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THE OPS/OSBA CODE FINDER INDEX 
 
 
This is an alphabetical index to the terms and codes in the OPS/OSBA policy classification system.  
It is for use both in locating policies and regulations in a manual coded to the OPS system and for 
properly coding and titling policies and regulations when compiling a policy manual. 
 
If you are using the index to locate statements in a manual, use it along with the OPS policy 
classification system, which will be found, section by section, behind the tab divider pages A 
through L, in the manual you are using. 
 
If you are using the index to code statements and give them the official OPS headings, use it along 
with the classification system. 
 
In either case, use the index as you would any alphabetical index, keeping in mind that you are 
looking for a letter code or an official OPS heading-called a "descriptor"- that will lead you via 
another entry to the desired letter code.  Note that: 
 
Entries in roman type...are official OPS descriptors.  The code for the descriptor appears at the left.  
For example: 
 

JFC    Student Conduct 
 

The first letter of the code indicates the major section in which the statement will be filed.  If two 
codes are given at the left.  For example: 
 

FD, KBE    Bond Campaigns 
 

The same statement is filed in two locations. 
 
Terms which do not appear as descriptors in the OPS classification system are followed by 
information on what OPS descriptor in the index to use or what other term in the index to see.  For 
example: 
 
 Sick Leave, see "Leaves" 
 Sinking Fund, use "Types of Funds" 
 Sports, use "Interscholastic Athletics" or "Intramural Programs," as 
 appropriate 
 
Certain instructions in the index are directed to the policy coder.  This is true of instructions which 
give such signals as "...break out a new descriptor in the IGA sequence" or "...break out a new 
descriptor under ‘Nondiscrimination’."  If you are using the index to locate statements in a manual, 
assume that such instructions have been followed.  Compilers of manuals should provide a listing of 
"break-out" terms and codes actually used on a separate sheet or sheets immediately proceeding this 
index. 

. . . . 
 

 
     NOTE: Although this code finder serves as an index to the OPS/OSBA Educational Policies 

Reference Manual and to many state and local district manuals, technically it is an 



 

index to the OPS classification system, not to any single manual.  It may contain many 
terms and official OPS descriptors for which there will be no statements in the manual 
you are using.  However, if statements have been coded and filed correctly, the index 
will enable you to locate any statement that is in the manual. 



1 

A 
 Absences 
GCBD  Professional Staff Leaves and Absences 
JED  Student Absences and Excuses 
GDBD  Support Staff Leaves and Absences 
IK Academic Achievement 
IB Academic Freedom 
IKEB Acceleration 
ECAA Access to Buildings 
EDE Acceptable Use and Internet Safety 
 Accident Insurance, see "Insurance" 
EBB Accident Prevention and Safety Procedures 
EBBB Accident Reports 
 Accountability, use "Commitment to Accomplishment" and subcategories 
DIA Accounting System 
LI Accreditation Agencies, Relations with Acting Administrator, use  
  "Temporary Administrative Arrangements" 
GBEA, JHCCA Acquired Immune Deficiency Syndrome, see  HIV/AIDS (Human 

Immunodeficiency Virus/Acquired Immune Deficiency Syndrome) 
 Acting Superintendent, use "Temporary Administrative Arrangements" 
 Activities Fees, use "Student Activities Fees" 
 Activities Funds Management, use "Student Activities Funds  Management" 
 Adjourned Board Meetings, see "Meetings" and use appropriate existing 

descriptor(s) or break out new descriptor in BD sequence 
JHCD Administering Medicines to Students (or Nonadministration of Medicines) 
 Administration 
CA  Administration Goals 
BFE,CHD  Administration in Policy Absence 
CGB  Adult Education Program Administration 
CAA  District Administration Priority Objectives 
C  General School Administration 
CF  School Building Administration 
CG  Special Programs Administration 
CGA  Summer Program Administration 
CGC  State and Federal Programs Administration 
ILB  Test Administration 
CA Administration Goals 
BFE,CHD Administration in Policy Absence 
 Administrative Consultants, use "Program Consultants" 
CE Administrative Councils, Cabinets, and Committees 
CJ Administrative Intern Program 
CC Administrative Organization Plan 
 Administrative Personnel, use "Professional Staff" or "Support Staff" as 
  appropriate; also see discussion of how to file personnel policies in The 

School Administrator's Guide to the OPS/OSBA Policy Development System, 
1979 edition 

 Administrative Regulations, see "Regulations" 
CL Administrative Reports 
 Administrative Rules, see "Regulations" 
 Administrators, see "Job Descriptions" 
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JECAA Admission of Homeless Students 
JECBA Admission of Exchange Students 
JECBB Admission of Interdistrict Transfer Students 
JECBD Admission of Intradistrict Open Enrollment 
JECB Admission of Nonresident Students 
JECA Admission of Resident Students 
JECBC Admission of Students from Nonchartered or Home Schooling  
 Admissions 
DFEA  Free Admissions 
DFE  Gate Receipts and Admissions 
  Student Admissions, use "School Admissions" and/or appropriate subcategories 
 Adoption 
IFD  Curriculum Adoption 
IIAC  Library Materials Selection and Adoption 
BFC  Policy Adoption 
IIAB  Supplementary Materials Selection and Adoption 
ILA  Competency Based Education 
IIAA  Textbook Selection and Adoption 
IGEA Adult Basic Education 
CGB  Adult Education Program Administration 
IGE  Adult Education Programs 
IGEB  Adult High School Programs 
 Adult High School Diplomas, use "Adult High School Programs", “Diplomas 

of Adult Education” or “Diplomas for WWII Veterans” 
IGEC Adult Occupational Education 
KJ Advertising in the Schools 
BCF Advisory Committees to the Board 
 Advisory Councils, use "Advisory Committees to the Board" or 

"Administrative Councils, Cabinets and Committees" 
 Advisory School Board, use "Advisory Committees to the Board" or break out 

new descriptor under that term 
 Affirmative Action, use "Equal Opportunity Employment" if the action refers 

to employment of staff; if the action relates to staff, students, and/or 
public, use "Nondiscrimination" 

BDDB Agenda Format 
BDDC Agenda Preparation and Dissemination 
 Age of School Entrance, use "Entrance Age" 
 Agricultural Education, break out a descriptor in the IGA sequence if the 

offering is general education; break out a descriptor in the IGAD sequence 
if it is vocational education 

 Aides, use "Teacher Aides"; also see "Job Descriptions" 
GBEA, JHCCA AIDS, see HIV/AIDS (Human Immunodeficiency Virus/Acquired Immune 

Deficiency Syndrome) 
 Air Pollution Safety Procedures, break out a new descriptor under "Accident 

Prevention and Safety Procedures" 
 Alarms, use "Bomb Threats" or "Warning Systems," as appropriate 
 Alcohol 
JFCH  Alcohol Use by Students 
IGAG  Teaching about Drugs, Alcohol, and Tobacco 
JFCH Alcohol Use by Students 
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IGBH Alternative School Programs 
ING Animals in the School 
 Announcement of Final Negotiated Agreement 
 Annual Board Meeting, use "Board Organizational Meeting" 
DB Annual Budget 
 Annual Report, use "School District Annual Report" 
 Annuities, see "Fringe Benefits" and "Tax-Sheltered Annuities" 
KNAD Anti-Poverty Authorities, Relations with 
BCC Appointed Board Officials 
 Appointment of Architect, use "Selection of Architect" 
 Appointment of Consultants, see "Consultants" 
 Appointment of School Attorney, use "School Attorney" 
 Appointment of Staff Members, see "Hiring" 
 Appraisals, use as appropriate "Evaluation of Instructional Programs," 

"School Properties Disposal Procedure," "Site Acquisition Procedure," or 
other terms designating what is being appraised 

 Apprenticeship Training, break out a new descriptor under "Occupational 
Education" or "Adult Occupational Education" 

 Appropriations, as appropriate use "Budget Adoption Procedures" or break 
out a new descriptor under that term; also see "Revenues" 

CHCA Approval of Handbooks and Directives 
 Arbitration, use "Impasse Procedures" 
 Architect Selection, use "Selection of Architect" 
GCEA Arrangements for Professional Staff Substitutes 
GDEA Arrangements for Support Staff Substitutes 
 Arson Protection, use "Warning systems" or "Buildings and Grounds Security" 
 Arts Education, break out a new descriptor in IGA sequence 
 Assaults, use "Public Conduct on School Property," "Staff Protection" and/or appropriate 

subcategories in "Student Conduct" and "Student Discipline" sequences 
INE Assemblies 
 Assessment of Needs, see "Needs Assessment" 
 Assignment 
JECD  Assignment of Student to Classes 
JECC  Assignment of Students to Schools 
GCI  Professional Staff Assignments and Transfers 
GDI  Support Staff Assignments and Transfers 
JECD Assignment of Students to Classes 
JECC Assignment of Students to Schools 
 Assistant Principals, see "Job Descriptions" 
 Assistant Superintendents, see "Job Descriptions" 
 Associate Superintendents, see "Job Descriptions" 
 Associations, use "School Board Memberships" or "Professional 

Organizations" 
 Athletic Eligibility, see "Interscholastic Extracurricular Eligibility" 
 Athletics, use as appropriate "Intramural Programs" or "Interscholastic 

Athletics" 
 Athletics Director, see "Job Descriptions" 
 Attendance 
JEA  Compulsory Attendance Ages 
JEG  Exclusions and Exemptions from School Attendance 



4 

JC  School Attendance Areas 
JE  Student Attendance 
JEE  Student Attendance Accounting 
 Attendance Accounting, use "Student Attendance Accounting" "Professional 

Staff Time Schedules," or "Support Staff Time Schedules" 
 Attendance Officer, use "Student Attendance Accounting"; also see "Job 

Descriptions" 
 Attendance Rewards, break out a new descriptor in the JE sequence 
 Attorney for the Board, use "School Attorney" 
 Audiovisual Aids, use "Supplementary Materials Selection and Adoption"; 

also see "Instructional Materials" 
 Audiovisual Director, see "Job Descriptions" 
 Auditorium Use by Public, use "Community Use of School Facilities" 
DIE Audits 
 Authority of Board Members, use "Board Member Authority" 
DGA Authorized Signatures 
EDC Authorized Use of School-Owned Materials 
 Automobile Use by Students, use "Student Automobile Use" 
 Automotive Shop Repair, use "Income from School Shop Sales and Services" 
 Awards, use "Student Awards and Scholarships" or "Recognition for 

Accomplishment," as appropriate 
 

 B 
 
 Baccalaureate Services, use "Graduation Exercises" 
 Band and Orchestra Performances, use "Student Performances" 
 Band Instruments Maintenance, use "Maintenance and Control of 

Instructional Materials" or break out a new descriptor under that term 
 Band Uniforms, use "Student Fees, Fines, and Charges," if appropriate, or 

break out a new descriptor under "Student Performances" 
 Banking, use as appropriate "Depository of Funds," "Staff Funds 

Management," or "Student Activities Funds Management"; for a student 
banking program break out a new descriptor in Section J 

 Bank of Deposit, use "Depository of Funds" 
 Bargaining, use "Negotiations" 
 Bargaining Agent, use "Board Negotiating Agents" 
 Basic Education, use as appropriate "Adult Basic Education" or "Basic 

Instructional Program"; a new descriptor in the IGA sequence can be 
broken out for a special statement on "the basics" 

IGA Basic Curricular Program 
 Behavior Code, use "Student Conduct" and/or appropriate subcategories 
 Benefits 
GCBC  Professional Staff Fringe Benefits 
CBD  Superintendent's Compensation and Benefits 
GDBC  Support Staff Fringe Benefits 
 Bible Readings, use "School Ceremonies and Observances" or "Teaching 

about Religion" 
 Bicycles, use "Student Bicycle Use" 
 Bidding 
DJC  Bidding Requirements 
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FEF  Construction Contracts Bidding and Awards 
DJC Bidding Requirements 
IGBF Bilingual Instruction 
 Bill Payment Authorization, use "Payment Procedures" 
 Black Studies, break out a new descriptor in IGA sequence 
EBBC  Bloodborne Pathogens 
 Board 
BCF  Advisory Committees to the Board 
BCFA  Business Advisory Committee to the Board 
BCC  Appointed Board Officials 
BCE  Board Committees 
FG  Board Inspection and Acceptance of New Facilities 
BDD  Board Meeting Procedures 
BBAA  Board Member Authority 
BHD  Board Member Compensation and Expenses 
BBFA  Board Member Conflict of Interest 
BHB  Board Member Development Opportunities 
BHE  Board Member Insurance 
BBBB  Board Member Oath of Office 
BBBA  Board Member Qualifications 
BBD  Board Member Removal from Office 
BBC  Board Member Resignation 
BH  Board Member Services 
HE  Board Negotiating Agents 
BHC  Board Office Facilities and Services 
BCB  Board Officers 
BA  Board Operational Goals 
BCA  Board Organizational Meeting 
BF  Board Policy Development 
BFCA,CHB  Board Review of Regulations 
BCI  Board Staff Assistants 
BG,GBD  Board Staff Communications 
BCD, CBI  Board-Superintendent Relationship 
BDDJ,KBCD  Broadcasting and Taping of Board Meetings 
BCH  Consultants to the Board 
AFA,BK  Evaluation of School Board Operational Procedures 
BDDG  Minutes of Board Meetings 
BHA  New Board Member Orientation 
BDDI,KBCC  News Media Services at Board Meetings 
BDDA  Notification of Board Meetings 
BC  Organization of the Board 
BAA  Priority Objectives of Board Operations 
BDDH,KD  Public Participation at Board Meetings 
BDA  Regular Board Meetings 
BDDK  Reporting Board Meeting Business 
BHBA  School Board Conferences, Conventions, and Workshops 
BBB  School Board Elections 
BBF  School Board Member Ethics 
B  School Board Governance and Operations 
BB  School Board, Legal Status of 
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BI  School Board Legislative Program 
BD  School Board Meetings 
BJ  School Board Memberships 
HD  School Board Negotiating Powers and Duties 
BBA  School Board Powers and Duties 
BDB  Special Board Meetings 
BBE  Unexpired Term Fulfillment 
BDDF  Voting Method 
 Board Annual Meeting, use "Board Organizational Meeting" 
 Board Approval for Purchasing, use "Purchasing Authority"  
 Board Attorney, use "School Attorney" 
 Board Candidate Orientation, break out new descriptor under "New Board 

Member Orientation" 
 Board Chairman, use "Board Officers" 
 Board Clerk, use "Board Officers" or "Appointed Board Officials" 
BCE Board Committees 
 Boarding School Students, if special policies are required, break out new 

descriptor in Section J 
FG Board Inspection and Acceptance of New Facilities 
 Board Liaisons, use "Board Committees" or break out new descriptor under 

that term 
BDD Board Meeting Procedures 
 Board Meetings, use "School Board Meetings" 
BBAA Board Member Authority 
BHD Board Member Compensation and Expenses 
BBFA Board Member Conflict of Interest 
BHB Board Member Development Opportunities 
BHE Board Member Insurance 
BBBB Board Member Oath of Office 
BBBA Board Member Qualifications 
BBD Board Member Removal from Office 
BBC Board Member Resignation 
BH Board Member Services 
 Board Member Term of Office, use "School Board Legal Status" 
HE Board Negotiating Agents 
 Board of Directors, see "School Board" 
 Board of Education, see "School Board" 
BHC Board Office Facilities and Services 
BCB Board Officers 
 Board of Trustees, see "School Board" 
BA Board Operational Goals 
BCA Board Organizational Meeting 
BF Board Policy Development 
 Board President, use "Board Officers" 
 Board Records, use "Public's Right to Know" if appropriate; also see 

"Records"; if no descriptor offered fits the content, break out a new 
descriptor in Section B. 

BFCA,CHB Board Review of Regulations 
 Board Secretary, use "Board Officers" or "Appointed Board Officials" 
BCI Board Staff Assistants 
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BG,GBD Board-Staff Communications 
BCD Board-Superintendent Relationship 
 Board Treasurer, use "Board Officers" or "Appointed Board Officials" 
 Board Vacancies, use "Unexpired Term Fulfillment" 
EBCC Bomb Threats 
 Board Campaigns, see "For Issues" 
DH Bonded Employees and Officers 
 Bond Issues, use as appropriate "Bond Campaigns," "Facilities Capitalization 

Program," and/or "Taxing and Borrowing Authority/Limitations" 
 Book Complaints, use "Public Complaints about the Curriculum or 

Instructional Materials" 
 Book Fairs, if school-sponsored use "School Fairs"; if a function of a parent 

organization, use "Relations with Parent Organizations" or break out a 
new descriptor under that term 

 Book Stores, see "School Stores" 
KMB Booster Organizations, Relations with 
 Boycotts, use "Staff Job Actions" 
 Breakfast Program, use "Food Services Management" or "Free and Reduced 

Price Foods Services," as appropriate 
BDDJ,KBCD Broadcasting and Taping of Board Meetings 
 Budget 
DB  Annual Budget 
DBH  Budget Adoption Procedures 
DBI  Budget Appeals Procedures 
DBC  Budget Deadlines and Schedules 
BDG  Budget Hearings and Reviews 
DBJ  Budget Implementation 
DBA  Budgeting System 
DBD  Budget Planning 
DBHA  Budget Referenda 
DBE  Determination of Budget Priorities 
DBF  Dissemination of Budget Recommendations 
DBK  Budget Modification Authority 
DBH Budget Adoption Procedures 
DBI Budget Appeals Procedures 
DBC Budget Deadlines and Schedules 
DBG Budget Hearings and Reviews 
DBJ Budget Implementation 
DBA Budgeting System 
DBD Budget Planning 
 Budget Reconciliation, use "Budget Transfer Authority" 
DBHA Budget Referenda 
DBK Budget Transfer Authority 
 Building Committees, if construction projects are involved, break out in the 

FB sequence; if staff advisory committee on a school's operations, use 
"Staff Involvement in Decision-making"; if a general lay advisory 
committee for a school, use "Advisory Committees to the Board" 

 Building Funds, use "Types of Funds" or an appropriate subcategory in the 
DB sequence; if special funds obtained through gifts, use "Grants from 
Private Sources" 
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 Building Plaques, use "Names on Building Plaques" 
EBA Buildings and Grounds Inspections 
ECB Buildings and Grounds Maintenance 
EC Buildings and Grounds Management 
ECE Buildings and Grounds Records and Reports 
ECA Buildings and Grounds Security 
 Bulletin Board Use, depending on whether use involves staff, students, or 

public, break out a new descriptor in sections G, J, or K; if use involves a 
staff negotiating unit, use "Privileges of Staff Negotiating Organizations" 

 Burglar Alarms, use "Warning Systems" 
 Bus Driver Authority, use "Student Conduct on School Buses", also see "Job 

Descriptions" 
EEACD Bus Driver—Drug Testing  
EEACA Bus Driver Examination and Training 
EEBC Business and Personnel Transportation Insurance 
EEBD Business and Personnel Transportation Records and Reports 
EEB Business and Personnel Transportation Services 
 Business Manager, see "Job Descriptions" 
BCFA Business Advisory Committee to the Board 
KMG Business Organizations, Relations with 
 Bus Safety Inspection, use "School Bus Safety Program" 
 Bylaws, see "Policies"; school board bylaws are treated as policies in the 

OPS/OSBA policy classification system 
 
 

C 
 
 Cabinets, use "Administrative Councils, Cabinets, and Committees" 
 Cable Television, use as related to content, "Instructional Television," "Public 

Information Program," "Community Instructional Resources," or break out 
a new descriptor under the term; if related to relations with Cable TV 
Advisory Council, break out a new descriptor in the KM sequence 

 Cadet Teachers, use "Student Teaching and Internships" 
 Cafeterias, use "Food Services Management" 
 Cafeteria Workers, see "Job Descriptions" 
 Calendar, use "School Calendar" 
 Camps, use "School Camps" 
 Campus Police, use "Buildings and Grounds Security" 
 Capital Equipment Purchasing, see "Purchasing" 
 Capitalization, use "Facilities Capitalization Program" 
 Career Education, use "Occupational Education" or break out a new 

descriptor in the IGAD sequence 
JFCB Care of School Property by Students 
 Carnegie Unit, use "Graduation Requirements" 
DM Cash in School Buildings 
 Censorship, use "Academic Freedom," "Instructional Materials," "Public 

Complaints about the Curriculum or Instructional Materials," "Student 
Publications," or "Underground Student Publications," as appropriate 

 Census, use "School Census" 
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 Ceremonies, use "School Ceremonies and Observances," "Graduation 
Exercises," or "Patriotic Exercises," as appropriate 

 Certificated Personnel, use "Professional Staff"; also see discussion of how to 
file personnel policies in The School Administrator's Guide to the 
OPS/OSBA Policy Development System, 1979 edition 

 Certification, use "Professional Staff Hiring" or break out a new descriptor 
under that term 

 Chairman of the Board, use "Board Officers" 
 Change Orders, use "Construction Contracts Bidding and Awards" or break 

out a new descriptor under that term 
 Chaperones, use "Supervision of Students" 
 Checking Accounts, use "Depository of Funds" or "Authorized Signatures" 
DGB Check-Writing Services 
GBEB Chemical Dependency 
JHG Child Abuse Reporting 
KMD Churches, Relations with 
 Citizens' Committees, use "Advisory Committees to the Board" and/or 

"Community Involvement in Decision-making" 
IGAA Citizenship Education 
 City Government, use "Relations with Local Governmental Authorities" 
KNAL Civil Defense Authorities, Relations with 
 Civil Rights of Minors use "Student Due Process Rights" 
 Class Gifts, use "Student Gifts and Solicitations" 
 Classified Personnel, use "Support Staff"; also see discussion of how to file 

personnel policies in The School Administrator's Guide to the OPS/OSBA 
Policy Development System, 1979 edition 

INH Class Interruptions 
IKC Class Rankings 
 Classroom Materials, see "Instructional Materials" 
 Classroom Organization, use "Instructional Arrangements" or "Grouping for 

Instruction" 
IHB Class Size 
EGB Clerical Services 
 Closed Board Meetings, use "Executive Sessions" 
 Clubs, use "Student Organizations" 
 Coaches, see "Job Descriptions" 
IGD Co-curricular and Extracurricular Activities 
 Collective Bargaining, use "Negotiations" 
 College Courses, use "Advanced College Placement" 
 College Preparatory Program, use "Basic Instructional Program" or break out 

new descriptor in IGA sequence 
LE Colleges and Universities, Relations with 
AF Commitment to Accomplishment 
 Committees 
CE  Administrative Councils, Cabinets, and Committees 
BCF  Advisory Committees to the Board 
BCE  Board Committees 
JHCC Communicable Diseases 
 Communications 
BG,GBD  Board-Staff Communications 
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 Communications to the Board, break out new descriptor under "Board-Staff 
Communications" 

KB  Public Information Program 
 Community Activities and Performances, use "Student Performances" or 

"Community Use of School Facilities" 
 Community Advisory Council, use "Advisory Committees to the Board" 
 Community College Program, break out new descriptor under 
  "Extended Instructional Programs" if program is under  
  school board authority; if operated by another agency, use "Relations with 

Colleges and Universities" 
IIC,KF Community Instructional Resources 
ABA,KC Community Involvement in Decision Making 
 Community Organizations, see "Relations with Community Organizations" 
 Community Resource Guides, use "Community Instructional Resources" 
IICB Community Resource Persons 
IGCI Community Service Learning 
 Community Use of School Buses, use "Special Use of School Buses" or break 

out a new descriptor under that term 
KG Community Use of School Facilities 
 Compensation 
BHD  Board Member Compensation and Expenses 
GCB  Professional Staff Contracts and Compensation Plans 
CBD  Superintendent's Compensation and Benefits 
GDB  Support Staff Contracts and Compensation Plans 
ILA Competency Based Education 
 Competency Testing, use "Testing Programs" or break out a new descriptor in 

the IL sequence 
 Competitive Food Sales, use "Food Services Management" or  "Vending 

Machines," as appropriate 
 Complaints 
KL  Public Complaints 
KLC  Public Complaints about Facilities or Services 
KLA  Public Complaints about Policies 
KLD  Public Complaints about School Personnel 
KLB  Public Complaints about the Curriculum or Instructional Materials 
GBM  Staff Complaints and Grievances 
JFH  Student Complaints and Grievances 
 Complimentary Athletic Passes, use "Free Admissions" 
 Comprehensive High School Program, use "Basic Instructional Program" or 

break out new descriptor in IGA sequence 
JEA Compulsory Attendance Ages 
IIBG Computer Assisted Instruction 
EDE Computer/On-Line Services 
 Conduct 
KGB  Public Conduct on School Property 
GBCB  Staff Conduct 
JFC  Student Conduct 
EEACC,JFCC  Student Conduct on School Buses 
 Conference Periods for Teachers, use "Professional Staff Time Schedules" 
 Conferences 
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IKAD  Parent Conferences 
GCLA  Professional Staff Visitations and Conferences 
BHBA  School Board Conferences, Conventions and Workshops 
GDLA  Support Staff Visitations and Conferences 
IKAC  Student Conferences 
 Conflict of Interest 
BBFA  Board Member Conflict of Interest 
GBCA  Staff Conflict of Interest 
 Congressional Representatives, use "School Board Legislative Program" 

and/or "Relations with Federal Government Authorities" 
 Conservation Education, break out new descriptor in IGA sequence 
 Construction 
FEF  Construction Contracts Bidding and Awards 
FED  Construction Cost Estimates and Determinations 
FECB  Construction Plans and Specifications 
FEH  Construction Project Insurance Program 
FEI  Construction Project Records and Reports 
FE  Facilities Construction 
FEG  Supervision of Construction 
FEF Construction Contracts Bidding and Awards 
FED Construction Costs Estimates and Determinations 
 Construction Field Checks and Inspections, use "Supervision of Construction" 
FECB Construction Plans and Specifications 
FEH Construction Project Insurance Program 
FEI Construction Project Records and Reports 
 Consultants 
BCH  Consultants to the Board 
CK  Program Consultants 
BCH Consultants to the Board 
 Consulting Activities 
GCQAA  Professional Staff Consulting Activities 
CBF  Superintendent's Consulting Activities 
IGDH Contests for Students 
 Contingency Funds, use "Types of Funds" 
 Continuing Contracts, see "Tenure" and "Contracts" 
 Contracted Bus Service, use "Transportation Services Management" 
 Contracted Services, see "Contracts" 
IHI Contracting for Instruction 
FEFB Contractor's Affidavits and Guarantees 
FEFA Contractor's Fair Employment Clause 
 Contracts 
FEF  Construction Contracts Bidding and Awards 
IHI  Contracting for Instruction 
IHIA  Performance Contracting 
GCB  Professional Staff Contracts and Compensation Plans 
CBC  Superintendent's Contract 
GDB  Support Staff Contracts and Compensation Plans 
 Controversial Issues, use "Teaching About Controversial Issues" 
INC Controversial Speakers 
 Conventions, see "Conferences" 
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LBB Cooperative Educational Programs 
DJE Cooperative Purchasing 
 Coordinators, see "Job Descriptions" 
EGAAA Copyright 
JGA Corporal Punishment 
 Correspondence Courses, if school-sponsored, use "Extended Educational 

Programs" or break out a new descriptor in he IGC sequence; if related to 
acceptance of credits, use "Graduation Requirements" 

 Costs Estimates, use as appropriate "Purchasing Procedures" or "Construction 
Cost Estimates and Determinations" 

 Councils, use "Advisory Committees to the Board" or "Administrative 
Councils, Cabinets, and Committees" 

 Counseling and Guidance, use "Guidance Program" 
 Counselors, see "Job Descriptions" 
LF County Education Agency Relations 
 County Government, use "Relations with County Governmental Authorities" 
 Course Outlines, use "Curriculum Guides and Course Outlines" 
 Courses of Study, use "Curriculum Guides and Course Outlines" and/or 

various appropriate subcategories of "Curriculum Design" 
 Credit Hours, use "Graduation Requirements" 
GBQ Criminal Record Check 
EBD Crisis Management 
 Crossing Guards, use "Traffic and Parking Controls" or "Student Safety 

Patrols" 
IFD Curriculum Adoption 
 Curriculum Centers use "Instructional Materials Centers" 
IG Curriculum Design 
IF Curriculum Development 
 Curriculum Directors, see "Job Descriptions" 
IFE Curriculum Guides and Course Outlines 
 Curriculum Libraries, use "Instructional Materials Centers" or "Professional 

Libraries" 
IFA Curriculum Research 
ECC Custodial Services 
 Custodian of School Moneys, use "Appointed Board Officials" 
 Custodians, see "Job Descriptions" 
 
 

D 
 
 Damage to School Property, use "Vandalism," "Care of School Property by 

Students," or Public Conduct on School Property" 
JFCJ Dangerous Weapons in the Schools 
EH Data Management 
EHA Data and Records Retention 
 Day-Care Centers, if school facilities are made available to other community 

agencies for day-care centers, break out a new descriptor in the KG 
sequence; if operated by the school system, break out a new descriptor in 
the IGC sequence; centers operated only for staff or only for students who 
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are parents will require breaking out new descriptors in the GB sequence 
or Section J 

 Deans, see "Job Descriptions" 
 Debt Limitation, use "Taxing and Borrowing Authority/Limitations" 
 Decentralization, if basic governance of district is involved, break out a new 

descriptor under "School District Legal Status"; if district administration 
is 

  involved, break out a new descriptor in the CC sequence or if appropriate 
use "School Building Administration" 

 Decision-making 
ABA,KC  Community Involvement in Decision-making 
ABB,GBB  Staff Involvement in Decision-making 
ABC,JFB  Student Involvement in Decision-making 
 Deductions from Pay, use "Salary Deductions" 
 Defacement of School Property, use "Vandalism," "Care of School Property 

by Students," and/or "Public Conduct on School Property" 
 De-Fact Segregation, use as appropriate 
  "Nondiscrimination," "School Attendance Areas," and/or 
  "Equal Educational Opportunities" 
 Delinquent Behavior, use "Student Conduct," "Student Discipline," and/or 

appropriate subcategories 
 Delivery Services, use "Mail and Delivery Services" 
 Demonstrations by Students, use "Student Demonstrations and Strikes" 
 Demonstration Schools, use "Curriculum Research" or "Pilot Projects" 
 Demonstrations of Products, use "Sales Calls and Demonstrations" 
 Dental Hygienists, see "Job Descriptions" 
 Department Chairman, see "Job Descriptions" 
DG Depository of Funds 
 Desegregation, use as appropriate "Nondiscrimination," 
  "School Attendance Areas," and/or "Equal Educational Opportunities" 
 De-staffing, use "Reduction in Professional Staff Work Force" and 

"Reduction in Support Staff Work Force" 
JGB Detention of Students 
DBE Determination of Budget Priorities 
 Development of Administrative Rules, use "Development of Regulations" 
 Development of Policies, use "Board Policy Development" 
CHA Development of Regulations 
 Development Opportunities 
BHB  Board Member Development Opportunities 
GCL  Professional Staff Development Opportunities 
CBE  Superintendent's Development Opportunities 
GDL  Support Staff Development Opportunities 
AD Development of Philosophy of Education 
IHF Differentiated Staffing 
IKF Diplomas, use "Graduation Requirements"; also see "Adult High School 

Diplomas" 
IGED Diploma of Adult Education 
IGEE Diplomas for WWII Veterans 
 Direct Affiliate Membership in the National School Boards Association, use 

"School Board Memberships" 
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 Directives, use "Approval of Handbooks and Directives" 
 Directories, use as appropriate "Approval of Handbooks and Directives," 

"Personnel Records," "Student Records" or break out a new descriptor 
under one or more of those terms 

 Directors, see "Job Descriptions" 
 Disadvantaged Students, use "Programs for Disadvantaged Students" 
 Disaster Drills, use "Emergency Plans" and/or appropriate subcategories 
EBCA Disaster Plans 
 Discharge of Staff Members, see "Dismissal" 
 Discipline, use "Student Discipline" 
JGF Discipline of Handicapped Students 
 Disease Prevention, use "Communicable Diseases" 
 Dismissal 
GCPD  Suspension and Dismissal of Professional Staff Members 
GDPD  Suspension and Dismissal of Support Staff Members 
 Dismissal Precautions, use "Student Dismissal Precautions" 
 Disposal of School Property, use "School Properties 
  Disposal Procedure" 
 Disruptive Students, use "Student Conduct," "Student Discipline," or break 

out a new descriptor as appropriate in the JFC or JG sequence 
DBF Dissemination of Budget Recommendations 
 Dissemination of Information, use as appropriate "Policy Dissemination," 

"Reporting Board Meeting Business" "Regulations Dissemination," and/or 
"Public Information Program" and subcategories 

 Distribution of Supplies and Equipment, use "Material Resources 
Management" or appropriate subcategories 

 Distributive Education, use "Occupational Education" or break out a new 
descriptor in the IGAD sequence 

CAA District Administration Priority Objectives 
 District Annual Meeting, use "School Board Elections" or "Board 

Organizational Meeting," as appropriate 
IIBH District Web Site Publishing 
 Donations, see "Gifts" 
 Double Sessions, use "School Day" 
 Drills, use "Emergency Plans" and/or appropriate subcategories 
IGAJ Driver Education 
 Dropouts, use "Student Withdrawal from School" or break out a new 

descriptor under that term 
 Drugs 
JFCI  Student Drug Abuse 
IGAG  Teaching about Drugs, Alcohol, and Tobacco 
GBP  Drug-Free Workplace 
EEACD  Drug Testing for School Bus Drivers 
IGDJA  Drug Testing of Students in Interscholastic Athletics 
 Dual Enrollment, use as appropriate "Advanced College Placement," 

"Relations with Other Schools and School Districts," and/or "School 
Admissions" or appropriate subcategories 

 Due Process, use "Student Due Process Rights"; however, the concept of due 
process will also apply to other descriptors pertaining to relations with 
staff, students, and parents 
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 Duplicating Services, use "Printing and Duplicating Services" 
 Duties 
CBA  Qualifications and Duties of Superintendent 
HD  School Board Negotiating Powers and Duties 
BBA  School Board Powers and Duties 
 Duties of Board Officers, use "Board Officers" 
 Duties of Staff Members, see "Job Descriptions" 
 Duty-Free Lunch, use "Professional Staff Time Schedules" 

 
E 

 Early Childhood Education, use "Basic Instructional Program" or break out 
new descriptor in IGA sequence 

IKFA Early Graduation 
L Education Agency Relations 
LA Education Agency Relations Goals 
LAA Education Agency Relations Priority Objectives 
 Educational Audits, see "Evaluation" 
IGCD,LEB Educational Options 
ADA Educational Philosophy 
FEA Educational Specifications 
 Educational Television, use "Instructional Television" 
IICAA Educational Nonschool Sponsored Trips 
AFI Educational Resource, Evaluation of 
LC Education Research Agencies, Relations with 
 Eighteen-Year-Old Students, use "Students of Legal Age" 
KNAC Election Authorities, Relations with 
 Elections, use "School Board Elections Program" 
 Electronic Equipment see “Use of Electronic Equipment by Students”, 

“Telephone Services” or “Computer/OnLine Services” 
EBCD Emergency Closings 
EBC Emergency Plans, see Crisis Management 
JGDA Emergency Removal of Students 
 Emergency Repairs, use "Buildings and Grounds Maintenance" 
 Emotionally Disturbed Students, use "Programs for Handicapped Students" or 

break out a new descriptor under that term 
GBP Employees Engaged in Work on a Federal Grant (Drug Free Workplace) 
HG Employee Organization 
 Employees, use "Professional Staff" and "Support Staff" 
 Employment (Also see Contract and Hiring) 
JK  Employment of Students 
GBA  Equal Opportunity Employment 
GCE  Part-Time and Substitute Professional Staff Employment 
GDE  Part-Time and Substitute Support Staff Employment 
JK Employment of Students 
 Encumbrances, use "Budget Implementation" 
 Endowment Funds, use "Grants and Private Sources" 
ECF Energy Conservation 
 Energy Conservation Education, break out a new descriptor in the IGA 

sequence 
 Energy-Saving Construction, break out a new descriptor in the FEC sequence 
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IGBI English as a Second Language 
 English Instruction, use "Basic Instructional Program" or break out new 

descriptor in IGA sequence 
 Enrichment Programs, use "Extended Instructional Program" or break out new 

descriptor in IGC sequence 
 Enrollment of Students, use "School Admissions" and appropriate 

subcategories 
FBB Enrollment Projections 
JEB Entrance Age 
KNAM Environmental Authorities, Relations with 
 Environmental Education, break out new descriptor in IGA sequence 
 Environmental Impact Plans, use "Facilities Development Plans and 

Specifications" 
JB Equal Educational Opportunities; also see "Nondiscrimination" 
GBA Equal Opportunity Employment; also see "Nondiscrimination" 
 Equipment and Supplies Management, use "Material Resources Management" 
FECC Equipment Plans and Specifications 
 Equivalency Tests and Certificates, use "Adult High School Programs" or 

break out a new descriptor under that term 
 Ethics Education, break out a new descriptor in IGA sequence 
 Ethics 
BBF  School Board Member Ethics 
GBC  Staff Ethics 
 Ethnic Studies, use "Human Relations Education" or break out new descriptor 

in IGA sequence 
JEG Exclusions and Exemptions from School Attendance 
BDC Executive Sessions 
GBN Extended Group Health Coverage 
 Evacuation of Building, use "Emergency Plans" and appropriate subcategories 
 Evaluation 
AFI,IM  Evaluation of Educational Resources 
AFH  Evaluation of Evaluators 
AFE,IM  Evaluation of Instructional Programs 
AFC,GCN  Evaluation of Professional Staff 
AFA,BK  Evaluation of School Board Operational Procedures 
  Evaluation of Students, use "Academic Achievement" and appropriate 

 subcategories  
AFF,EJ  Evaluation of Support Services 
AFD,GDN  Evaluation of Support Staff 
AFB,CBG  Evaluation of the Superintendent 
AFBA,BCCB  Evaluation of the Treasurer 
IFC  Pilot Project Evaluation 
AFG  Use of Independent Evaluators 
 Evaluators 
AFH  Evaluation of Evaluators 
AFG  Use of Independent Evaluators 
 Evening Sessions, use as appropriate "School Day," "Extended Instructional 

Programs," and/or "Adult Education Programs," or subcategories of these 
terms 

 Examinations 
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EEACA  Bus Driver Examination and Training 
IKAA  Final Examinations 
JHCA  Physical Examinations of Students 
GBE  Staff Health and Safety 
 Exceptional Students, use subcategories under "Special Instructional Program 

and Accommodations," such as "Programs for  Handicapped Students," 
"Programs for Gifted Students," etc. 

 Exchange Students, use "Admission of Exchange Students" 
GCQC Exchange Teaching 
JEG Exclusions and Exemptions from School Attendance 
JEGA Exclusions, Permanent 
 Excuses for Student Absences, use "Student Absences and Excuses" 
BDC Executive Sessions 
 Exemptions from Attendance, use "Exclusions and Exemptions from School 

Attendance" 
 Exemptions from Physical Education, use "Physical Education" 
 Expenditure of Funds, use as appropriate "Purchasing Authority," "Payment 

Procedures," and/or "Budget Implementation" 
DLC Expense Reimbursements 
 Expenses 
BHD  Board Member Compensation and Expenses 
DLC  Expense Reimbursements 
IGCB Experimental Programs, 
 Expulsion, use "Student Expulsion" 
IGC Extended Instructional Programs 
 Extended School Day, use "School Day" 
ICB Extended School Year 
 Extracurricular Activities, use "Co-curricular and 
 Extracurricular Programs" and appropriate subcategories 
 Extra Duty 
GCKA  Professional Staff Extra Duty 
GDKA  Support Staff Extra Duty 
 
 

F 
 
 Facilities Accommodations for Handicapped, use or break out a new 

descriptor in the FEC sequence 
FC Facilities Capitalization Program 
FE Facilities Construction 
F Facilities Development 
FA Facilities Development Goals 
FEC Facilities Development Plans and Specifications 
FAA Facilities Development Priority Objectives 
 Facilities Obsolescence Determination, use "Retirement of Facilities" 
FB Facilities Planning 
FBA Facilities Planning Advisers 
FK Facilities Renovations 
 Fact Finding, use "Impasse Procedures" 
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 Fair Employment, use "Equal Opportunity Employment" and/or "Contractor's 
Fair Employment Clause" 

IGAH Family Life Education 
GBR Family Medical Leave 
 Federal 
LH  Federal Education Agency Relations 
KND  Relations with Federal Governmental Authorities 
DEC  Revenues From Federal Tax Sources 
DD  Funding Proposals and Applications 
CGC  State and Federal Programs Administration 
LH Federal Education Agency Relations 
 Fees 
IGDE  Student Activities Fees 
JN  Student Fees, Fines, and Charges 
 Fidelity Bonds, use "Bonded Employees and Officers" 
IICA Field Trips and Excursions 
IKAA Final Examinations 
 Financial Aid to Students, use "Student Aid Programs' 
 Financial Disclosure, if required for school board membership, use "Board 

Member Qualifications" 
 Financial Projections, use "Financial Reports and Statements" 
DIC Financial Reports and Statements 
 Fines, use "Student Fees, Fines, and Charges" 
KNAK Fire Authorities, Relations with  
EBCB Fire Drills 
 Firing, see "Dismissal" 
EBBA First Aid 
DI Fiscal Accounting and Reporting 
KNAA Fiscal Authorities, Relations with 
D Fiscal Management 
DA Fiscal Management Goals 
DAA Fiscal Management Priority Objectives 
 Fiscal Projections, use "Financial Reports and Statements" 
DBB Fiscal Year 
DID Fixed Assets 
INDB Flag Displays 
 Flexible Scheduling, use "Scheduling for Instruction" 
EFA Food Purchasing 
EFD Food Sanitation Program 
EFF* Food Sale Standards 
 Food Services 
EF  Food Services Management 
EFE  Food Services Records and Reports 
EFB  Free and Reduced Price Food Services 
EFF Food Services for the Elderly, break out a new descriptor in the EF sequence 
EF Food Services Management 
EFE Food Services Records and Reports 
EFF  Food Sale Standards 
EFF Foreign Exchange Students, use "Admission of Exchange Students" 



19 

 Foundations, if content relates to administering a grant from a foundation,  
use "Grants from Private Sources"; if it relates to a private foundation 
organized under district aegis to accept and administer grants to the 
district  or for student aid and scholarships, break out a new descriptor 
under the above term 

A Foundations and Basic Commitments 
 Fraternities, use "Secret Societies" 
DFEA Free Admissions 
EFB Free and Reduced Price Food Services 
 Fringe Benefits 
GCBC  Professional Staff Fringe Benefits 
CBD  Superintendent's Compensation and Benefits 
GDBC  Support Staff Fringe Benefits 
DD Funding Proposals and Applications 
 Fund-Raising Activities, if appropriate use "Student 
 Fund-Raising Activities" or "Grants from Private Sources"; otherwise, see  

"Solicitations" 
 Funds 
DG  Depository of Funds 
GBJ  Staff Funds Management 
IGDG  Student Activities Funds Management 
DIB  Types of Funds 
DFAA  Use of Surplus Funds 
 
 

G 
 
JFCEA Gangs, also see “Secret Societies” JFCE 
 Garnishments, use "Payroll Deductions" 
DFE Gate Receipts and Admissions 
GB General Personnel Policies 
C General School Administration 
 Gifted Students, use "Programs for Gifted Students" 
 Gifts 
KH  Public Gifts to the Schools 
GBI  Staff Gifts and Solicitations 
JL  Student Gifts and Solicitations 
 Goals 
CA  Administration Goals 
BA  Board Operational Goals 
LA  Education Agency Relations Goals 
FA  Facilities Development Goals 
DA  Fiscal Management Goals 
IA  Instructional Goals 
HA  Negotiations Goals 
GA  Personnel Policies Goals 
KA  School-Community Relations Goals 
AE  School District Goals and Objectives 
JA  Student Policies Goals 
EA  Support Services Goals 
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  Also see "Objectives" and discussion on how to file goals and objectives 
in The School Administrator's Guide to the OPS/OSBA Policy 
Development System, 1979 edition 

 Grade Level Organization, use "Organization of Instruction" 
IKA Grading Systems 
 Graduation 
IKFA  Early Graduation 
IKFC Graduate Competency 
IKFB  Graduation Exercises 
IKF  Graduation Requirements 
IKFB Graduation Exercises 
 Graduation Requirements for Handicapped Students, break out a new 

descriptor in IKF sequence or add to “Graduation Requirements” policy as 
a subheading 

IKF Graduation Requirements 
DFC Grants from Private Sources 
 Grievances 
GBM  Staff Complaints and Grievances 
JFH  Student Complaints and Grievances 
 Grounds Management, use "Buildings and Grounds Management" 
IHA Grouping for Instruction 
 Group Insurance, see "Insurance" 
 Guarantees, use "Purchasing Procedures" and/or "Contractor's Affidavits and 

Guarantees" 
 Guidance Counselors, see "Job Descriptions" 
IJ Guidance Program 
 

H 
CHCA Handbooks, use "Approval of Handbooks and Directives" or break out a  new 

descriptor under that term 
 Handicapped Students, use as appropriate "Programs for Handicapped 

Students" and "Equal Educational Opportunities"; break out new 
descriptors under the first term as needed to accommodate policies on  
identification, placement, evaluation, etc.; be aware that policies in many  
areas—as transportation, facilities construction, entrance age—may relate 
in part to handicapped students 

AC Harassment, Nondiscrimination, see also “Sexual Harassment” ACAA 
 Hazards, use "Reporting of Hazards" 
 Hazardous Waste, see “Bloodborne Pathogens” 
JFCF Hazing/Anti-Hazing 
 Health 
KNAF  Health Authorities, Relations with 
IGAE  Health Education 
GBE  Staff Health and Safety 
JHC  Student Health Services and Requirements 
KNAF Health Authorities, Relations with 
IGAE Health Education 
 Health Insurance, see "Insurance" 
GBS Health Insurance Portability and Accountability Act (HIPAA) 
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 Hearing Procedures, use "Special Procedures for Conducting Hearings" when 
the procedures pertain to all or most adversary proceedings; however, use 
other descriptors, such as "Suspension and Dismissal of Professional Staff 
Members," "Student Suspension," "Budget Hearings and Reviews" when 
procedures pertain to special types of hearings 

 Hearings 
DBC  Budget Hearings and Reviews 
BDE  Special Procedures for Conducting Hearings 
 Heterogeneous Grouping, use "Grouping for Instruction" 
 High School curriculum, use "Basic Instructional Program" or break out new 

descriptor in IGA sequence 
GBS HIPAA 
 Hiring 
GCD  Professional Staff Hiring 
CBB  Recruitment and Appointment of Superintendent 
GDD  Support Staff Hiring 
GBEA, JHCCA HIV/AIDS (Human Immunodeficiency Virus/Acquired Immune Deficiency Syndrome) 
 Holidays, use "School Calendar," "Professional Staff Vacations and 

Holidays," and "Support Staff Vacations and Holidays" as  appropriate 
IGBG Homebound Instruction 
IGCF Home Education or Home Schooling 
IGCF Home Schooling or Home Education 
JHEA Home Visits  
JECAA Homeless Students, Admission of 
IKB Homework 
 Homogenous Grouping, use "Grouping for Instruction" 
IKD Honor Rolls 
IGCC Honors Program 
 Hospitalization Insurance, see "Insurance" 
KNAE Housing Authorities, Relations with 
 Housing for Staff, see "Fringe Benefits" or break out new descriptor as 

appropriate in GB sequence 
 Housing for Students, break out a new descriptor in Section J 
 Human Immunodeficiency Virus/Acquired Immune Deficiency Syndrome 
IGAB Human Relations Education 
 
 

I 
 
 Illness Leave, see "Leaves" 
 Immunizations, use "Inoculations of Students" 
HN Impasse Procedures 
 Imprest Fund use "Types of Funds" 
CBAA Incapacity of Superintendent 
BCCA Incapacity of Treasurer 
 Income, see "Revenues" 
DFG Income from School Shop Sales and Services 
 Increments in Salary, see "Salary Schedules" 
IHG Independent Study 
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 Indian Education Programs, use "Special Instructional Programs and 
Accommodations" or break out new descriptor in IGB sequence 

KMJ Indian Tribal Councils, Relations with 
IHHA Individual Help 
IHH Individualized Instruction 
 Industrial Arts, break out a new descriptor in the IGA series 
 Injuries on School Property, use "First Aid" or "Accident Prevention and 

Safety Procedures" 
 Innovative Programs, use "Pilot Projects" 
JHCB Inoculations of Students 
JFCIAA Inpatient Treatment Policy 
 In-School suspension, use "Student Suspension" or break out a new descriptor 

under that term 
 Inservice Education, see "Development Opportunities" 
 Insignia, break out a new descriptor under "School District Legal Status" to 

establish official school district insignia or seal and any controls on its use 
 Inspection of Buses, use "School Bus Safety Program" 
 Inspections 
FG  Board Inspection and Acceptance of New Facilities 
EBA  Buildings and Grounds Inspections 
I Instruction 
IH Instructional Arrangements 
IA Instructional Goals 
IAA  Instructional Objectives 
 Instructional Materials 
IIBC  Instructional Materials Centers 
EDBA  Maintenance and Control of Instructional Materials 
KLB  Public Complaints about the Curriculum or Instructional Materials 
 Instructional Program 
IGA  Basic Instructional Program 
AFE,IM  Evaluation of Instructional Programs 
IGC  Extended Instructional Programs 
IGB  Special Instructional Programs and Accommodations 
IIBF Instructional Radio 
II Instructional Resources 
IIB Instructional Services 
IIBE Instructional Television 
 Insurance 
BHE  Board Member Insurance 
EEBC  Business and Personnel Transportation Insurance 
FEH  Construction Project Insurance Program 
EI  Insurance Management 
EIB  Liability Insurance 
GCBC  Professional Staff Fringe Benefits 
EIA  Property Insurance 
JHA  Student Insurance Program 
EEAF  Student Transportation Insurance 
GDBC  Support Staff Fringe Benefits 
EI Insurance Management 
ECG Integrated Pest Management 
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 Integration, use as appropriate "Equal Educational Opportunities," "School 
Attendance Areas," and/or "Nondiscrimination" 

 Interdistrict Relations, use "Relations with Other Schools and School 
Districts" 

JECBB Interdistrict Transfer Students "Open Enrollment District to District" 
 Intergroup Education, use "Human Relations Education" 
EDE Internet, see “Computer/On-Line” 
 Interns, use "Administrative Intern Program" and/or "Student Teaching and 

Internships" 
 Interoffice Communications, use "Office Communications Services" 
JFG Interrogations and Searches 
 Interscholastic Activities, use "Co-curricular and Extracurricular Programs" 

and subcategories as appropriate 
IGDJ Interscholastic Athletics 
IGDK Interscholastic Extracurricular Eligibility 
 Interviews, use "News Conferences and Interviews" 
JECBD Intradistrict Transfer Students "Open Enrollment Building to Building" 
IGDI Intramural Programs 
DID Inventories 
 Investigations of Student Misconduct, use "Interrogations and Searches" 
 Investments, use "Revenues from Investments' or "Use of Surplus Funds" 
 
 

J 
 
 Job Actions, use "Staff Job Actions" 
 Job Descriptions, use "Qualifications and Duties of  Superintendent" for the 

description of the position of the chief school administrator; all other job 
descriptions and/or statements of specific qualifications and duties are to 
be filed as subcategories of either  "Professional Staff Positions" or 
"Support Staff Positions"; see discussion on how to file job descriptions in 
The School Administrator's Guide to the OPS/NSBA Policy Development 
System, 1979 edition 

 Junior High School Curriculum, use "Basic Instructional Program" or break 
out new descriptor in IGA sequence 

 Jury Duty, see "Leaves" 
K 

 
IO Kindergarten 
 Kindergarten Orientation 
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L 

KMH Labor Organizations, Relations with 
 Landscaping, use "Buildings and Grounds Maintenance" or break out new 

descriptor under this term; for landscaping relating to new facilities, use 
"Site Plans and Specifications" 

 Language Arts, use "Basic Instructional Program" or break out new descriptor 
in IGA sequence 

 Language Instruction, for statements on foreign or classical language 
instruction, break out a new descriptor in the IGA  sequence 

IGBK Latchkey Programs 
 Layoffs, use "Reduction in Professional Staff Work Force" and/or "Reduction 

in Support Staff Work Force" 
 Learning Resources Centers, use "Instructional Materials Centers" 
 Leased Buses, use "Transportation Services Management" 
 Leasing and Renting School Equipment, use as appropriate "Community Use 

of School Facilities" or "Authorized Use of School-Owned Materials" 
 Leaves 
GBR  Family Medical Leaves 
GCBD  Professional Staff Leaves and Absences 
GDBD  Support Staff Leaves and Absences 
  (See discussion in The School Administrator's Guide to the OPS/OSBA 

Policy Development System, 1979 edition, on how to file policies on 
various types of leaves.) 

 Legal Age, use "Students of Legal Age" 
 Legal Counsel, use "School Attorney" 
 Legal Name of School District, use "School District Legal Status" 
 Legal Status 
HB  Negotiations Legal Status 
BB  School Board Legal Status 
AA  School District Legal Status 
 Legislative Program, use "School Board Legislative Program" 
 Lesson Plans, use as appropriate "Arrangements for Professional Staff 

Substitutes," "Supervision of Professional Staff," or "Teaching Methods" 
 Levels of Instruction, use "Organization of Instruction" 
EIB Liability Insurance 
 Liaisons 
  Board Liaisons, use "Board Committees" or break out a new descriptor 

 under that term 
BJA  Liaisons with School Boards Associations 
 Librarians, see "Job Descriptions" 
 Libraries 
IIBDA  Professional Libraries 
IIBD  School Libraries 
 Library Aides, see "Job Descriptions" 
IIAC Library Materials Selection and Adoption 
 Life Insurance, see "Insurance" 
CCB Line and Staff Relations 
 Line Item Transfer Authority, use "Budget Transfer Authority" 
 Local Education Agency, see "School Board" 
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DJD Local Purchasing 
 Locker Searches, use "Interrogations and Searches" 
 Logo, use "School District Legal Status" to describe or depict official school 

district logo or break out new descriptor under this  term 
 Long-Range Planning, use as appropriate to content "School District Goals 

and Objectives," (or break out a descriptor under that term), "Facilities 
Planning," "Curriculum Development" 

 Loyalty Oaths, if loyalty oaths are required of Board members and the 
superintendent, use "Board Member Qualifications" and  "Qualifications 
and Duties of Superintendent"; for employees other than  superintendent, 
incorporate the requirement into the qualifications statement  in job 
descriptions; see "Job Descriptions" 

 Lunch Program, use "Food Services Management" and appropriate 
subcategories  

 Lunch Workers, see "Job Descriptions" 
 

M 
 
 Magnet Schools, break out new descriptor under "School Attendance Areas" 
EGAB Mail and Delivery Services 
 Maintenance 
ECB  Buildings and Grounds Maintenance 
EDBA  Maintenance and Control of Instructional Materials 
EDB  Maintenance and Control of Materials 
EDBB  Maintenance and Control of Noninstructional Materials 
EEACB  School Bus Maintenance 
EDBA Maintenance and Control of Instructional Materials 
EDB Maintenance and Control of Materials 
EDBB Maintenance and Control of Noninstructional Materials 
 Maintenance Vehicles, use "Business and Personnel Transportation Services" 
 Maintenance Workers, see "Job Descriptions" 
IKEA Make-Up Opportunities 
 Management by Objectives, use "School District Goals and Objectives," 

"Commitment to Accomplishment," "Administration Goals" as 
appropriate, but this is a concept that pervades many areas, including all 
those noted under "Evaluation" 

JEB Mandatory Kindergarten (Check entrance age) 
CD Management Team 
 Manpower Training Programs, use "Adult Occupational Education" or break 

out a new descriptor in IGE sequence 
JFF Married Students 
ED Material Resources Management 
EDD Material Resources Records and Reports 
 Materials 
EDC  Authorized Use of School-Owned Materials 
EDBA  Maintenance and Control of Instructional Materials 
EDB  Maintenance and Control of Noninstructional Materials 
 Maternity Leave, see "Leaves" 
 Mathematics Instruction, use "Basic Instructional Program" or break out a 

new descriptor in IGA sequence 
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 Matrons, see "Job Descriptions" 
 Mayor's Office, use "Relations with Local Governmental Authorities" 
 Mediation, use "Impasse Procedures" 
 Medical Insurance, see "Insurance" 
 Medications, use "Administering Medicines to Students" 
 Meetings 
BDDB  Agenda Format 
BDDC  Agenda Preparation and Dissemination 
BDD  Board Meeting Procedures 
BCA  Board Organizational Meeting 
BDDJ,KBCD  Broadcasting and Taping of Board Meetings 
BDC  Executive Sessions 
BDDG  Minutes of Board Meetings 
BDDI,KBCC  News Media Services at Board Meetings 
BDDA  Notification of Board Meetings 
BDDEA  Parliamentarian 
GCKB  Professional Staff Meetings 
BDDH,KD  Public Participation at Board Meetings 
BDDD  Quorum 
BDA  Regular Board Meetings 
BDDK  Reporting Board Meeting Business 
BDDE  Rules of Order 
BD  School Board Meetings 
BE  School Board Work Sessions and Retreats 
BDB  Special Board Meetings 
BDE  Special Procedures for Conducting Hearings 
GDKB  Support Staff Meetings 
BDDEB  Suspension of Rules of Order 
BDDF  Voting Method at Board Meetings 
 Memberships in Organizations, use "School Board 
 Memberships" or "Professional Organizations," as appropriate 
FFA Memorials 
 Mentally Handicapped Students, use "Programs for Handicapped Students" or 

break out a new descriptor under that term Merit System 
GCBAA Merit System, Professional Staff  
GDBAA Merit System, Support Staff  
 Method of Determining Staff Negotiating Organizations, use "Staff 

Negotiating Organizations" 
 Methods of Instruction, use "Teaching Methods" 
 Metrics Education, break out a new descriptor in IGA sequence 
 Middle School Curriculum, use "Basic Instructional Program" or break out 

new descriptor in IGA sequence 
 Migrant Education, use "Special Instructional Programs and 

Accommodations" or break out new descriptor in IGB sequence 
 Mileage Allowance, see "Expenses" 
 Military Leave, see "Leaves" 
IHJ Minicourses 
 Minimal Competency Testing, use "Testing Programs" or break out new 

descriptor in IL sequence 
BDDG Minutes of Board Meetings 
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IN Miscellaneous Instructional Policies 
GCQ Miscellaneous Professional Staff Policies 
GDQ Miscellaneous Support Staff Policies 
JEE Missing and Absent Students see "Student Attendance Accounting" 
 Modular Schedules, use "Scheduling for Instruction" 
 Moral Education, break out a new descriptor in IGA sequence 
 Motorbikes, use "Student Automobile Use" or break out new descriptor under 

that term 
 Motor Pool, use "School-Owned Vehicles" 
 Multi-cultural Education, use "Human Relations Education" 
 Municipal Government Relations, use "Relations with Local Governmental 

Authorities" 
 Museums, use "Relations with Cultural Institutions" 
 Musical Events, use "Student Performances" 
 Musical Instruments, use "Maintenance and Control of Instructional 

Materials" or break out a new descriptor under this term 
 Music Education, break out a new descriptor in the IGA sequence 
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N 

FFB Names on Building Plaques 
FF Naming New Facilities 
 Needs Assessment, use "Facilities Planning" or "Curriculum Research" 
 Negotiable Items, use "Scope of Negotiations" 
 Negotiated Agreement 
HM  Procedures Following Ratification 
HL  Preliminary Negotiated Agreement Disposition 
HP Negotiated Amendments and Renegotiations Procedures 
 
 Negotiating Organizations 
HH  Privileges of Staff Negotiating Organizations 
HG  Employee Organizations 
H Negotiations 
HA Negotiations 
 Negotiations Costs, use "Payment of Negotiations Costs" 
HJA Negotiations Deadlines for the Board 
HB Negotiations Legal Status 
HJ Negotiations Procedures 
HAA Negotiations Priority Objectives 
 Negotiations Progress Reports, use "Release of Negotiations Information" 
 Negotiators for the Board use "Board Negotiating Agents" 
KMC Neighborhood Associations, Relations with 
 Neighborhood Schools, use "School Attendance Areas" 
 Nepotism, see "Conflict of Interest" 
BHA New Board Member Orientation 
KBCB News Conferences and Interviews 
KBC News Media Relations 
BDDI,KBCC News Media Services at Board Meetings 
KBCA News Releases 
 New Students, use "School Admissions" and appropriate subcategories 
 Noncertificated Personnel, use "Support Staff"; also see discussion of how to 

file personnel policies in The School Administrator's Guide to the 
OPS/OSBA Policy Development System, 1979 edition 

 Noncredit Courses, use as appropriate "Student Schedules and Course Loads," 
"Extended Instructional Programs," or "Adult Education Programs" 

AC Nondiscrimination; also see "Equal Educational Opportunities"; "Equal 
Opportunity Employment" 

ACB Nondiscrimination on the Basis of Handicap, use "Nondiscrimination" or 
break out a new descriptor under that term 

ACA Nondiscrimination on the Basis of Sex, use "Nondiscrimination" or break out 
a new descriptor under that term 

IHL Nongraded Classrooms 
 Nonprofessional Personnel, use "Support Staff"; also see discussion of how to 

file personnel policies in The School Administrator's Guide to the 
OPS/OSBA Policy Development System, 1979 edition 

 Nonresident Students, use "Admission of Nonresident Students" 
GCQA Nonschool Employment by Professional Staff Members 
GDQA Nonschool Employment by Support Staff Members 
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 Notes and Bonds Payments, use "Payment Procedures" 
JHH Notification About Sex Offenders 
BDDA Notification of Board Meetings 
 Number of Board Members, use "School Board Legal Status" 
 Nursery Schools, use "Extended Instructional Programs" or break out new 

descriptor in IGC sequence 
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O 

 Oath of Office, use "Board Member Oath of Office" 
 Objectives 
DBE  Determination of Budget Priorities 
CAA  District Administration Priority Objectives 
LAA  Education Agency Relations Priority Objectives 
FAA  Facilities Development Priority Objectives 
DAA  Fiscal Management Priority Objectives 
IAA  Instructional Priority Objectives 
HAA  Negotiations Priority Objectives 
GAA  Personnel Policies Priority Objectives 
BAA  Priority Objectives of Board Operations 
KAA  School-Community Relations Priority Objectives 
AE  School District Goals and Objectives 
JAA  Student Policies Priority Objectives 
EAA  Support Services Priority Objectives 
   (Also see "Goals) 
 Observances of Special Events, use "School Ceremonies and Observances" 
 Observers, use "Professional Visitors and Observers" 
IGAD Occupational Education 
 Occupational Health and Safety Requirements, use "Safety Program" and 

"Staff Health and Safety" as appropriate 
 Occupying New Facilities, use as appropriate "Board Inspection and 

Acceptance of New Facilities" or "Staff Orientation to New Facilities" 
EGA Office Communications Services 
 Office Manager, see "Job Descriptions" 
 Officer of the Board, use "Board Officers" 
EG Office Services Management 
EGC Office Services Records and Reports 
 Official Seal, use "School District Legal Status" or describe or depict official 

seal of the school district or break out new descriptor under that term 
Ombudsman, see "Job Descriptions" and Complaints" 

 On-the-Job-Training, use "Work Experience Opportunities" 
JEFA Open Campus 
IHK Open Classrooms 
JECBD Open Enrollment 
 Opinion Polling, use "Public Information Program" or break out new 

descriptor in KB sequence 
 Order of Business, use "Agenda Format" 
 Organizational Meeting, use "Board Organizational Meeting" 
CCA Organizational Charts 
 Organization of Grade Level, use "Organization of Instruction" 
IE Organization of Facilities for Instruction 
BC Organization of the Board 
 Organizations, see "Association" and "Relations with Community 

Organizations" 
 Orientation 
  Board Candidate Orientation, break out a new descriptor under "New 

 Board Member Orientation" or use that term 
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BHA  New Board Member Orientation 
GCF  Professional Staff Orientation 
FH  Staff Orientation to New Facilities 
GDF  Support Staff Orientation 
 Outdoor Education, use "Extended Instructional Programs" and/or appropriate 

subcategories or break out new descriptor in IGC sequence 
 Overtime Pay, see "Supplementary Pay" 
 

P 
 
 Paid Holidays, use "Professional Staff Vacations and Holidays" and "Support 

Staff Vacations and Holidays" 
 Paraprofessional Personnel, use "Support Staff"; also see discussion in The 

School Administrator's Guide to the OPS/OSBA Policy Development 
System, 1979 edition 

 Parental Leave, see "Leaves" 
IGBL Parental Involvement in Education 
IKAD Parent Conferences 
KMA Parents Organizations, Relations with 
 Parking Lots, use "Traffic and Parking Controls" 
KNAH Park Authorities, Relations with 
BDDEA Parliamentarian 
 Parochial Schools, use "Relations with Other Schools and School Districts" or 

break out a new descriptor in LB sequence 
 Participation of Public at Board Meetings, use "Public 
 Participation at Board Meetings" 
 Part-Time Administration, use "Temporary Administrative Arrangements" 
GCE Part-Time and Substitute Professional Staff Employment 
GDE Part-Time Temporary and Substitute Support Staff Employment 
 Part-Time Students, break out a new descriptor in JEC sequence 
 Paternity Leave, see "Leaves" 
INDA Patriotic Exercises 
DLA Payday Schedules 
HI Payment of Negotiations Costs 
DK Payment Procedures 
DL Payroll Procedures 
 Pensions, see "Retirement" and "Fringe Benefits" 
AB People and Their School District, the Per Diem, see "Expenses" 
 Performance of Staff, see "Evaluation" 
 Performance of Students, use "Academic Achievement" and appropriate 

subcategories 
IHIA Performance Contracting 
 Performances, use "Student Performances" or "Community Use of School 

Facilities" as appropriate 
JEGA Permanent Exclusion 
JFCL Persistently Dangerous Schools (Unsafe Schools) 
G Personnel 
 Personnel Director, see "Job Descriptions" 
GA Personnel Policies Goals 
GAA Personnel Policies Priority Objectives 
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GBL Personnel Records 
 Pest Control see “Integrated Pest Management” 
DJB Petty Cash Accounts 
AD Philosophy of Education, use "Educational Philosophy" 
 Photocopying, use "Printing and Duplicating Services" 
 Photographs of Students, break out new descriptor in Section J 
IGAF Physical Education 
 Physical Examinations of Staff Members, use "Staff Health and Safety" 
JHCA Physical Examinations of Students 
 Physically Handicapped Students, see "Handicapped Students" 
 Physician, use "Student Health Services and Requirements";  also see "Job 

Descriptions" 
IFC Pilot Project Evaluation 
IFB Pilot Projects 
KNAN Planning Authorities, Relations with 
 Planning Programming Budgeting System, use "Budgeting System" 
 Plans 
FECB  Construction Plans and Specifications 
EBCA  Disaster Plans 
EBC  Emergency Plans 
FECC  Equipment Plans and Specifications 
FEC  Facilities Development Plans and Specifications 
FECA  Site Plans and Specifications 
 Playgrounds, as appropriate to content, use "Building and Grounds  

Maintenance," "Facilities Development Plans and Specifications,"  
"Student Supervision," "Community use of School Facilities" or 
subcategories; use a new descriptor if necessary 

KNAJ Police Authorities, Relations with 
 Policies 
BFE,CHD  Administration in Policy Absence 
BF  Board Policy Development 
BFC  Policy Adoption 
AD  Policy on the Development of Philosophy of Education 
BFA  Policy Development System 
BFD  Policy Dissemination 
CH  Policy Implementation 
BFGA  Policy Manual Accuracy Check 
BFG  Policy Review and Evaluation 
BFB  Preliminary Development of Policies 
KLA  Public Complaints about Policies 
BFF  Suspension of Policies 
BFC Policy Adoption 
BFA Policy Development System 
BFD Policy Dissemination 
CH Policy Implementation 
BFGA Policy Manual Accuracy Check 
BFG Policy Review and Evaluation 
 Political 
KMI  Political Organizations, Relations with Staff Participation in Political 

Activities 
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 Political Activities of Students, use as appropriate "Student Volunteers for 
School and Public Service," "Student  Organizations," or "Relations with 
Political Organizations" 

 Political Materials, use "Special Interest Materials" or "Relations with 
Political Organizations" 

KMI Political Organizations, Relations with  
 Portable Classrooms, use "Temporary School Facilities" 
 Positions 
GCA  Professional Staff Positions 
GDA  Support Staff Positions 
 Postgraduates, as appropriate to content, use subcategories or break out a new 

descriptor in "Student Admissions" or "Extended  Instructional Programs" 
or "Adult Education" sequences 

GCCA Posting of Professional Staff Vacancies 
GDCA Posting of Support Staff Vacancies 
IGCH,LEC Post Secondary Enrollment Options 
 Poverty Agencies, use "Relations with Anti-Poverty Authorities" 
 Powers 
HD  School Board Negotiating Powers and Duties 
BBA  School Board Powers and Duties 
 PPBS, use "Budgeting System" 
 Practice Teaching, use "Student Teaching and Internships" 
 Prayer, use "School Ceremonies and Observances" 
JFE Pregnant Students 
IGBD Programs for Pregnant Students 
BFB Preliminary Development of Policies 
HL Preliminary Negotiated Agreement Disposition 
 Preparation of Agenda, use "Agenda Preparation and Dissemination" 
 Preparation Periods for Teachers use "Professional Staff Time Schedules" 
 Preprimary Education, use "Extended Instructional Programs" or break out 

new descriptor in IGC sequence 
IGCG Preschool Programs 
 President of the Board, use "Board Officers" 
 Press Services, use "News Media Relations" or appropriate subcategories, 

particularly "News Media Services at Board Meetings" 
 Pressure Group Materials, use "Special Interest Materials" 
JFCIA Prevention of Chemical Abuse 
 Principals, see "Job Descriptions" 
EGAA Printing and Duplicating Services 
 Priority Objectives, see "Objectives" 
BAA Priority Objectives of Board Operations 
 Private Schools, Relations with, use "Relations with Other Schools and School 

Districts" or break out a new descriptor in LB sequence 
KMF Private Social Service Organizations, Relations with 
HH Privileges of Staff Negotiating Organizations 
 Probation 
JGC  Probation of Students 
GCG  Professional Staff Probation and Tenure 
GDG  Support Staff Probation and Tenure 
 Procedures, see "Regulations" 
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HM Procedures Following Ratification 
 Professional Growth, see "Development Opportunities" 
IIBDA Professional Libraries 
GCQD Professional Organizations 
 Professional Practices, see "Ethics" 
GCQB Professional Research and Publishing 
GC Professional Staff 
GCI Professional Staff Assignments and Transfers 
GCBDA* Professional Staff Assault Leave 
GCQAA Professional Staff Consulting Activities 
GCB Professional Staff Contracts and Compensation Plans 
GCL Professional Staff Development Opportunities 
GCKA Professional Staff Extra Duty 
GCBC Professional Staff Fringe Benefits 
GCD Professional Staff Hiring 
GCBD Professional Staff Leaves and Absences 
GCKB Professional Staff Meetings 
GCBAA Professional Staff Merit System 
GCF Professional Staff Orientation 
GCA Professional Staff Positions 
GCG Professional Staff Probation and Tenure 
GCO Professional Staff Promotions 
GCC Professional Staff Recruiting 
GCBA Professional Staff Salary Schedules 
GCH Professional Staff Seniority 
GCBB Professional Staff Supplementary Pay Plans 
GCP Professional Staff Termination of Employment 
GCJ Professional Staff Time Schedules 
GCBE Professional Staff Vacations and Holidays 
GCLA Professional Staff Visitations and Conferences 
GCK Professional Staff Work Load 
LJ Professional Visitors and Observers 
 Program Auditors, use "Use of Independent Evaluators" 
 Program Budgeting, use "Budgeting System" 
CK Program Consultants 
 Programmed Learning, use "Teaching Methods" or break out new descriptor 

in IH sequence 
 Program Goals and Objectives, use "Instructional Goals" for an overall statement; 

goals pertaining to particular programs will be filed under the program, for 
example, "Physical Education Goals" under "Physical Education" 

IGBC Programs for Disadvantaged Students 
IGBB Programs for Gifted and Talented Students 
IGBA Programs for Handicapped Students 
IGBD Programs for Pregnant Students 
 Projections, use "Enrollment Projections" 
IKE Promotion and Retention of Students 
 Promotions 
GCO  Professional Staff Promotions 
IKE  Promotion and Retention of Students 
GDO  Support Staff Promotions 
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 Propaganda, use "Special Interest Materials" 
EIA Property Insurance 
 Protection of Staff, use "Staff Protection" 
 Psychological Services, use "Student Psychological Services" 
JHDA Psychological Testing of Students 
 Public 
AG  Accomplishment Reporting to the Public 
ABA,KC  Community Involvement in Decision-making 
KL  Public Complaints 
KLC  Public Complaints about Facilities or Services 
KLA  Public Complaints about Policies 
KLD  Public Complaints about School Personnel 
KLB  Public Complaints about the Curriculum or Instructional Materials 
KGB  Public Conduct on School Property 
FI  Public Dedication of New Facilities 
KH  Public Gifts to the Schools 
KB  Public Information Program 
BDDH,KD  Public Participation at Board Meetings 
KGA  Public Sales on School Property 
KI  Public Solicitations in the Schools 
KBA  Public's Right to Know 
KGC  Smoking on School Premises at Public Functions 
AB  The People and Their School District 
KBF  Use of Students in Public Information Program 
 Public Address Announcements use "Class Interruptions" 
 Publications 
CHCA  Approval of Handbooks and Directives 
GCQB  Professional Research and Publishing 
DFF  Royalties 
KBB  School-Sponsored Information Media 
IGDB  Student Publications 
JFCD  Underground Student Publications 
KL Public Complaints 
KLC Public Complaints about Facilities or Services 
KLA Public Complaints about Policies 
KLD Public Complaints about School Personnel 
KLB Public Complaints about the Curriculum or Instructional Materials 
KGB Public Conduct on School Property 
FI Public Dedication of New Facilities 
KH Public Gifts to the Schools 
 Public Hearings, see "Hearings" 
 Public Information Officer, see "Job Descriptions" 
KB Public Information Program 
 Publicity through Schools, if content relates to school-related affairs, use "Use 

of Students in Public Information Program"; if the publicity relates to 
other agencies and outside organizations, break out a new descriptor to 
cover such promotion under "Advertising in the Schools" 

 Public Library Relations, use "Relations with Cultural Institutions" 
 Public Opinion Polls, use "Public Information Program" or break out new 

descriptor in KB sequence 
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BDDH,KD Public Participation at Board Meetings 
KGA Public Sales on School Property 
KI Public Solicitations in the Schools 
KBA Public's Right to Know 
 Public Use of School Facilities, use "Community Use of School Facilities" 
 Publishing by School System, as appropriate use "Royalties" or break out a 

new descriptor under "Printing and Duplicating Services"; also see 
"Publications" 

 Publishing by Staff Members, use "Professional Research and Publishing" 
 Pupil, see "Student" 
 Pupil-Teacher Ratios, use "Class Size" 
 Purchase Orders and Contracts, use "Purchasing Procedures" 
 
 Purchasing 
DJ  Purchasing 
DJE  Cooperative Purchasing 
EFA  Food Purchasing 
DJD  Local Purchasing 
DJA  Purchasing Authority 
DJF  Purchasing Procedures 
   (Also see "Bidding") 
DJA Purchasing Authority 
 Purchasing Guides and Vendor Lists, use "Purchasing 
 Procedures" or "Vendor Relations" 
DJF Purchasing Procedures 

 
Q 

 
 Qualifications 
BBBA  Board Member Qualifications 
CBA  Qualifications and Duties of Superintendent (Also see "Job Descriptions") 
BCC  Qualifications and Duties of the Treasurer 
 Quality Control, use "Purchasing Procedures" 
 Quantity Purchasing, use "Purchasing Procedures" or "Cooperative 

Purchasing" 
 Questioning of Students by Police, use "Interrogations and Searches" 
BDDD Quorum 
 Quotations, use "Purchasing Procedures" 
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R 

 
 Racial Balance, use "School Attendance Areas" 
 Rank in Class, use "Class Rankings" 
 Ratification of Negotiated Agreement, use "Preliminary Negotiated 

Agreement Disposition" 
 Ratification of Policies, use "Policy Adoption" 
 Ratios of Students to Teachers, use "Class Size" 
 Reading Instruction, use "Basic Instructional Program" or break out new 

descriptor in IGA sequence 
 Recall of Board Members, use "Board Member Removal From Office" 
EDA Receiving and Warehousing 
AGA Recognition for Accomplishment 
 Record Keeping, use "Data Management" and/or term(s) under "Records" 
EHA Records Retention, may include Data and Records Retention 
 Records 
  Board Records, if appropriate use "Public's Right to Know" or one of the 

 terms below; otherwise break out a new descriptor in Section B 
ECE  Buildings and Grounds Records and Reports 
FEI  Construction Project Records and Reports 
EFE  Food Services Records and Reports 
EDD  Material Resources Records and Reports 
EGC  Office Services Records and Reports 
GBL  Personnel Records 
EEAG  Student Transportation Records and Reports 
JO  Student Records 
KNAI Recreation Authorities, Relations with 
 Recruiting 
GCC  Professional Staff Recruiting 
CBB  Recruitment and Appointment of Superintendent 
GDC  Support Staff Recruiting 
GCPA Reduction in Professional Staff Work Force 
GDPA Reduction in Support Staff Work Force 
 Re-employment of Laid-Off Employees, use "Reduction in Professional Staff 

Work Force" and "Reduction in Support Staff Work Force" 
 Referenda, use "Budget Referenda" or "Taxing and Borrowing Authority 

Limitations", as appropriate 
 Registers, use "Student Attendance Accounting" 
BDA Regular Board Meetings 
 Regulations 
CHC  Regulations Dissemination 
BFCA,CHB  Board Review of Regulations 
CHA  Development of Regulations 
  (Also see "Policy Implementation") 
 Reimbursements of Expenses, use "Expense Reimbursements" 
KMB Relations with Booster Organizations 
LE Relations with Colleges and Universities 
KM Relations with Community Organizations 
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  See subcategories KMA through KMI of classification system for  
relations with specific community organizations 

KNB Relations with County Governmental Authorities 
LI Relations with Educational Accreditation Agencies 
LC Relations with Education Research Agencies 
KND Relations with Federal Governmental Authorities 
KN Relations with Governmental Authorities 
KNA Relations with Local Governmental Authorities 
  (See subcategories KNAA through KNAO of classification system for  

relations with specific governmental authorities) 
LB Relations with Other Schools and Educational Institutions 
KMA Relations with Parent Organizations 
 Relations with Private Schools, use "Relations with Other Schools and School 

Relations with Private Schools"; use "Relations with  Other Schools and 
School Districts" or break out a new descriptor in LB sequence 

KNC Relations with State Governmental Authorities (except state education agency) 
JEFB Released Time for Religious Instruction 
JEF Released Time for Students 
 Released Time for Teachers use "Professional Staff Time Schedules" 
 Release of Information Concerning Students, use "Student Records" 
HK Release of Negotiations Information 
 Release of Students from School, use as appropriate "Student Withdrawal 

from School," "Released Time for Students," or "Student Dismissal 
Precautions" 

 Releases from Contracts, see "Contracts" and "Resignation" 
 Religion, use "Teaching about Religion," "School Ceremonies and 

Observances," "Relations with Churches," or "Released Time for  
Religious Instruction" as appropriate 

 Religious Absences, see "Absences" 
IGBE Remedial Instruction 
 Removal from Office, use "Board Member Removal from Office" 
 Renovations, use "Facilities Renovations" 
DFD Rentals and Services Charges; but for charges related to public use of school 

facilities, use "Community Use of School Facilities" 
 Repairs, see "Maintenance" 
 Report Cards, use "Student Progress Reports to Parents" 
BDDK Reporting Board Meeting Business 
JHG Reporting Child Abuse 
EBAA Reporting of Hazards 
 Reporting Periods, use "Student Progress Reports to Parents" 
 Reports 
EBBB  Accident Reports 
AG  Reporting Accomplishments to the Public 
CL  Administrative Reports 
ECE  Buildings and Grounds Records and Reports 
FEI  Construction Project Records and Reports 
DIC  Financial Reports and Statements 
EFE  Food Services Records and Reports 
EDD  Material Resources Records and Reports 
EGC  Office Services Records and Reports 
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EBAA  Reporting of Hazards 
CM  School District Annual Reports 
IKAB  Student Progress Reports to Parents 
EEAG  Student Transportation Records and Reports 
 Reproduction of Copyrighted materials, break out a new descriptor under 

"Printing and Duplicating Services" 
 Requisitions, use "Purchasing Procedures" 
 Research 
IFA  Curriculum Research 
LC  Education Research Agencies, Relations with 
GCQB  Professional Research and Publishing 
 Research and Development, if appropriate use "Facilities Development" 

and/or "Curriculum Development"; if content relates to all  areas of 
operations, break out a new descriptor under "School District Goals and 
Objectives" or in Section C (General School Administration) 

 Reserve Funds, use "Types of Funds" 
 Residency Requirements, use as appropriate "School Admissions," 

"Recruitment and Appointment of Superintendent,"  "Professional Staff 
Hiring," and/or "Support Staff Hiring" 

 Resignation of Board Members, use "Board Member Resignation" 
GCPB Resignation of Professional Staff Members 
 Resignation of Superintendent, use "Superintendent's Termination of 

Employment" 
GDPB Resignation of Support Staff Members 
IIBB Resource Teachers 
 Responsibilities of Staff Members, see "Rights and 
 Responsibilities of Staff Members" 
 Retarded Students, see "Handicapped Students" 
 Retention of Records, see "Records" 
 Retention of Students, use "Promotion and Retention of Students" 
 Retirement 
FL  Retirement of Facilities 
GCPC  Retirement of Professional Staff Members 
GDPC  Retirement of Support Staff Members 
CBHA  Superintendent's Retirement 
FL Retirement of Facilities 
GCPC Retirement of Professional Staff Members 
GDPC Retirement of Support Staff Members 
 Retreats, use "School Board Work Sessions and Retreats" 
 Revenues 
DFEA  Free Admissions 
DFE  Gate Receipts and Admissions 
DFC  Grants from Private Sources 
DFG  Income from School Shop Sales and Services 
DFD  Rentals and Services charges 
DEC  Revenues from Federal Tax Sources 
DFA  Revenues from Investments 
DEA  Revenues from Local Tax Sources 
DF  Revenues from Nontax Sources 
DFB  Revenues from School-Owned Real Estate 
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DEB  Revenues from State Tax Sources 
DE  Revenues from Tax Sources 
DFF  Royalties 
 Revenue Sharing, use "Relations With Local Governmental Authorities" 
 Review of Policies, see "Policies" 
 Revolving Funds, use "Types of Funds" 
 Rights 
JFA  Student Due Process Rights 
JF  Student Rights and Responsibilities 
 Rights and Responsibilities of Parents, break out a new descriptor in Section 

K (School-Community Relations) if a general statement supplements 
statements of rights and responsibilities which will appear in various 
categories in the I (Instruction) and J (Student) sections 

 Rights and Responsibilities of Staff, break out new descriptor in GBC 
sequence if general statement of rights and responsibilities is desired to 
supplement statements of rights which pertain to numerous policies and 
statements of responsibilities which appear in job descriptions 

 ROTC, use "Student Organizations" or break out new descriptor in IGD 
sequence 

DFF Royalties 
BDDE Rules of Order 
 
 

S 
 
 Sabbatical Leaves, see "Leaves" 
 Safety 
EB  Safety Program 
EEAC  School Bus Safety Program 
GBE  Staff Health and Safety 
JHF  Student Safety 
JHFB  Student Safety Patrols 
EB Safety Program 
EBBA  First Aid 
DLB Salary Deductions 
 Salary Schedules 
GCBA  Professional Staff Salary Schedules 
GDBA  Support Staff Salary Schedules 
 Sales 
DFG  Income From School Shop Sales and Services 
KGA  Public Sales on School Property 
DN  School Properties Disposal Procedure 
DJGA Sales Calls and Demonstrations 
 Sanctions, use "Impasse Procedures" 
 Sanitation, use "Food Sanitation Program" or "Buildings and Grounds 

Maintenance," as appropriate 
 Schedules 
DBC  Budget Deadlines and Schedules 
DLA  Payday Schedules 
GCJ  Professional Staff Time Schedules 
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IHC  Scheduling for Instruction 
EEAB  School Bus Scheduling and Routing 
IHD  Student Schedules and Course Loads 
GDJ  Support Staff Time Schedules 
IHC Scheduling for Instruction 
 Scholarships, use "Student Awards and Scholarships" 
JEC School Admissions 
JC School Attendance Areas 
BCG School Attorney 
 School Board:  The user of the OPS/OSBA/OSBA policy classification 

system will, of course, employ the appropriate term as supplied by statutes 
or local usage in reference to the governing board.  The term "School 
Board" is used in this system and in this index in the generic sense as a 
synonym for "Board of Education," "Board of Directors," "Board of 
Trustees," and as used in some New England States—"School 
Committee."  See also "Board." 

BHBA School Board Conferences, Conventions, and Workshops 
BBB School Board Elections 
B School Board Governance and Operations 
BB School Board Legal Status 
BI School Board Legislative Program 
BD School Board Meetings 
BBF School Board Member Ethics 
BJ School Board Memberships 
HD School Board Negotiating Powers and Duties 
BBA School Board Powers and Duties 
 School Boards Associations, use "School Board Memberships" or "Liaison 

with School Boards Associations" 
BE School Board Work Sessions and Retreats 
CF School Building Administration 
 School Bus Conduct, use "Student Conduct on School Buses" 
EEACB School Bus Maintenance 
 School Bus Program, use "Student Transportation Services" 
EEAC School Bus Safety Program 
EEAB School Bus Scheduling and Routing 
 School Bus Uses, use "Special Use of School Buses" 
ICA School Calendar 
 School Committee, see "School Board" 
IGCE School Camps 
JD School Census 
IND School Ceremonies and Observances 
K School-Community Relations 
KA School-Community Relations Goals 
KAA School-Community Relations Priority Objectives 
ID School Day 
 School Directories, see "Directories" 
CM School District Annual Report 
AE School District Goals and Objectives 
AA School District Legal Status 
INF School Fairs 
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IIBD School Libraries 
 School Lunch Service, use "Food Services Management" 
 School Nurses, see "Job Descriptions" 
 School-Owned Lands, use "Revenues from School-Owned Real Estate" 
EEBA School-Owned Vehicles 
 School Physician, use "Student Health Services and Requirements," if 

appropriate; also see "Job Descriptions" 
DN School Properties Disposal Procedure 
 School Seal, see "Insignia" 
 School Shop Sales and Services, use "Income from School Shop Sales and 

Services"; break out descriptors under that term as needed for particular 
shops 

KBB School-Sponsored Information Media 
 School Stores, break out a new descriptor in the ED sequence if store is 

operated by school; break out a new descriptor in IGD sequence if store is 
operated by a student organization; if the store is operated as part of a 
vocational program, use "Income from School Shop Sales and Services" 

CB School Superintendent, see also "Superintendent" 
 School Telephone Service, use "Telephone Services" 
 School Trustees, see "School Board" 
IICC School Volunteers 
IC School Year 
 Science Education, use "Basic Instructional Program" or break out a new 

descriptor in the IGA sequence 
HC Scope of Negotiations 
 Seal, see "Insignia" 
 Secondary School Curriculum, see "Basic Instructional Program" or break out 

new descriptor in IGA sequence 
JFCE Secret Societies, see also “Gangs” JFCEA 
 Secretary to the Board, use "Board Officers" or "Appointed Board Officials" 
 Security, use "Buildings and Grounds Security" 
IIAA Selection and Adoption of Textbooks 
IIAC Selection and Adoption of Library Materials 
FEB Selection of Architect 
 Self-Contained Classes, use "Instructional Arrangements" 
 Semester, use "School Year" 
 Semester Credit Hour, use "Graduation Requirements" 
 Senior Citizens, break out a new descriptor in the KG sequence for an overall 

statement on privileges extended senior citizens for special statements on 
property tax deductions, use "Revenues from Local Tax Sources," on free 
admissions to school events use "Free Admissions," on use of school 
buses use "Special Use of School Buses," for food services for the elderly 
use "Food Services Management," for free admission to adult education 
courses use "Adult Education"; as necessary break out new descriptors 
under the above terms 

 Seniority 
GCH  Professional Staff Seniority 
GDH  Support Staff Seniority 
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 Service Charges, use "Rentals and Services Charges"; but for fee schedule 
related to public use of school facilities, use "Community Use of School 
Facilities" 

GCPCA Severance Pay 
IGAI Sex Education 
JHH Sex Offenders, Notification About 
ACAA Sexual Harassment 
LBA Shared Services 
 Sick Leave, see "Leaves" 
 Signatures on Checks, use "Authorized Signatures" 
 Sinking Fund, use "Types of Funds" 
FEE Site Acquisition Procedure 
FECA Site Plans and Specifications 
 Slowdowns, use "Staff Job Actions" 
 Smoking 
JFCG  Smoking by Students/Use or Possession of Tobacco Products 
KGC  Smoking on School Premises at Public Functions 
GBK  Smoking on School Premises by Staff Members 
 Snow Days, use "Emergency Closings" 
 Social Events, use "Student Social Events" 
 Social Services, use as appropriate "Student Social Services," "Relations  with 

Private Social Service Organizations," or "Relations with Welfare  
Authorities" 

 Social Studies, use "Basic Instructional Program" or break out a new  
descriptor in the IGA sequence 

 Solicitations 
KI  Public Solicitations in the Schools 
GBI  Staff Gifts and Solicitations 
JL  Student Gifts and Solicitations 
 Sororities, use "Secret Societies" 
 Sound Control, break out a new descriptor under "Construction Plans and 

Specifications" or "Accident Prevention and  Safety Procedures" as 
appropriate  

KBD Speaker Services 
BDB Special Board Meetings 
 Special Education, use "Special Instructional Programs and 

Accommodations" and Subcategories; also see "Handicapped Students" 
BCJ Special Information 
IGB Special Instructional Programs and Accommodations 
IIAD,KFA Special Interest Materials 
BDE Special Procedures for Conducting Hearings 
CG Special Programs Administration 
EEAD Special Use of School Buses 
 Specifications 
FECB  Construction Plans and Specifications 
FEA  Educational Specifications 
FECC  Equipment Plans and Specifications 
FEC  Facilities Development Plans and Specifications 
FECA  Site Plans and Specifications 
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 Spokesperson for the Board, use "News Releases" and "News Conferences 
and Interviews" 

 Sports, use "Interscholastic Athletics" and/or "Intramural Programs" 
KBCE Sports and Special Events News Coverage 
 Staff Assistants to the Board, use "Board Staff Assistants" 
 Staff Attendance Accounting, see "Time Schedules" 
 Staff Communications with the Board, use "Board-Staff Communications" 
GBM Staff Complaints and Grievances 
GBCB Staff Conduct 
GBCA Staff Conflict of Interest 
GBC Staff Ethics 
GBJ Staff Funds Management 
GBI Staff Gifts and Solicitations 
GBE Staff Health and Safety 
 Staff Insurance Program, see "Fringe Benefits" 
ABB,GBB Staff Involvement in Decision-making 
FH Staff Orientation to New Facilities 
GBF,KE Staff Participation in Community Activities 
GBG Staff Participation in Political Activities 
GBEA Staff Protection 
 Staff Residency Requirements, use as appropriate "Recruitment and 

Appointment of Superintendent," "Professional Staff Hiring," and/or 
"Support Staff Hiring" 

 Staff Rights and Responsibilities, break out new descriptor in GBC sequence 
if general statement of rights and responsibilities is desired to supplement 
statements of rights which pertain to numerous policies and statements of 
responsibilities which appear in job descriptions 

GBH,JM Staff-Student Relations 
 Staff Transportation, use "Business and Personnel Transportation Services" 
 Staggered Sessions, use "School Day" or "Scheduling for Instruction" 
 State 
KNC  Relations with State Governmental Authorities 
DEB  Revenues from State Tax Sources 
  State and Federal Aid Eligibility Determination, use "Funding Proposals 

 and Applications" 
CGC  State and Federal Programs Administration 
LG  State Education Agency Relations 
 State Aid, use "Revenues from State Tax Sources" 
CGC State and Federal Programs Administration 
LG State Education Agency Relations 
 Stores, see "School Stores" 
 Store Days, use "Emergency Closings" 
 Strikes, use "Staff Job Actions" or "Student Demonstrations and Strikes" 
JED Student Absences and Excuses 
 Student Achievement, use "Academic Achievement" 
 Student Activities, use "Co-curricular and Extracurricular Programs" and 

appropriate subcategories 
IGDE Student Activities Fees 
IGDG Student Activities Funds Management 
 Student Admissions, use "School Admissions" and appropriate subcategories 
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 Student Adviser to the School Board, use "Student Involvement in Decision-
making" 

JHB Student Aid Programs 
JE Student Attendance 
JEE Student Attendance Accounting 
JHFD Student Automobile Use 
JI Student Awards and Scholarships 
JHFC Student Bicycle Use 
 Student Clubs, use "Student Organizations" 
JFH Student Complaints and Grievances 
JFC Student Conduct (Zero Tolerance) 
EEACC,JFCC Student Conduct on School Buses 
IKAC Student Conferences 
JFI Student Demonstrations and Strikes 
JG Student Discipline 
JEDB Student Dismissal Precautions 
JFCA Student Dress Code 
JFCI Student Drug Abuse 
JFA Student Due Process Rights 
 Student exchange Program, use "Admission of Exchange Students" 
JGE Student Expulsion 
JN Student Fees, Fines, and Charges 
IGDF Student Fund-Raising Activities 
JL Student Gifts and Solicitations 
JFBA Student Government 
JHC Student Health Services and Requirements 
JHA Student Insurance Program 
ABC,JFB Student Involvement in Decision-making 
IGDA Student Organizations 
IGDD Student Performances 
 Student Photographs, break out new descriptor in Section J 
JA Student Policies Goals 
JAA Student Policies Priority Objectives 
IKAB Student Progress Reports to Parents 
JHD Student Psychological Services 
IGDB Student Publications 
JO Student Records 
JF Student Rights and Responsibilities 
J Students 
JHF Student Safety 
JHFE Student Safety and Assault Prevention 
JHFB Student Safety Patrols 
IHD Student Schedules and Course Loads 
 Student School Board, use "Advisory Committees to the Board" or "Student 

Involvement in Decision-making" 
IGDC Student Social Events 
JHE Student Social Services 
JFD Students of Legal Age 
 Student-Staff Relations, use "Staff-Student Relations" 
JGD Student Suspension 
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 Student-Teacher Ratio, use "Class Size" 
LEA Student Teaching and Internships 
 Student Transfers, use "Assignment of Students to Schools" or other 

appropriate subcategories in the JEC sequence 
EEAE Student Transportation in Private Vehicles 
EEAF Student Transportation Insurance 
EEAG Student Transportation Records and Reports 
EEA Student Transportation Services 
JFCK Student Use of Electronic Equipment 
JJ Student Volunteers for School and Public Service 
JH Student Welfare 
JECE Student Withdrawal from School (Loss of Driving Privileges) 
 Substitutes 
GCEA  Arrangements for Professional Staff Substitutes 
GDEA  Arrangements for Support Staff Substitutes 
GCE  Part-Time and Substitute Professional Staff Employment 
GDE  Part-Time and Substitute Support Staff Employment 
CI  Temporary Administrative Arrangements 
 Substitute Teachers, use descriptors immediately above as appropriate; also 

see "Job Descriptions" 
EBDA Suicide Intervention, see also “Crisis Management” 
CGA Summer Program Administration 
IGCA Summer Schools 
 Superintendent 
BCD  Board-Superintendent Relationship 
AFB,CBG  Evaluation of the Superintendent 
CBA  Qualifications and Duties of Superintendent 
CBB  Recruitment and Appointment of Superintendent 
CB  School Superintendent 
CBD  Superintendent's Compensation and Benefits 
CBC  Superintendent's Contract 
CBF  Superintendent's Consulting Activities 
CBC  Superintendent's Contract 
CBE  Superintendent's Development Opportunities 
CBHA  Superintendent's Retirement 
HF  Superintendent's Role in Negotiations 
CBH  Superintendent's Termination of Employment 
 Superintendent's Annual Report, use "School District Annual Report" 
FEB  Selection of Architect 
CBD  Superintendent's Compensation and Benefits 
CBF  Superintendent's Consulting Activities 
CBC  Superintendent's Contract 
CBE  Superintendent's Development Opportunities 
CBAA*  Superintendent's Incapacity 
CBHA  Superintendent's Retirement 
HF  Superintendent's Role in Negotiations 
CBH  Superintendent's Termination of Employment 
GCM  Supervision of Professional Staff 
JHFA  Supervision of Students 
GDM  Supervision of Support Staff 
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  Supervisors, see "Job Descriptions" 
IIAB  Supplementary Materials Selection and Adoption 
 Supplementary Pay 
GCBB  Professional Staff Supplementary Pay Plans 
GDBB  Support Staff Supplementary Pay Plans 
E Support Services 
EA Support Services Goals 
EAA Support Services Priority Objectives 
GD Support Staff 
GDI Support Staff Assignments and Transfers 
GDB Support Staff Contracts and Compensation Plans 
GDL Support Staff Development Opportunities 
GDKA Support Staff Extra Duty 
GDBC Support Staff Fringe Benefits 
GDD Support Staff Hiring 
GDBD Support Staff Leaves and Absences 
GDKB Support Staff Meetings 
GDBAA Support Staff Merit System 
GDF Support Staff Orientation 
GDA Support Staff Positions 
GDG Support Staff Probation and Tenure 
GDO Support Staff Promotions 
GDC Support Staff Recruiting 
GDBA Support Staff Salary Schedules 
GDH Support Staff Seniority 
GDBB Support Staff Supplementary Pay Plans 
GDP Support Staff Termination of Employment 
GDJ Support Staff Time Schedules 
GDBE Support Staff Vacations and Holidays 
GDLA Support Staff Visitations and Conferences 
GDK Support Staff Work Load 
 Surety Bonds, use "Bonded Employees and Officers" 
 Surplus 
DN  School Properties Disposal Procedure 
EFAA  Use of Surplus Commodities 
DFAA  Use of Surplus Funds 
 Suspension 
  In-School Suspension, use "Student Suspension" or break out a new 

 descriptor under that term 
JGD  Student Suspension 
GCPD  Suspension and Dismissal of Professional Staff Members 
GDPD  Suspension and Dismissal of Support Staff Members 
BFF  Suspension of Policies 
BDDEB  Suspension of Rules of Order 
GCPD Suspension and Dismissal of Professional Staff Members 
GDPD Suspension and Dismissal of Support Staff Members 
BFF Suspension of Policies 
BDDEB Suspension of Rules of Order 
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T 
 
 Tables of Organization, use "Organization Charts" 
 Taping – see Videotaping and Broadcasting 
 Tax and Debt Limitations, use "Taxing and Borrowing Authority/Limitations" 
 Tax Anticipation Notes, use "Taxing and Borrowing Authority/Limitations" 
DC Taxing and Borrowing Authority/Limitations 
KNAB Taxation Authorities, Relations with 
 Tax Collection, use "Revenues from Local Tax Sources" 
 Tax Deductions for Senior Citizens, break out a new descriptor under 

"Revenues from Local Tax Sources" 
FD,KBE Tax Issues 
 Tax-Sheltered Annuities, use "Salary Deductions" or break out a new 

descriptor under that term 
 Teacher, see "Professional Staff"; also see "Job Descriptions" 
IIBA Teacher Aides 
 Teacher Contracts, see "Contracts" 
 Teacher Examinations, use "Professional Staff Hiring" or break out a new 

descriptor under that term 
 Teacher Institutes, use "Professional Staff Development Opportunities" 
 Teacher Organizations, use "Professional Organizations" or "Staff 

Negotiating Organizations" as appropriate 
INB Teaching about Controversial Issues 
IGAG Teaching about Drugs, Alcohol, and Tobacco 
IGAC Teaching about Religion 
INA Teaching Methods 
 Team management, use "Management Team" 
IHE Team Teaching 
 Technical Education, see "Occupational Education" 
 Technology, see “District Web Site Publishing” or “Computer/On-Line 

Services”  
EGAC Telephone Services 
 Television, use "Instructional Television" 
CI Temporary Administrative Arrangements 
FJ Temporary School Facilities 
 Tenure 
GCG  Professional Staff Probation and Tenure 
GDG  Support Staff Probation and Tenure 
 Termination of Employment 
GCP  Professional Staff Termination of Employment 
CBH  Superintendent's Termination of Employment 
GDP  Support Staff Termination of Employment 
 Term of Office of Board Members, use "School Board Legal Status" 
ILB Test Administration 
 Testing 
  Minimal Competency Testing, break out a new descriptor in the IL 

 sequence or use "Testing Programs" 
JHDA  Psychological Testing of Students 
ILB  Test Administration 
IL  Testing Programs 
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ILA  Test Selection and Adoption, see "Competency Based 
   Education" 
ILC  Use and Dissemination of Test Results 
   (also see "Examinations") 
IL Testing Programs 
ILA Text Selection and Adoption, see "Competency Based Education" 
 Textbook Maintenance and Control, use "Maintenance and Control of 

Instructional Materials" 
IIAA Textbook Selection and Adoption 
AB The People and Their School District 
 Time Schedules 
GCJ  Professional Staff Time Schedules 
GDJ  Support Staff Time Schedules 
IGBJ Title 1 Programs 
JFCG Tobacco Use by Students, see Smoking on School Premises by Staff Members 

(GBK) and Smoking on School Premises (KGC) 
 Tornado Warnings, use "Warning System," "Emergency Plans" or a 

subcategory as appropriate 
 Tract System, use "Grouping for Instruction" 
ECD Traffic and Parking Controls 
 Transfers 
GCI  Professional Staff Assignments and Transfers 
GDI  Support Staff Assignments and Transfers 
  Transfer of Students, use "Assignment of Students to Schools," 

 "Admission of Interdistrict Transfer Students" or other appropriate 
 subcategory in JEC sequence 

 Transportation 
EEBC  Business and Personnel Transportation Insurance 
EEBD  Business and Personnel Transportation Records and Reports 
EEB  Business and Personnel Transportation Services 
EEAE  Student Transportation in Private Vehicles 
EEAF  Student Transportation Insurance 
EEAG  Student Transportation Records and Reports 
EEA  Student Transportation Services 
EEAA  Walkers and Riders 
EE  Transportation Services Management 
EE Transportation Services Management 
 Travel Expense, see "Expenses" 
IGCB Travel Study - see "Experimental Programs" 
JEDA Truancy 
 Tuition, use "Admission of Nonresident Students" if appropriate; fee 

statements pertaining to special programs, as summer schools or adult 
education, may be incorporated with the policy on the program; if tuition, 
payable by individuals or another education agency, is  a normal 
condition of enrollment, use "Student Fees, Fines, and Charges" 

 Tuition Refunds, if related to student tuition, incorporate with the policy on 
tuition; if provided staff as an incentive for professional  development, use 
"Fringe Benefits" and/or "Development Opportunities" for the appropriate 
category of staff 

GCQAB Tutoring for Pay 
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DIB Types of Funds 
 

U 
 
JFCD Underground Student Publications 
 Unemployment Insurance, use "Staff Protection" 
BBE Unexpired Term Fulfillment 
 United States Office Of Education, use "Federal Education Agency Relations" 
ILC Use and Dissemination of Test Results 
JFCK Use of Electronic Equipment by Students 
AFG Use of Independent Evaluators 
EEBB Use of Private Vehicles on School Business 
 Use of School Facilities, use "Community Use of School Facilities" 
KBF Use of Students in Public Information Program 
EFAA Use of Surplus Commodities 
DFAA Use of Surplus Funds 

 
 

V 
 Vacancies 
GCCA  Posting of Professional Staff Vacancies 
GDCA  Posting of Support Staff Vacancies 
 Vacancy on the Board, use "Unexpired Term Fulfillment" 
 Vacations 
GCBE  Professional Staff Vacations and Holidays 
GDBE  Support Staff Vacations and Holidays 
ECAB Vandalism 
 Vehicles 
EEBA  School-Owned Vehicles 
EEAE  Student Transportation in Private Vehicles 
EEBB  Use of Private Vehicles on School Business 
EFC Vending Machines 
DJG Vendor Relations 
 Venereal Diseases, use "Communicable Diseases" or break out a new 

descriptor under that term 
GBO Verification of Employment Eligibility 
 Veterans, see “Adult High School Programs  
EEACCA Video Cameras on Transportation Vehicles 
 Visitations 
GCLA  Professional Staff Visitations and Conferences 
LJ  Professional Visitors and Observers 
GDLA  Support Staff Visitations and Conferences 
KK Visitors to the Schools 
 Vocational Education, use "Occupational Education" or "Adult Occupational 

Education" as appropriate 
 Volunteers 
IICC  School Volunteers 
JJ  Student Volunteers for School and Public Service 
BDDF Voting Method at Board Meetings 
 



51 

W 
 
EEAA Walkers and Riders 
 Walkouts, use "Staff Job Actions" 
 Warehousing, use "Receiving and Warehousing" 
EBAB Warning Systems 
 Weapons, use "Dangerous Weapons in the Schools" 
KNAG Welfare Authorities, Relations with 
 Women's Rights, see "Nondiscrimination" 
IGADA Work Experience Opportunities 
 Work Load 
GCK  Professional Staff Work Load 
GDK  Support Staff Work Load 
 Working Conditions, use appropriate subcategories of 
  "Professional Staff" and "Support Staff" 
 Workmen's Compensation, use "Staff Protection" 
 Work Sessions, use "School Board Work Sessions and Retreats" 
 Workshops, see "Conferences" 
HO Work Stoppage 
 Work Study Programs, use, as appropriate to program, "Employment of 

Students," "Student Aid Programs," or "Work Experience 
 Opportunities" 

 
 

Y 
 

 Year 
DBB  Fiscal Year 
IC  School Year 
 Yearbooks, see "Publications" 
 Year-Round School, use "Extended School Year" 
KME Youth Organizations, Relations with 
 

Z 
 
JFC Zero Tolerance (Student Conduct) 
KNAO Zoning Authorities, Relations with 
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SECTION A:  FOUNDATIONS AND BASIC COMMITMENTS 

 
 
_____________________________________________________________________________ 
 
AA School District Legal Status 
 
ABA Community Involvement in Decision Making (Also KC) 
ABB Staff Involvement in Decision Making (Also GBB) 
ABC Student Involvement in Decision Making (Also JFB) 
 
AC Nondiscrimination 
ACA  Nondiscrimination on the Basis of Gender 
ACAA   Sexual Harassment  
ACB  Nondiscrimination on the Basis of Disability 
 
AD Development of Philosophy of Education 
ADA  Educational Philosophy 
ADB  Belief Statements 
 
AE School District Goals and Objectives 
 
AF Commitment to Accomplishment 
AFA  Evaluation of School Board Operational Procedures (Also BK) 
AFB  Evaluation of the Superintendent (Also CBG) 
AFBA   Evaluation of the Treasurer (Also BCCB) 
AFC-1  Evaluation of Instructional Staff (Also GCN-1) 
AFC-2  Evaluation of Administrative Staff (Also GCN-2) 
AFD  Evaluation of Support Staff (Also GDN) 
AFE  Evaluation of Instructional Programs (Also IM) 
AFI  Evaluation of Educational Resources 
 



Middletown City School District, Middletown, Ohio 
 

 File:  AA 
 
 

SCHOOL DISTRICT LEGAL STATUS 
 
 
The United States Constitution leaves to the individual states responsibility for public education. 
 
The Ohio General Assembly is under mandate by the Constitution of Ohio to provide for the 
organization, administration and control of a public school system supported by public funds.  
The Ohio State Constitution also calls for a State Board of Education and a Superintendent of 
Public Instruction. 
 
The General Assembly has outlined the duties of the State Board of Education and the Chief 
State School Officer.  It has also established a State Department of Education (through which 
policies and directives of the State Board and Superintendent of Public Instruction are 
administered) and has established specific types of school districts. 
 
The Middletown City School District is classified as a city school district governed by a locally 
elected Board of Education. 
 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: U.S. Const. Amend. X 
 Ohio Const. Art. VI, 2; 3; 4 
 ORC Chapter 3311.01 
 



Middletown City School District, Middletown, Ohio 
 

 File:  ABA (Also KC) 
 
 

COMMUNITY INVOLVEMENT IN DECISION MAKING 
 
 
Community participation in the schools is essential to promote and maintain the quality of 
education for all students.   
 
In addition to electing fellow citizens to represent them on the Board, all citizens may express 
ideas, concerns and judgments about the schools to the administration, to the staff, to any 
appointed advisory bodies and ultimately to the Board.  Ideas should be addressed to the 
responsible individual in an appropriate fashion. 
 
Residents may be invited by the Board to act as advisors, individually and in groups, in such 
areas as: 
 
 1. clarifying general ideas and attitudes held by residents in regard to the schools; 
 
 2. developing Board policies under which the school system is to be managed; 
 
 3. establishing administrative arrangements and regulations designed to help implement 

these policies; 
 
 4. determining the purposes of courses of study and special services to be provided for 

students; 
 
 5. evaluating the extent to which these purposes are being achieved by present policies 

and/or 
 
 6. solving a specific problem or set of closely related problems about which a decision 

must be made. 
 
The Board gives consideration to the advice it receives from individuals and community groups.  
Final authority for all decisions rests with the Board. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 121.22 
 OAC 3301-35-02; 3301-35-03; 3301-35-04 
 
 
CROSS REFS.: BCE, Board Committees 
 BCF, Advisory Committees to the Board 
 BCFA, Business Advisory Council to the Board 
 FL, Retirement of Facilities 
 IF, Curriculum Development 



Middletown City School District, Middletown, Ohio 
 

 File:  ABB (Also GBB) 
 
 

STAFF INVOLVEMENT IN DECISION MAKING 
 
 
The District involves the efforts of many people and functions best when all personnel are 
informed of the major activities and concerns. 
 
There should be an exchange of ideas and pertinent information among all elements of a school 
district.  Problems and unfavorable attitudes develop when employees are denied information 
essential for the performance of their respective assignments or when they feel that their ideas 
and concerns are not heard.  Morale is enhanced when employees are assured that their voices 
are heard by those in positions of administrative authority. 
 
A pattern of decision making and problem solving close to the task also contributes to efficiency 
and high morale. 
 
While all employees have the opportunity to bring their ideas or grievances to the Board, they 
are expected to proceed through the recognized administrative channels.  Final authority for all 
decisions rests with the Board. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REF.: OAC 3301-35-05 
 
 
CROSS REFS.: BCE, Board Committees 
 BCF, Advisory Committees to the Board 
 BF, Board Policy Development and Adoption 
 CCB, Staff Relations and Lines of Authority 
 CD, Management Team 
 CE, Administrative Councils, Cabinets and Committees 
 DBD, Budget Planning 
 GCD, Professional Staff Hiring 
 GDD, Support Staff Hiring 
 IF, Curriculum Development 
 
 
CONTRACT REFS.: Teachers’ Negotiated Agreement 
  Support Staff Negotiated Agreement 
 



Middletown City School District, Middletown, Ohio 
 

 File:  ABC (Also JFB) 
 
 

STUDENT INVOLVEMENT IN DECISION MAKING 
 
 
Students share responsibility for developing a climate in the school which is conducive to 
learning.  Through participation in the decision-making process, students can be an important 
resource for the improvement of the school, the educational system and the community.  
Periodically, students may be asked to review school policies, rules and regulations.  Final 
authority for all decisions rests with the Board. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REF.: OAC 3301-35-04 
 
 
CROSS REFS.: BCE, Board Committees 
 BCF, Advisory Committees to the Board  
 JF, Student Rights and Responsibilities 
 JFA, Student Due Process Rights 
 JFC, Student Conduct (Zero Tolerance) 
 Student Handbooks 



File:  AC 
 
 

NONDISCRIMINATION 
 
 

The Board's policy of nondiscrimination extends to students, staff, job applicants, the general 
public and individuals with whom it does business, and applies to race, color, national origin, 
citizenship status, religion, gender, economic status, age, disability and other human differences.   
 
The Board views harassment as a form of discrimination.  Harassment is defined as intimidation 
by threats of or actual physical violence; the creation, by whatever means (including bullying), 
of a climate of hostility or by intimidation; or the use of language, conduct or symbols in such a 
manner as to be commonly understood to convey hatred, contempt or prejudice or to have the 
effect of insulting or stigmatizing an individual.   
 
Employees or students who engage in discrimination/harassment of another employee or student 
shall be subject to disciplinary action. 
 
Permission, consent or assumption of risk by an individual subjected to discrimination/ 
harassment does not lessen the prohibition contained in this policy.   
 
No one shall retaliate against an employee or student because he/she files a grievance, assists or 
participates in an investigation, proceeding or hearing regarding the charge of discrimination of 
an individual or because he/she has opposed language or conduct that violates this policy.   
 
The Superintendent/designee designates individuals to serve as compliance officers for enforcing 
this policy.   
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: Civil Rights Act, Title VI; 42 USC 2000d et seq. 
 Civil Rights Act, (Amended 1972), Title VII; 42 USC 2000e et seq. 
 Education Amendments of 1972, Title IX; 20 USC 1681 
 Executive Order 11246, as amended by Executive Order 11375 
 Equal Pay Act; 29 USC 206 
 Rehabilitation Act; 29 USC 794 
 Individuals with Disabilities Education Act; 20 USC 1400 et seq. 
 Age Discrimination in Employment Act; 29 USC 623 
 Immigration Reform and Control Act; 8 USC 1324a et seq. 
 Americans with Disabilities Act; 42 USC 12112 et seq. 
 Ohio Const. Art. I, Section 2 
 ORC Chapter 4112 
 OAC 3301-35-02; 3301-35-03 
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Middletown City School District, Middletown, Ohio 
 

File:  AC 
 
 
CROSS REFS.: ACA, Nondiscrimination on the Basis of Gender 
 ACAA, Sexual Harassment 
 ACB, Nondiscrimination on the Basis of Disability 
 GBA, Equal Opportunity Employment 
 GBO, Verification of Employment Eligibility 
 IGAB, Human Relations Education 
 IGBA, Programs for Students with Disabilities 
 IGBI, English as a Second Language (Limited English Proficiency) 
 IGBJ, Title I Programs 
 JB, Equal Educational Opportunities 
 JFC, Student Conduct (Zero Tolerance) 
 JFCEA, Gangs 
 JFCF, Hazing 
 Staff Handbooks 
 Student Handbooks 
 
 
CONTRACT REFS.: Teachers’ Negotiated Agreement 
 Support Staff Negotiated Agreement 
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Middletown City School District, Middletown, Ohio 
 

 File:  ACA 
 
 

NONDISCRIMINATION ON THE BASIS OF GENDER 
 
 
The U.S. Department of Education has published regulations for implementing Title IX of the 
Education Amendments of 1972, which prohibits gender discrimination in federally assisted 
education programs. 
 
Title IX states, in part:  “No person in the United States 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.” 
 
The Board ensures compliance with Title IX of the Education Amendments of 1972, Title VI of 
the Civil Rights Act of 1964 and the regulations promulgated through the U.S. Department of 
Education. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: Civil Rights Act, Title VI; 42 USC 2000d et seq. 
 Civil Rights Act, Title VII; 42 USC 2000e et seq. 
 Education Amendments of 1972, Title IX; 20 USC 1681 et seq. 
 Executive Order 11246, as amended by Executive Order 11375 
 Equal Pay Act; 29 USC 206 
 Ohio Const. Art. I, Section 2 
 ORC Chapter 4112 
 
 
CROSS REFS.: AC, Nondiscrimination 
 ACAA, Sexual Harassment 
 ACB, Nondiscrimination on the Basis of Disability 
 GBA, Equal Opportunity Employment 
 IGDJ, Interscholastic Athletics 
 IIAA, Textbook Selection and Adoption 
 JB, Equal Educational Opportunities 
 JFCF, Hazing 
 Staff Handbooks 
 Student Handbooks 
 
 



 File:  ACAA 
 
 

SEXUAL HARASSMENT 
 
 
The Board supports the principle of equal opportunity employment and equal educational 
opportunities.  All persons associated with this District, including, but not limited to, the Board, 
administration, staff and students, are expected to conduct themselves at all times so as to 
provide an atmosphere free from sexual harassment.  All employees of the District have a right 
to work in an environment free of discrimination, which encompasses freedom from sexual 
harassment.  Any person who engages in sexual harassment while acting as a member of the 
school community is in violation of this policy. 
 
The Board opposes sexual harassment in any form and has developed complaint procedures 
which are available to victims.  The Board has also identified disciplinary penalties that could be 
imposed for offenders. 
 
Definition of Student-on-Student or Employee-on-Student Sexual Harassment:  Unwelcome 
sexual advances, requests for sexual favors or other verbal or physical conduct of a sexual nature 
that is so severe, pervasive and objectively offensive, and undermines and detracts from the 
educational experience, that an individual is effectively denied equal access to the District’s 
resources and opportunities. 
 
Definition of Employee-on-Employee Sexual Harassment:  Unwelcome sexual advances, 
requests for sexual favors and other verbal or physical conduct of a sexual nature constitute 
sexual harassment when: 
 
 1. submission to such conduct is made either explicitly or implicitly a term or condition of 

a person’s employment or educational development; 
 
 2. submission to or rejection of such conduct by an individual is used as the basis for 

employment or educational decisions affecting such individual or 
 
 3. such conduct has the purpose or effect of unreasonably interfering with an individual’s 

work or educational performance or creating an intimidating, hostile, or offensive 
working or educational environment. 

 
The Grievance Officer:  The Board authorizes the Superintendent to appoint one or more sexual 
harassment grievance officers who are vested with the authority and responsibility for processing 
all sexual harassment complaints in accordance with the procedure set forth in the accompanying 
regulation and staff and student handbooks. 
 
Sexual matters, including the identity of both the charging party and the accused, are kept 
confidential to the extent possible.  Although discipline may be imposed against the accused 
upon a finding of guilt, retaliation is prohibited. 
 
 
[Adoption date:  October 11, 2004] 
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Middletown City School District, Middletown, Ohio 
 

 File:  ACAA 
 
 
LEGAL REFS.: Civil Rights Act, Title VI; 42 USC 2000d et seq. 
 Civil Rights Act, Title VII; 42 USC 2000e et seq. 
 Education Amendments of 1972, Title IX; 42 USC 2000e et seq. 
 Executive Order 11246, as amended by Executive Order 11375 
 Equal Pay Act; 29 USC 206 
 Immigration Reform and Control Act; 8 USC 1324a et seq. 
 Ohio Const. Art. I, Section 2 
 
 
CROSS REFS.: AC, Nondiscrimination 
 ACA, Nondiscrimination on the Basis of Gender 
 GBA, Equal Opportunity Employment 
 IGDJ, Interscholastic Athletics 
 JB, Equal Educational Opportunities 
 JFC, Student Conduct (Zero Tolerance) 
 JFCF, Hazing 
 JHG, Reporting Child Abuse 
 Staff Handbooks 
 Student Handbooks 
 
 
CONTRACT REFS.: Teachers’ Negotiated Agreement 
 Support Staff Negotiated Agreement 
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Middletown City School District, Middletown, Ohio 
 

 File:  ACAA-R 
 
 

SEXUAL HARASSMENT 
 
 
All sexual harassment complaints are processed in accordance with the following procedure: 
 
 1. Any member of the school community who believes that he/she has been subjected to 

sexual harassment shall report the incident(s) to the appropriate grievance officer. 
 
 2. The grievance officer attempts to resolve the problem through the following process. 
 
 A. The grievance officer confers with the charging party in order to obtain a clear 

understanding of that party’s statement of the alleged facts. 
 
 B. The grievance officer meets with the charged party in order to obtain his/her 

response to the complaint. 
 
 C. The grievance officer holds as many meetings with the parties as are necessary to 

gather facts. 
 
 D. On the basis of the grievance officer’s perception of the problem, he/she will: 
 
  1) attempt to resolve the matter informally through conciliation or 
 
  2) notify the parties by certified mail of his/her official action relative to the 

complaint. 
 

 3. If either party disagrees with the decision of the grievance officer, he/she may appeal to 
the Superintendent/designee.  After reviewing the record made by the grievance officer, 
the Superintendent/designee may attempt to gather further evidence necessary to decide 
the case and to determine appropriate action to be taken.  The decision of the 
Superintendent/designee is final.  If any of the named officials are the charged or 
charging party, the Board will designate an alternate investigator and retain final 
decision-making authority. 

 
All matters involving sexual harassment complaints remain confidential to the extent possible. 
 
 
(Approval date:  October 11, 2004) 
 
 



Middletown City School District, Middletown, Ohio 
 

 File:  ACB 
 
 

NONDISCRIMINATION ON THE BASIS OF DISABILITY 
 
 
The Board maintains that discrimination against a qualified disabled person solely on the basis of 
disability is unfair.  To the extent possible, qualified disabled persons should be in the 
mainstream of life in a school community.  In addition, the District is the recipient of federal 
funds and therefore must be in compliance with all laws and regulations which deal with 
disabled individuals.   
 
Accordingly, employees of the District comply with the law and Board policy to ensure 
nondiscrimination on the basis of disability.  The following is expected. 
 
 1. No one discriminates against qualified disabled persons in any aspect of school 

employment solely on the basis of disability. 
 
 2. Facilities, programs and activities are made available to qualified disabled persons. 
 
 3. Free appropriate public education at elementary and secondary levels, including 

nonacademic and extracurricular services and activities, are provided to qualified 
disabled persons. 

 
 4. No one excludes any qualified disabled person, solely on the basis of disability, from 

participation in any preschool education, day care, adult education or vocational 
education program. 

 
 5. Each qualified disabled person is provided with the same health, welfare and other 

social services which are provided to others. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: Individuals with Disabilities Education Act; 20 USC 1400 et seq. 
 Rehabilitation Act of 1973; 29 USC 794 
 Americans with Disabilities Act; 42 USC 12112 et seq. 
 ORC 3323.01 et seq. 
  Chapter 4112 
 
 
CROSS REFS.: AC, Nondiscrimination 
 ACA, Nondiscrimination on the Basis of Gender 
 AE, School District Goals and Objectives 
 GBA, Equal Opportunity Employment 
 IGBA, Programs for Students with Disabilities 
 IGDJ, Interscholastic Athletics 
 JB, Equal Educational Opportunities 



Middletown City School District, Middletown, Ohio 
 

 JFCF, Hazing 
 Staff Handbooks 
 Student Handbooks 
 



Middletown City School District, Middletown, Ohio 
 

 File:  AD 
 
 

DEVELOPMENT OF PHILOSOPHY OF EDUCATION 
 
 
The Board’s philosophy of education gives direction to the educational program and daily 
operations of the District. 
 
Periodically, the policy committee of the Board and the Superintendent evaluate the philosophy 
of education.  Suggestions from both the staff and community are considered. 
 
The committee revises or confirms the existing philosophy or writes a new statement of 
philosophy.  The committee presents its recommendation regarding a philosophy of education to 
the Board for adoption or re-adoption. 
 
All building and course of study philosophies reflect and extend the Board’s philosophy.  The 
Superintendent disseminates the Board’s philosophy of education, which is communicated 
through the District’s vision and mission statements, to all staff members and directs that it be 
published in all handbooks. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: OAC 3301-35-02; 3301-35-03; 3301-35-04; 3301-35-05 
 
 
CROSS REFS.: ADA, Educational Philosophy 
 BF, Board Policy Development and Adoption 
 BFG, Policy Review and Evaluation 
 Staff Handbooks 
 



Middletown City School District, Middletown, Ohio 
 

File:  ADA 
 
 

EDUCATIONAL PHILOSOPHY 
 
 

The ultimate goal for the educational process must be to develop competent, self-disciplined, 
responsible citizens who can participate as contributing members of our local, as well as our 
global, community and society. 
 
Taking into consideration the individual abilities and needs of students and the multicultural, 
rapidly changing world in which they live, we must provide a broad base of fundamental 
academic skills with the mastery of the English language of utmost importance.  The overall 
academic program is to be focused on a core of essentially intellectual studies including 
language, literature, mathematics, science, citizenship, social studies and the arts.   
 
Students are provided the opportunity to explore areas of special interest and to gain vocational 
career guidance and experience.  Students must gain a working knowledge of the American form 
of government and must be encouraged to assume responsibility for maximum development of 
their own intellectual, physical and emotional growth. 
 
To achieve these goals, the Board is required to establish policies shaping the educational 
process towards development of competent citizens.   
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: OAC 3301-35-02; 3301-35-03 
 
 
CROSS REFS.: AD, Development of Philosophy of Education 
 AE, School District Goals and Objectives 
 IA, Instructional Goals 
 IL, Assessment 
 Continuous Improvement Plan 
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File:  ADB 
 
 

BELIEF STATEMENTS 
 
 

We, the faculties and staff of Middletown City Schools, are committed to the task of providing 
all children with the opportunity to achieve to their maximum potential, thereby gaining skills 
necessary to become productive members of our society. 
 
We believe in high expectations for all children and that all children can learn and will be 
provided with meaningful academic experiences. 
 
We believe in frequent monitoring of student progress. 
 
We believe in an orderly, warm, responsive, safe learning atmosphere, with staff responding to 
students’ needs. 
 
We believe in community involvement; positive relations and interaction with parents and 
parent/community support. 
 
We believe in keeping parents and the community informed of our mission. 
 
 
[Adoption date:  October 11, 2004] 
 
 
CROSS REFS.: ADA, Educational Philosophy 
 AE, School District Goals and Objectives 
 AFE, Evaluation of Instructional Programs (Also IM) 
 EB, Safety Program 
 IA, Instructional Goals 
 IGBL, Parental Involvement in Education 
 IIC, Community Instructional Resources (Also KF) 
 IKA, Grading Systems 
 IL, Assessment 
 JA, Student Policies Goals 
 JB, Equal Educational Opportunities 
 JFC, Student Conduct (Zero Tolerance) 
 KA, School-Community Relations Goals 
 



 File:  AE 
 
 

SCHOOL DISTRICT GOALS AND OBJECTIVES 
 
 
 1. Develop Mastery of Basic Skills.  The District promotes the acquisition of basic 

comprehension, communication and computation skills to the greatest extent possible 
for each student.  Efforts are made to offer each student opportunities to master the 
basic skills needed to pursue his/her chosen goals. 

 
 2. Gain Knowledge and Experience in Natural Sciences, Social Sciences, Humanities and 

Fine Arts.  The District provides opportunities and encouragement for students to gain 
knowledge and experience in the sciences, humanities and arts. 

 
 3. Develop a Positive Self-Image.  The District attempts to respond to each student’s need 

to develop a positive self-image and enhances his/her ability to determine, understand 
and examine his/her own capabilities, interests and goals. 

 
 4. Develop Skills of Constructive and Critical Thinking.  The District fosters skills of 

constructive and critical thinking in order to enable each student to deal effectively 
with conditions and problems in an independent, self-fulfilling and responsible manner. 

 
 5. Develop Skills Appropriate to a Technological Society.  The District provides students 

with information necessary to function in a rapidly changing workplace. 
 
 6. Develop Respect for Others and the Law.  The District promotes the development of 

students to enable them to become mature, responsible citizens with respect for the 
rights of others and the law. 

 
 7. Gain Lifelong Learning Skills.  The District promotes an eagerness for learning which 

encourages each student to continue to benefit from educational opportunities beyond 
formal schooling. 

 
 8. Gain Understanding of Value Systems, Cultures and Heritage.  The District provides an 

opportunity for each student to gain knowledge and understanding of social skills, so 
that he/she is prepared to participate responsibly and successfully in a pluralistic 
society. 

 
 9. Gain Understanding of Economic Roles in Society.  The District encourages each 

student to gain a critical understanding of his/her role as a producer and consumer of 
goods and services and of the principles involved in the production of goods and 
services. 

 
 10. Gain Knowledge and Understanding of the Environment.  The District encourages 

student development of an appreciation for the maintenance, protection and 
improvement of the physical environment. 
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 11. Develop Positive Health Habits and Physical Skills.  The District helps students 
develop good habits concerning care of the body and avoidance of harmful effects of 
drugs, alcohol and tobacco.  Lifelong physical fitness including lifetime recreational 
skills are promoted. 
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 File:  AE 
 
 
 12. Develop Within the Community a Sense of Pride in the Schools.  The District 

highlights the strengths of the education program and invites the community to 
participate in school functions. 

 
 13. Continual Evaluation and Revision of Curriculum.  The District provides, through the 

evaluation process, a curriculum that is pertinent to student and community needs. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: OAC 3301-35-02; 3301-35-03 
 
 
CROSS REFS.: ABA, Community Involvement in Decision Making (Also KC) 
 ADA, Educational Philosophy 
 DBD, Budget Planning 
 IA, Instructional Goals 
 IAA, Instructional Objectives 
 IL, Assessment 
 KA, School-Community Relations Goals 
 Continuous Improvement Plan 
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 File:  AF 
 
 

COMMITMENT TO ACCOMPLISHMENT 
 
 
Evaluation of District operations is a chief responsibility of the Board and is the only means of 
determining whether the educational goals adopted are being achieved. 
 
The evaluation program may include, but is not limited to, the following areas: 
 
 1. curriculum and instruction 
 2. students, dropouts and graduates 
 3. school personnel 
 4. buildings and equipment 
 5. business operations 
 6. operations of the Board 
 
Appraising the success of the instructional program is particularly important.  Only through an 
awareness of the strengths and shortcomings of the program can the Board and Superintendent 
have a sound basis for making improvements.  The improvements are made by the 
Superintendent through the implementation of policies adopted by the Board. 
 
The Board annually: 
 
 1. assesses the District’s operations and achievement of goals by information gathered 

from the Superintendent and Treasurer; 
 
 2. evaluates the Superintendent and Treasurer according to job descriptions and Board 

expectations and 
 
 3. evaluates itself according to its established goals and purposes. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 3313.22; 3313.60 
  3319.01; 3319.02; 3319.08; 3319.081 
 OAC 3301-35-03; 3301-35-04; 3301-35-05 
 
 
CROSS REFS.: AE, School District Goals and Objectives 
 AFA, Evaluation of School Board Operational Procedures (Also BK) 
 AFB, Evaluation of the Superintendent (Also CBG) 
 AFBA, Evaluation of the Treasurer (Also BCCB) 
 AFC-1, Evaluation of Instructional Staff (Also GCN-1) 
 AFC-2, Evaluation of Administrative Staff (Also GCN-2) 
 AFD Evaluation of Support Staff (Also GDN) 
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 AFE, Evaluation of Instructional Programs (Also IM) 
 AFI, Evaluation of Educational Resources 
 BCC, Qualifications and Duties of the Treasurer 
 CBA, Qualifications and Duties of the Superintendent 
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File:  AFA (Also BK) 
 
 

EVALUATION OF SCHOOL BOARD OPERATIONAL PROCEDURES 
 
 
The Board plans and carries through an annual appraisal of its functioning as a board.  This 
appraisal considers the broad realm of relationships and activities inherent in Board 
responsibilities. 
 
The appraisal process and instrument are determined by the Board.  The following are areas of 
Board operations and relationships representative of those in which objectives may be set and 
progress appraised. 
 
 1. Board meetings 
 2. policy development 
 3. fiscal management 
 4. Board role in educational program development 
 5. Board member orientation 
 6. Board member development 
 7. Board officer performance 
 8. Board-Superintendent relationships 
 9. Board-Treasurer relationships 
 10. Board-staff relationships 
 11. Board-community relationships 
 12. legislative and governmental relationships 
 13. management team development and utilization 
 
The Superintendent and others who regularly work with the Board are asked to participate in 
establishing objectives and reviewing progress. 
 
 
[Adoption date:  October 11, 2004] 
 
 
CROSS REFS.: AF, Commitment to Accomplishment 
 BCB, Board Officers 
 BCD, Board-Superintendent Relationship (Also CBI) 
 BF, Board Policy Development and Adoption 
  BHA, New Board Member Orientation 
 CD, Management Team 
 DA, Fiscal Management Goals 



     File:  AFA-E (Also BK-E) 
 
 

EVALUATION OF SCHOOL BOARD OPERATIONAL PROCEDURES 
 
 

Boards of education expect a high level of performance from those who are employed to run the 
schools.  School patrons and other taxpayers also expect a high level of performance from those 
who are elected to govern the schools. 
 
Ultimately, the performance of an individual Board member is measured at election time.  
However, that is not enough.  Each Board should set aside some time on a regular basis to 
compare individual assessments of how well the governing body is functioning.  The instrument 
or scoring system is not important.  What is important is for the Board to establish a plan to 
regularly analyze its method of operation.  The results of evaluation should be used in setting 
goals for improved operations in the future. 
 

SELF-EVALUATION INSTRUMENT 
 

Board Meetings - Official action can be taken only when the Board is in session.  Therefore, 
each meeting must be organized for maximum efficiency. 
 
Adequate Inadequate The Board of Education: 
 
________ _________ reads agenda and background materials well in advance of  
  meeting 
 
________ _________ makes public feel welcome; provides agenda, minutes and related 
  materials 
 
________ _________ assures that meeting time, place and facilities are convenient for  
  Board, staff and public 
 
________ _________ does not present new issues of complex nature for immediate  
  action 
 
________ _________ does not abuse privilege of tabling important issues 
 
________ _________ demonstrates knowledge and use of good parliamentary procedure 
 
________ _________ makes distinction between Board's role and function of  
  administrators 
 
________ _________ expects staff input and Superintendent's recommendation on key 
  issues 
 
________ _________ ensures that a good public participation policy is in effect 
 
________ _________ endeavors to make most productive use of meeting time 
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     File:  AFA-E (Also BK-E) 
 
 
Adequate Inadequate The Board of Education: 
 
________ _________ conducts all meetings in accordance with the "Sunshine Law" 
 
________  _________ selects officers on basis of ability 
 
Board-Community Relations - The schools belong to the people.  As elected officials, Board 
members have the responsibility to be representative, to be responsive and to be effective as 
agents of change. 
 
________ _________ actively seeks input from community in establishing goals and  
  objectives 
 
________ _________ gives full support and cooperation to PTO and other citizens 
  groups 
 
________ _________ establishes close working relationship with other units of  
  government 
 
________ _________ is actively involved in state and federal education legislation 
 
________ _________ maintains effective two-way communication between school  
  officials and residents of the District 
 
________ _________ ensures best possible relationship between District officials 
  and the media 
 
________ _________ makes best use of facilities and resources in meeting needs of 
  community 
 
________ _________ provides leadership in securing maximum community support for a 
  good educational program 
 
________ _________ approves annual budget within resources that can be certified in 
the  
  "fiscal certificate" 
 
________ _________ adopts policies which ensure sound management and fiscal control 
 
Board-Administrator Relations - A good Board-administrator relationship does not guarantee a 
successful educational program.  It is doubtful, however, if a good program will exist in districts 
with poor Board-administrator relations. 
 
________ _________ evaluates performance of Superintendent and Treasurer on a  
  regular basis 
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     File:  AFA-E (Also BK-E) 
 
 
Adequate Inadequate The Board of Education: 
 
________ _________ assures that all other personnel are evaluated on a regular basis by 
  Superintendent and staff 
 
________ _________ works and plans with administration in spirit of mutual trust and 
  confidence 
 
________ _________ recognizes Superintendent as chief executive officer and  
  educational leader of the District 
 
________ __________ provides administrators encouragement and opportunity for  
  professional growth 
 
________ __________ avoids interference with duties which are the responsibility  of 
  administrators 
 
________ __________ solicits input from professional staff in development of Board 
  policies 
 
________ __________ addresses potential problems between Board and administrators at  
  earliest opportunity 
 
________ __________ is willing to defend administrators from unjust and unfounded 
  criticism 
 
________ __________ has explored the management team concept of operating the  
  schools 
 
Board-Staff Relations - Good education depends on good teachers.  It is incumbent on boards to 
seek maximum input from staff on educational issues while retaining the authority and 
responsibility for the operation of the schools. 
 
________ __________ adopts appropriate personnel policies in the areas of employment  
  evaluation, reduction in force and related matters 
 
________ __________ encourages professional growth through staff development, in- 
  service programs, visitations and conferences 
 
________ __________ refers complaints to appropriate person for discussion 
 
________ __________ preserves and maintains adequate management rights in any labor  
  relations agreement 
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     File:  AFA-E (Also BK-E) 
 
 
Instructional Program - The purpose of public schools is to provide educational opportunities for 
all students.  To this end, it must be determined what are educationally valuable experiences and 
how they can best be delivered. 
 
Adequate  Inadequate The Board of Education: 
 
________ __________ provides equal access to curriculum and cocurricular activities for  
  all students 
 
________ __________ approves course additions and deletions to the curriculum 
 
________ __________ balances the overall needs of students and community with efforts  
  of special interest groups to influence the curriculum 
 
________ __________ encourages suggestions for curriculum improvement from 
students,  
  staff and community 
 
________ __________ safeguards the privacy of student records 
 
________ __________ encourages a positive approach to student discipline 
 
________ __________ safeguards the rights of students to due process 
 
________ __________ provides policies that implement the educational standards of the  
  State Board of Education 
 
Personal Qualities - Maximum results as a school board member will be achieved only if high 
ethical standards of conduct are maintained in all personal, business and public activities. 
 
Adequate Inadequate As a Board of Education member, I: 
 
________ __________ keep the education and welfare of children as my primary concern 
 
________ __________ represent the best interests of all patrons rather than special interest  
  groups 
 
________ __________ understand the need for compromise; abide by decisions of the  
  majority 
 
________ __________ channel complaints and potential problems to proper authority 
 
________ __________ have made the time commitment necessary to become an informed  
  and effective Board member 
 
________ __________ reach decisions on the merits of issues and on the basis of best  
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     File:  AFA-E (Also BK-E) 
 

 
Adequate Inadequate As a Board of Education member, I: 
 
________ __________ participate in in-service programs at regional, state and national  
  levels 
 
________ __________ do not individually or unilaterally make decisions or commitments  
  on the Board's behalf 
 
________ __________ am open and honest with other Board members and administrators;  
  share information and avoid "surprises" whenever possible 
 
________ __________ am familiar with and abide by the OSBA Code of Ethics 
 
 
Additional Comments: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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File:  AFB (Also CBG) 
 
 

EVALUATION OF THE SUPERINTENDENT 
 
 

The Board evaluates the Superintendent's abilities and performance at least once annually.  The 
evaluation includes consideration of performance in the following areas. 
 
 1. goals and objectives 
 2. Board communications 
 3. community relations 
 4. staff relations 
 5. program content and effectiveness 
 6. physical plant 
 7. finance and control 
 
The evaluation emphasizes identifying and building on strong performance areas and improving 
performance where warranted.  
 
Criteria for the evaluation of the Superintendent are based upon the Superintendent’s job 
description and relate directly to each of the tasks described.  The job description and any 
revisions thereto are developed in consultation with the Superintendent, signed by the 
Superintendent and Board President and adopted by the Board. 
 
The evaluation of the Superintendent’s abilities and performance is written and made available 
to and discussed with the Superintendent in conference.  The Board must consider the evaluation 
of the Superintendent in acting to renew or nonrenew his/her contract. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REF.: ORC 3319.01 
 
 
CROSS REFS.: AF, Commitment to Accomplishment 
 AFC-2, Evaluation of Administrative Staff (Also GCN-2) 
 BDC, Executive Sessions 
 CBA, Qualifications and Duties of the Superintendent 
 CBC, Superintendent’s Contract 
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 File:  AFBA (Also BCCB) 
 
 

EVALUATION OF THE TREASURER 
 
 
The Board evaluates the performance of the Treasurer in order to assist both the Board and the 
Treasurer in the proper discharge of their responsibilities and to enable the Board to provide the 
District with the best possible leadership.  Evaluation will occur by September 1, except the year 
in which the contract ends and will not be renewed.  These evaluations will occur by October 15. 
 
The objectives of the Board’s evaluation are to: 
 
 1. promote professional excellence to improve the skills of the Treasurer; 
 
 2. improve the quality of District business practices and 
 
 3. provide a basis for the review of the Treasurer’s performance. 
 
Criteria for the evaluation of the Treasurer are based upon the Treasurer’s job description and 
relate directly to each of the tasks described.  The job description and any revisions thereto are 
developed in consultation with the Treasurer and Superintendent, signed by the Treasurer and 
Board President and adopted by the Board. 
 
Evaluation criteria are reviewed as necessary or as requested by the Treasurer, but not less 
frequently than annually.  Any proposed revision of the evaluation criteria shall be provided to 
the Treasurer for his/her comments before its adoption. 
 
The evaluation of the Treasurer’s abilities and performance is written and made available to and 
discussed with the Treasurer in conference.  The Board may consider the evaluation of the 
Treasurer in acting to renew or nonrenew his/her contract. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 3301.074 
  3313.22 
 OAC Chapter 3301-5 
 
 
CROSS REFS.: AF, Commitment to Accomplishment 
 BCC, Qualifications and Duties of the Treasurer 
 BCCA, Incapacity of the Treasurer 
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 File:  AFC-1 (Also GCN-1) 
 
 

EVALUATION OF INSTRUCTIONAL STAFF 
(Non-Administrative) 

 
 
A determination of the efficiency and effectiveness of the teaching staff is a critical factor in the 
overall operation of the District. 
 
An ongoing evaluation program is implemented to provide a record of service, to provide 
objective evidence for employment and personnel decisions and to promote the improvement of 
instruction as a part of the goals of the District. 
 
Procedures used in the evaluation process are subject to Board approval or in accordance with 
the Negotiated Agreement.  Complete and appropriate evaluation records are maintained. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC Chapter 4117 
  3319.01; 3319.11; 3319.111 
 OAC 3301-35-06 
 
 
CROSS REFS.: AF, Commitment to Accomplishment 
 GBL, Personnel Records 
 
 
CONTRACT REF.: Teachers’ Negotiated Agreement 
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  File:  AFC-2 (Also GCN-2) 
 
 

EVALUATION OF ADMINISTRATIVE STAFF 
(Administrators Both Instructional and Support) 

 
 
The Superintendent institutes and maintains a comprehensive program for the evaluation of 
administrative personnel.  Administrative personnel are all persons issued contracts in 
accordance with the Ohio Revised Code, including the following:  assistant superintendents, 
business managers, principals, assistant principals and all other personnel required to maintain 
certificates/licenses in order to be employed as pupil-personnel workers and educational 
administrative specialists (provided that such person spends less than 50% of his/her time 
teaching or working with students) and any other employee whose duties enable him/her to be 
considered either a “supervisor” or “management-level employee” excluded from all of the 
employee bargaining units.  In addition, evaluations should assist administrators in developing 
their professional abilities in order to increase the effectiveness of District management. 
 
The purpose of administrator evaluations is to assess the performance of administrators, to 
provide information upon which to base employment and personnel decisions and to comply 
with the requirements of State law. All administrators are evaluated annually.  In the year an 
administrator’s contract does not expire, the evaluation is completed by the end of the contract 
year, and a copy is given to the administrator.  In the year an administrator’s contract does 
expire, two evaluations are completed, one preliminary and one final.  The preliminary 
evaluation is conducted at least 60 days prior to March 31 and prior to any Board action on the 
employee’s contract. Evaluations are considered by the Board in determining whether to re-
employ administrators.   
 
The final evaluation includes the Superintendent’s intended recommendation for the contract of 
the employee.  A written copy of the final evaluation must be provided to the employee at least 
five days prior to the Board’s action to renew or nonrenew the employee’s contract.  The 
employee may request a meeting with the Board prior to any Board action on his/her contract.  
The employee may have a representative of his/her choice at the meeting. 
 
The evaluation measures the administrator’s effectiveness in performing the duties included in 
his/her written job description and the specific objectives and plans developed in consultation 
with the Superintendent/designee.  The evaluations are conducted annually by the 
Superintendent/designee.  
 
Evaluation criteria for each position are in written form and are made available to the 
administrator.  The results of the evaluations are kept in personnel records maintained in the 
central office.  The evaluated administrator has the right to attach a memorandum to the written 
evaluation.  Evaluation documents, as well as information relating thereto, are accessible to each 
evaluatee and/or his/her representative. 
 
 
[Adoption date:  October 11, 2004] 
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LEGAL REFS.: ORC 3319.02; 3319.03; 3319.04; 3319.16; 3319.17; 3319.171; 3319.22 
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CROSS REFS.: AF, Commitment to Accomplishment 
  GBL, Personnel Records 
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  File:  AFC-2-R (Also GCN-2-R) 
 
 

EVALUATION OF ADMINISTRATIVE STAFF 
(Administrators Both Instructional and Support) 

 
 
To assist administrators in the development of their professional abilities, to provide information 
for employment decisions and to comply with mandates of State law, the following procedures 
are employed by the Superintendent/designee in evaluating administrative personnel. 
 
 1. An initial meeting is held by the Superintendent/designee prior to September 30 of each 

school year with the administrators to discuss specific measurable objectives and plans 
for their achievement.  A statement of these objectives and plans is submitted by each 
administrator to the Superintendent/designee at a time specified.  These objectives and 
plans are written and maintained in each administrator’s personnel file. 

 
 2. The evaluator employs the evaluation criteria which are designed to measure the 

administrator’s effectiveness in performing the duties set forth in his/her written job 
description.  All administrators will be evaluated prior to the end of June.  The 
evaluator will also assess the administrator’s progress in meeting plans and objectives 
set for that school year.  Areas of outstanding, satisfactory and poor performance will 
be noted.  The Superintendent/designee will meet with each administrator to discuss the 
written evaluation.  The evaluatee is given a copy of the evaluation and has an 
opportunity to discuss the evaluation with the evaluator in this meeting. 

 
 3. An ongoing dialogue concerning the administrator’s objectives will continue and the 

evaluator and evaluatee will meet as needed or requested. 
 
 4. For those employees whose contracts are expiring at the end of the current school year, 

two evaluations must be completed.  A preliminary evaluation must be received by the 
employee at least 60 days prior to any Board action on the employee’s contract.  A final 
evaluation must include the Superintendent’s intended recommendation for the contract 
of the employee.  A written copy of the final evaluation must be provided to the 
employee at least five days prior to the Board’s action to renew or nonrenew the 
employee’s contract. 

 
 5. Employees whose contracts expire at the end of the current school year are notified, in 

writing, of the date that their contracts expire, and may request a meeting with the 
Board.  This notification must occur before the Board takes action on the contract.  
Upon further request by such an employee, the Board grants the employee a meeting in 
executive session.  In that meeting, the Board shall discuss its reasons for considering 
renewal or nonrenewal of the contract.  The employee is permitted to have a 
representative, chosen by the employee, present at the meeting.   

 
 6. Assistant superintendents, business managers, principals, assistant principals and other 

administrators are automatically re-employed if they are not evaluated according to 
State law or provided a meeting, if requested, to discuss their renewal or nonrenewal. 
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 7. All evaluation criteria, procedures and written job descriptions are reviewed annually 
by the Superintendent/designee and revised as necessary. 

 
 
(Approval date:  October 11, 2004) 
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 File:  AFD (Also GDN) 
 
 

EVALUATION OF SUPPORT STAFF 
 
 
Regular evaluation of all support staff is intended to bring about improved services and to 
provide a continuing record of the service of each employee and evidence on which to base 
decisions relative to assignment and re-employment. 
 
A continuing program of performance evaluation for the support staff is established in the 
Negotiated Agreement.  The program includes written evaluations and a means of making the 
results known to the evaluated employee. 
 
The services of all support staff employees are evaluated.  Procedures used in the evaluation 
process are subject to Board approval or in accordance with the Negotiated Agreement and/or 
State law. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC Chapter 124 
  Chapter 4117 
  3319.081 
 OAC 3301-35-02; 3301-35-03; 3301-35-05 
 
 
CROSS REFS.: AF, Commitment to Accomplishment 
  GBL, Personnel Records 
 
 
CONTRACT REF.: Support Staff Negotiated Agreement 
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 File:  AFE (Also IM) 
 
 

EVALUATION OF INSTRUCTIONAL PROGRAMS 
 
 
The Superintendent regularly evaluates the effectiveness of the instructional program in 
achieving the District’s educational goals and objectives.  Periodically, he/she submits a written 
and comprehensive report of his/her findings to the Board for its consideration and action.  The 
specific purpose of this report is to provide data for planning and budgeting for instructional 
improvements and for informing the public about the performance of the public schools.  Data 
may include: 
 
 1. relation of student growth and development to the objectives of the school system; 
 
 2. suitability of educational programs in terms of community expectations; 
 
 3. how evaluation findings are used for program improvement; 
 
 4. student achievement in light of testing results of standardized achievement tests and 

competency tests; 
 
 5. the number of students who continue in a program of higher education and the 

percentage of these who graduate; 
 
 6. extent of, and trends in, admissions to colleges and universities; 
 
 7. employment records of graduates not going to college and 
 
 8. all other relevant data which the Superintendent deems necessary. 
 
The Superintendent is instructed to remain informed relative to current research and successful 
practices and to employ the best and most reliable methods and measures in the evaluative 
process.  The results of the educational testing program are used as a part of the evaluation. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 3313.60 
  3323.02 
 OAC 3301-35-02(B); 3301-35-03; 3301-35-04; 3301-35-06; 3301-35-07 
 
 
CROSS REFS.: AF, Commitment to Accomplishment 
 IA, Instructional Goals 
 IAA, Instructional Objectives 
 IL, Assessment 
 ILA, Testing Programs 
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 File:  AFI 
 
 

EVALUATION OF EDUCATIONAL RESOURCES 
 
 
The Superintendent evaluates the effectiveness of the educational resources used by the District 
to achieve the District’s educational goals and objectives.   
 
The individual resource areas are assessed yearly while the overall program is assessed every 
five years according to professionally recognized criteria and procedures. 
 
Following are the educational resources listed in the State Board of Education standards. 
 
 1. Professional and support staff are recruited, employed, assigned, evaluated and 

provided in-service education without unlawful discrimination. 
 
 2. Instructional materials and equipment support attainment of objectives specified in 

courses of study. 
 
 3. Facilities accommodate the enrollment and the philosophy of education and educational 

goals of the school. 
 
 4. Student health and safety are safeguarded by an organized program of school health 

services designed to identify student health problems and to coordinate school and 
community health resources for students. 

 
 5. Student cumulative records are maintained. 
 
 6. Student admission, placement and withdrawal are processed according to established 

procedures. 
 
 7. Student attendance and conduct are administered according to established objectives 

and procedures. 
 
 8. School guidance services are provided for students in kindergarten through grade 12 in 

accordance with a written plan adopted by the Board. 
 
 9. Student activity programs are operated in accordance with the Board’s philosophy of 

education and educational goals and safeguard the interest of the school, participants 
and spectators.  Schools will not sponsor interscholastic athletics for students in 
kindergarten through sixth grade. 

 
 10. A planned community relations program is implemented to encourage citizen 

participation in, and support for, the educational program. 
 
 
[Adoption date:  October 11, 2004] 
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 File:  AFI 
 
 
CROSS REFS.: AC, Nondiscrimination 
 AF, Commitment to Accomplishment 
 FA, Facilities Development Goals 
 IA, Instructional Goals 
 IJ, Guidance Program 
 IK, Academic Achievement 
 IKE, Promotion and Retention of Students 
 JEC, School Admission 
 JHF, Student Safety 
 JO, Student Records 
 KA, School-Community Relations Goals 
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SECTION B:  SCHOOL BOARD GOVERNANCE AND OPERATIONS 

 
 
______________________________________________________________________________ 
 
BA Board Operation Goals 
 
BB School Board Legal Status 
BBA  School Board Powers and Duties 
BBAA   Board Member Authority 
BBBB   Board Member Oath of Office 
BBE  Unexpired Term Fulfillment (Board Vacancy) 
BBF  Board Member Code of Ethics 
BBFA   Board Member Conflict of Interest 
 
BCA Board Organizational Meeting 
BCB Board Officers 
BCC Qualifications and Duties of the Treasurer 
BCCA  Incapacity of the Treasurer 
BCCB  Evaluation of the Treasurer (Also AFBA) 
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     File:  BA 
 
 

BOARD OPERATION GOALS 
 
 
The primary responsibility of the Board is to establish purposes, programs and procedures which 
produce the educational achievement needed by District students.  The Board must accomplish 
this while also being responsible for wise management of resources available to the District.  The 
Board must fulfill these responsibilities by functioning primarily as a legislative body to 
formulate and adopt policy, by selecting an executive officer to implement policy and by 
evaluating the results; further, it must carry out its functions openly, while seeking the 
involvement and contributions of the public, students and staff in its decision-making processes. 
 
In accordance with these principles, the Board seeks to achieve the following goals to: 
 
 1. concentrate the Board’s collective effort on its policy-making and planning 

responsibilities; 
 
 2. formulate Board policies which best serve the educational interests of each student; 
 
 3. provide the Superintendent with sufficient and adequate guidelines for implementing 

Board policies; 
 
 4. maintain effective communication with the school community, the staff and the students 

in order to maintain awareness of attitudes, opinions, desires and ideas; 
 
 5. allow those responsible for carrying out objectives to contribute to their formation; 
 
 6. conduct Board business openly, soliciting and encouraging broad-based involvement in 

the decision-making process by the public, students and staff and 
 
 7. periodically review its performance relative to the goals. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REF.: ORC 3313.20 
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SCHOOL BOARD LEGAL STATUS 
 
 
The General Assembly has delegated responsibility for the conduct of public schools in each 
school district to a local board of education.  Boards are political subdivisions of the state of 
Ohio and members of a board are officials elected by the citizens of a district to represent them 
in the management of the public schools. 
 
Legally, a board is a body politic and corporate, capable of suing and being sued; contracting and 
being contracted with; acquiring, holding, possessing and disposing of real and personal 
property; and taking and holding in trust for use of the District any grant or gift of land, money 
or other personal property. 
 
The Board of Middletown City School District is composed of five members elected by the 
citizens of the District.  A regular term is four years. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 3311.19 
  3313.01; 3313.02; 3313.09; 3313.17; 3313.20; 3313.33; 3313.47 
 
 
CROSS REFS.: AA, School District Legal Status 
 BBA, School Board Powers and Duties 
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SCHOOL BOARD POWERS AND DUTIES 
 
 
Under the laws of the state of Ohio, the Board acts as the governing body of the public schools.  
Within the extent of its legal powers, the Board has responsibilities for operating the District in 
accordance with the desires of local citizens who elect its members. 
 
The Board’s major responsibilities are to: 
 
 1. select and employ a Superintendent; 
 
 2. select and employ a Treasurer; 
 
 3. determine and approve the annual budget and appropriations; 
 
 4. provide needed facilities and equipment; 
 
 5. provide for the funds necessary to finance the operation of the District; 
 
 6. consider and approve or reject the recommendations of the Superintendent in all 

matters of policy, appointment or dismissal of employees, salary schedules, courses of 
study, selection of textbooks and other matters pertaining to the operation of the 
District; 

 
 7. require reports of the Superintendent concerning the conditions, efficiency and needs of 

the District; 
 
 8. evaluate the effectiveness with which the District is achieving the educational purposes 

of the Board; 
 
 9. inform the public about the progress and needs of the District and to solicit and weigh 

public opinion as it affects the District and 
 
 10. adopt policies for its governance and the governance of its employees and the students 

of the District. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 3313.17; 3313.18; 3313.20; 3313.22; 3313.37; 3313.375; 3313.39;  
  3313.47 
  3315.07 
  3319.01 
  5705.01(A); 5705.03; 5705.28 
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BOARD MEMBER AUTHORITY 
(And Duties) 

 
 
Because all powers of the Board lie in its action as a group, individual members exercise their 
authority over District affairs only as they vote to take action at a legal meeting of the Board. 
 
An individual Board member acts on behalf of the Board only when, by vote, the Board has 
delegated authority to him/her. 
 
It is the duty of the individual members of the Board to attend all legally called meetings of the 
Board, except for compelling reasons to the contrary, to participate in normal Board business 
operations and represent all citizens’ interests in matters affecting education. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 121.22 
  3313.18; 3313.33 
 
 
CROSS REF.: BBA, School Board Powers and Duties 
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BOARD MEMBER OATH OF OFFICE 
 
 

Before entering upon the duties of his/her office, each person elected or appointed a member of 
the Board takes an oath to support the Constitution of the United States and the state of Ohio and 
that he/she will perform faithfully the duties of his/her office.  Such oath may be administered by 
the Treasurer, any member of the Board or Board attorney. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REF.: ORC 3313.10 
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     File:  BBBB-E 
 
 

BOARD MEMBER OATH OF OFFICE 
 
 
“Do you solemnly swear (or affirm) that you will support the Constitution of the United States 
and the Constitution of the state of Ohio; and that you will faithfully and impartially discharge 
your duties as members of the Board of Education of the Middletown City School District, 
Butler County, Ohio, to the best of your ability, and in accordance with the laws now in effect 
and hereafter to be enacted, during your continuance in said office, and until your successor is 
elected and qualified.”  The answer is “I do.” 
 
 
 
       
 Member’s Signature 
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UNEXPIRED TERM FULFILLMENT 
(Board Vacancy) 

 
 
A vacancy on the Board may be caused by: 
 
 1. death; 
 
 2. nonresidence; 
 
 3. resignation; 
 
 4. removal from office; 
 
 5.  failure of a person elected or appointed to qualify within 10 days after the organization 

of the Board or of his/her appointment or election; 
 
 6. relocation beyond District boundaries or 
 
 7. absence from Board meetings for a period of 90 days, if the reasons for the absence are 

declared insufficient by a two-thirds vote of the remaining Board members.  (The vote 
must be taken not earlier than 30 days after the 90-day period of absence.) 

 
Any such vacancy will be filled by the Board at its next regular or special meeting not earlier 
than 10 days nor later than 30 days after the vacancy occurs.  A majority vote of all the 
remaining members of the Board is required to fill the vacancy. 
 
Each person selected to fill a vacancy holds office:  
 
 1. until the completion of the unexpired term or  
 
 2. until the first day of January immediately following the next regular Board election 

taking place more than 90 days after a person is selected to fill the vacancy.   
  (At that election, a special election to fill the vacancy is held.  No such special election 

is held if the unexpired term ends on or before the first day of January immediately 
following that regular Board election.  The term of a person elected in this manner 
begins on the first day of January following the election and is for the remainder of the 
unexpired term.) 

 
The shorter of the above options determines the length of office. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 3.01; 3.02; 3.07; 3.08 
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  3313.11; 3313.85 
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BOARD MEMBER CODE OF ETHICS 
 
 
Public education will be conducted in an ethical manner.  In addition to State law, the conduct of 
Board members will conform to the code of ethics recommended by the Ohio School Boards 
Association which includes the following. 
 
It is unethical for a board member to: 
 
 1. seek special privileges for personal gain; 
 
 2. personally assume unauthorized authority; 
 
 3. criticize employees publicly; 
 
 4. disclose confidential information; 
 
 5. place the interest of one group or community above the interest of the entire 

District; 
 
 6. withhold facts from the Superintendent, particularly about the incompetency of an 

employee or 
 
 7. announce future action before the proposition has been discussed by the Board. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 102.03; 102.04 
  2921.01(A); 2921.42; 2921.43; 2921.44 
  3313.13 
  3319.21 
 
 
CROSS REF.: BBFA, Board Member Conflict of Interest 
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BOARD MEMBER CODE OF ETHICS 
 
 
While serving as a member of my Board of Education, I accept the responsibility to improve 
public education.  To that end I will: 
 
 remember that my first and greatest concern must be the educational welfare of all students 

attending the public schools; 
 
 obey the laws of Ohio and the United States; 
 
 respect the confidentiality of privileged information; 
 
 recognize that as an individual Board member I have no authority to speak or act for the 

Board; 
 
 work with other members to establish effective Board policies; 
 
 delegate authority for the administration of the schools to the Superintendent and staff; 
 
 encourage ongoing communications among Board members, the Board, students, staff and 

the community; 
 
 render all decisions based on the available facts and my independent judgment rather than 

succumbing to the influence of individuals or special interest groups; 
 
 make efforts to attend all Board meetings; 
 
 become informed concerning the issues to be considered at each meeting; 
 
 improve my boardmanship by studying educational issues and by participating in in-service 

programs; 
 
 support the employment of staff members based on qualifications and not as a result of 

influence; 
 
 cooperate with other Board members and administrators to establish a system of regular 

and impartial evaluations of all staff; 
 
 avoid conflicts of interest or the appearance thereof; 
 
 refrain from using my Board position for benefit of myself, family members or business 

associates and 
 
 express my personal opinions, but, once the Board has acted, accept the will of the 

majority. 
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NOTE: This code of ethics has been adopted by the Ohio School Boards Association 
 Delegate Assembly.  
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BOARD MEMBER CONFLICT OF INTEREST 
 
 
The Board and individual members follow the letter and spirit of the law regarding conflicts of 
interest. 
 
A Board member will not have any direct or indirect pecuniary interest in a contract with the 
District; will not furnish for remuneration any labor, equipment or supplies to the District; nor be 
employed by the Board in any capacity for compensation. 
 
A Board member may have a private interest in a contract with the Board if all of the following 
apply: 
 
 1. the subject of the public contract is necessary supplies or services for the District; 
 
 2. the supplies or services are unobtainable elsewhere for the same or lower cost, or are 

being furnished to the District as part of a continuing course of dealing established 
prior to the Board member’s becoming associated with the school District; 

 
 3. the treatment accorded the District is either preferential to or the same as that accorded 

other customers or clients in similar transactions and 
 
 4. the entire transaction is conducted at arm’s length, with full knowledge by the Board of 

the interest of the Board member, member of his/her family, or his/her business 
associate, and the Board member takes no part in the deliberations or decision with 
respect to the public contract. 

 
The law specifically forbids: 
 
 1. the Prosecuting Attorney or a city attorney from serving on a board; 
 
 2. a member from serving as the school dentist, physician or nurse; 
 
 3. a member from being employed for compensation by a board; 
 
 4. a member from having, directly or indirectly, any pecuniary interest in any contract 

with a board; 
 
 5. a member from voting on a contract with a person as a teacher or instructor if he/she is 

related to that person as father, mother, brother or sister (this Board also includes 
spouse); 

 
 6. a member from authorizing, or employing the authority or influence of his/her office to 

secure authorization of, any public contract in which he/she, a member of his/her 
family or his/her business associates have an interest; 
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 7. a member from having an interest in the profits or benefits of a public contract entered 
into by, or for the use of, the District and 
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 8. a member from occupying any position of profit during his/her term of office or within 

one year thereafter in the prosecution of a public contract authorized by him/her or a 
board of which he/she was a member at the time of authorization of that contract. 

 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 102.03 
  2921.02(B); 2921.42; 2921.43 
  3313.13; 3313.33; 3313.70 
  3319.21 
  4117.20 
 
 
CROSS REF.: BBF, Board Member Code of Ethics 
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 File:  BCA 
 
 

BOARD ORGANIZATIONAL MEETING 
 
 
In compliance with law, the Board meets within the first 15 days of January of each year for the 
purpose of electing a president and vice president from among its membership and taking action 
on other matters of annual business.  The Treasurer canvasses the new Board prior to December 
31 of each year to establish the date of the organizational meeting.  The Board appoints a 
president pro tempore from its membership. 
 
Meeting Procedures 
 
 1. The President Pro Tempore calls the meeting to order. 
 
 2. The official swearing in or administration of the oath of office to the new members 

should follow.  If the oath has already been taken, it should be stated for the record 
where and when this oath was taken.  If the oath has not been previously taken, the 
Treasurer, any member of the Board or any person qualified to administer an oath may 
do so. 

 
 3. The President Pro Tempore then presides over the election of the President. 
 
 4. The newly elected President assumes the chair. 
 
 5. The Board proceeds with items of annual business such as: 
 
 A. setting the dates and times of regular Board meetings; 
 B. appointing of legal counsel for the ensuing calendar year; 
 C. electing a Treasurer in those years when the Treasurer’s term has expired and 

establishment of salary; 
 D. purchasing liability insurance for Board members; 
 E. appointing a legislative liaison; 
 F. adopting a budget for the new fiscal year (before January 15); 
 G. securing performance bonds for the Superintendent and Treasurer and 
 H. establishing a Board service fund. 
 
 6. Upon conclusion of annual business, the Board enters into such regular or special 

business as appears on the agenda for the meeting. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 3313.10; 3313.14; 3313.15; 3313.203; 3313.22; 3313.25; 3313.87 
 
 
CROSS REFS.: BCB, Board Officers 
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BOARD OFFICERS 
 
 
President 
 
The President presides at all meetings of the Board and performs other duties as directed by law, 
state regulations and policies of the Board.  In carrying out these responsibilities, the President: 
 
 1. is responsible for the orderly conduct of all Board meetings; 
 2. calls special meetings of the Board as necessary; 
 3. appoints Board committees, is an ex officio member of all Board committees with the 

power to vote and is knowledgeable as to the business of the various committees and  
generally oversees their work; 

 4. signs all proceedings of the Board after they have been approved; 
 5. signs all other instruments, acts and orders necessary to carry out State requirements 

and the will of the Board; 
 6. acts as spokesperson for the Board and 
 7. performs such other duties as may be necessary to carry out the responsibilities of the 

office. 
 
The President has the right, as do other Board members, to offer resolutions, to make and second 
motions, to discuss questions and to vote. 
 
Vice President 
 
In the absence of the President, the Vice President performs the duties and has the 
responsibilities and commensurate authority of the President. 
 
The Vice President performs such other duties as may be delegated or assigned to him/her by the 
Board. 
 
President Pro Tempore 
 
A president pro tempore may be elected by a majority of the Board to serve in such capacity 
when the President and Vice President are absent or unable to perform their duties. 
 
The President Pro Tempore does not have power to sign any legal documents and vacates the 
chair when the President or Vice President arrives at the meeting. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REF.: ORC 3313.14 
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QUALIFICATIONS AND DUTIES OF THE TREASURER 
 
 
Title: Treasurer 
 
Department: Administration 
 
Building/Facility:  Central Office 
 
Reports to: Board of Education 
 
Employment Status:  Regular/Full-time 
 
FLSA Status: Exempt 
 
General Description:  Serve as District’s chief financial officer; assume responsibility for  
 receipt, safekeeping and disbursement of all District funds; direct and  
 manage all financial accounting programs and systems 
 
Essential Functions: 
 
 1. attend all Board meetings 
 2. record proceedings of Board meetings 
 3. prepare annual budget and appropriations resolution with assistance of the 

Superintendent 
 4. receive, deposit and account for all school funds of District 
 5. adhere to purchase order system with purchase order to be approved by Treasurer only 

on a “funds available” basis 
 6. render monthly statement to Board and, as needed, to the Superintendent  
 7. sign all checks in accordance with law 
 8. make available to members of Board, administration and for public inspection 

whenever necessary, and as prescribed by law, all papers and documents entrusted to 
the Treasurer for filing 

 9. keep on record for Board's information complete listing of all insurance policies and 
premiums on all District properties 

 10. complete and file at proper times all forms, reports, papers and other requirements as 
prescribed by Auditor, Department of Education, or other state or local agencies 

 11. prepare and maintain on file all employee contracts 
 12. receive all moneys belonging to the District, including payment of taxes from county 

treasurer 
 13. makes decisions concerning investment of idle District funds 
 14. prepare and submit monthly report on the District's fiscal status 
 15. render full annual report at the end of each fiscal year 
 16. pay out District moneys on written order of designated Board officials 
 17. supervise staff members of Treasurer's office and perform personnel-related functions 

for Treasurer’s office employees, e.g., make recommendations for appointment, 
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promotion, demotion, discharge, assignment and transfer, communicate personnel 
matters to employees, evaluate staff provide in-service education to staff and maintain 
personnel files on current employees 

 18. maintain filing system for Board business and transactions 
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 19. handle communications and correspondence for Board 
 20. assist in preparing salary notices 
 21. maintain record of retirement contributions 
 22. prepare all purchase orders 
 23. certify all purchase orders and requisitions for supplies and services 
 24. maintain complete and systematic set of financial records 
 25. record all sick leave, personal leave and vacation leave for all employees 
 26. prepare advertisement of all legal notices concerning Board business 
 27. prepare long-range financial projections with Superintendent for Board 
 28. act as financial resource person for Board's negotiating team and at all public meetings 
 29. provide and counsel staff members in areas of insurance benefits, retirement provisions, 

local tax laws, provisions of sick leave policy and other information concerning fringe 
benefits 

 30. prepare necessary paperwork for operating levies and bond issues 
 31. make contacts with public with tact and diplomacy 
 32. maintain respect at all times for confidential information, e.g., personnel information 
 33. interact in positive manner with staff, students and parents 
 34. promote good public relations by personal appearance, attitude and conversation 
 35. attend meetings and in-services as required 
 
Other Duties and Responsibilities: 
 
 1. evaluate staff members of Treasurer's office 
 2. prepare and issue written notice of intention not to re-employ professional and support 

staff  
 3. respond to routine questions and requests in appropriate manner 
 4. cooperate with Superintendent in development and implementation of administrative 

and Board policies 
 5. attend meetings and conferences designed to enhance professional qualifications 
 6. serve as role model for students in how to conduct themselves as citizens and as 

responsible, intelligent human beings 
 7. instill in students belief in and practice of ethical principles and democratic values 
 8. perform other duties as assigned 
 
Qualifications: 
 
 1. state of Ohio treasurer's certificate/license 
 2. degree in accounting, business management or related field from accredited college or 

university 
 3. formal training/experience in accounting and fiscal procedures 
 4. alternatives to above qualifications as Board may find appropriate 
 
Required Knowledge, Skills and Abilities: 
 
 1. knowledge of accounting principles, financial statements and investments 
 2. ability to research, comprehend and interpret applicable laws 
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 3. knowledge of accounting software 
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 4. organizational and problem-solving skills 
 5. ability to work effectively with others 
 6. ability to communicate ideas and directives clearly and effectively, both orally and in 

writing 
 7. effective, active listening skills 
 8. records management skills 
 9. experience in payroll and accounts payable procedures 
 
Equipment Operated: 
 
 1. computer/printer 
 2. calculator 
 3. copy machine 
 4. fax machine 
 5. telephone 
 
Additional Working Conditions: 
 
 1. occasional travel 
 2. occasional evening and/or weekend work 
 3. requirement to lift, carry, push and pull various items  
 4. repetitive hand motion, e.g., computer keyboard, calculator, adding machine, typewriter 
 5. occasional exposure to blood, bodily fluids and tissue 
 6. occasional interaction among unruly children 
 7. regular requirement to sit, stand, walk, talk, hear, see, read, speak, reach, stretch with 

hands and arms, crouch, climb, kneel and stoop 
 
NOTE: The above lists are not ranked in order of importance. 
 
This job description is subject to change and in no manner states or implies that these are the 
only duties and responsibilities to be performed by the incumbent.  The incumbent will be 
required to follow the instructions and perform the duties required by the incumbent's 
supervisor/appointing authority. 
 
___________________________________________________             ____________________ 
Board President     Date 
 
My signature below signifies that I have reviewed the contents of my job description and that I 
am aware of the requirements of my position. 
 
___________________________________________________             ____________________ 
Signature     Date 
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[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 131.18 
  3301.074 
  3311.19 
  3313.14; 3313.15; 3313.22; 3313.24; 3313.26 through 3313.34; 3313.51 
  5705.41; 5705.412; 5705.45 
 
 
CROSS REFS.: BCCA, Incapacity of the Treasurer 
 BCCB, Evaluation of the Treasurer (Also AFBA) 
 BDDG, Minutes 
 DFA, Revenues from Investments 
 DH, Bonded Employees and Officers 
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 File:  BCCA 
 
 

INCAPACITY OF THE TREASURER 
 
 
Should the Treasurer become incapacitated, the Board will appoint a treasurer pro tempore.  The 
appointment is made by a majority vote of the Board after the conditions relating to incapacity of 
the Treasurer are met in accordance with State law and the Family and Medical Leave Act. 
 
The Treasurer Pro Tempore shall perform all the duties and functions of the Treasurer and may 
be removed at any time by a two-thirds majority vote of the members of the Board or upon 
return to full-time active service of the Treasurer. 
 
The Treasurer Pro Tempore shall meet the licensing requirements established by the State Board 
of Education.  The Treasurer Pro Tempore may not be a member of the Board. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: Family and Medical Leave Act; 29 USC 2601 et seq. 
 ORC 3313.23 
 
 
CROSS REFS.: BCC, Qualifications and Duties of the Treasurer 
 BCCB, Evaluation of the Treasurer (Also AFBA) 
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INCAPACITY OF THE TREASURER 
 
 
A treasurer pro tempore shall be appointed by a majority of the members of the Board upon 
determining that the Treasurer is incapacitated in such a manner that he/she is unable to perform 
the duties of that office.  Such incapacity is determined: 
 
 1. by request of the Treasurer, if the Treasurer is absent with pay by reason of personal 

illness, injury or exposure to contagious disease which could be communicated to 
others or is absent without pay in accordance with the Family and Medical Leave Act; 

 
 2. upon certification of the attending physician that the Treasurer is unable to perform the 

duties of the office of Treasurer; 
 
 3. upon the determination of a referee, pursuant to the Ohio Revised Code, that the 

Treasurer is unable to perform the duties of the office of Treasurer; 
 
 4. upon the granting of a leave of absence, without pay, requested by the Treasurer by 

reason of illness, injury or other disability of the Treasurer or 
 
 5. upon the placing of the Treasurer on an unrequested leave of absence, without pay, by 

reason of illness or other disability pursuant to the Ohio Revised Code. 
 
During the period of incapacity, the Treasurer shall: 
 
 1. at his/her request, be placed on sick leave with pay, not to exceed the extent of his/her 

accumulated but unused sick leave and any advancement of such sick leave which may 
be authorized by Board policy; 

 
 2. at his/her request, or without such request, pursuant to the Family and Medical Leave 

Act, be placed on unpaid FMLA leave for up to 12 weeks per year or 
 
 3. at his/her request, or without such request, pursuant to the Ohio Revised Code, be 

placed on a leave of absence without pay. 
 
The leave provided during the period of incapacity (described above) shall not extend beyond the 
contract or term of office of the Treasurer. 
 
The Treasurer shall, upon request to the Board, be returned to active-duty status, unless the 
Board denies the request within 10 days of receipt of the request.  The Board may require the 
Treasurer to establish to its satisfaction that the Treasurer is capable of resuming such duties and, 
further, that the duties may be resumed on a full-time basis. 
 
The Board may demand that the Treasurer return to active service; upon the determination that 
the Treasurer is able to resume his/her duties, the Treasurer shall return to active service. 
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The Treasurer may request a hearing before the Board on actions as indicated above taken under 
this policy and shall have the same rights in such hearing as are granted under ORC 3319.16. 
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The Treasurer Pro Tempore shall perform all of the duties and functions of the Treasurer and 
may be removed at any time by a two-thirds majority vote of the members of the Board. 
 
The Board shall fix the compensation of the Treasurer Pro Tempore in accordance with the Ohio 
Revised Code and he/she shall serve until the Treasurer’s incapacity is removed or until the 
expiration of the Treasurer’s contract or term of office, whichever is earlier. 
 
 
(Approval date:  October 11, 2004) 
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 File:  BCCB (Also AFBA) 
 
 

EVALUATION OF THE TREASURER 
 
 
The Board evaluates the performance of the Treasurer in order to assist both the Board and the 
Treasurer in the proper discharge of their responsibilities and to enable the Board to provide the 
District with the best possible leadership.  Evaluation will occur by September 1, except the year 
in which the contract ends and will not be renewed.  These evaluations will occur by October 15. 
 
The objectives of the Board’s evaluation are to: 
 
 1. promote professional excellence to improve the skills of the Treasurer; 
 
 2. improve the quality of District business practices and 
 
 3. provide a basis for the review of the Treasurer’s performance. 
 
Criteria for the evaluation of the Treasurer are based upon the Treasurer’s job description and 
relate directly to each of the tasks described.  The job description and any revisions thereto are 
developed in consultation with the Treasurer and Superintendent, signed by the Treasurer and 
Board President and adopted by the Board. 
 
Evaluation criteria are reviewed as necessary or as requested by the Treasurer, but not less 
frequently than annually.  Any proposed revision of the evaluation criteria shall be provided to 
the Treasurer for his/her comments before its adoption. 
 
The evaluation of the Treasurer’s abilities and performance is written and made available to and 
discussed with the Treasurer in conference.  The Board may consider the evaluation of the 
Treasurer in acting to renew or nonrenew his/her contract. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 3301.074 
  3313.22 
 OAC Chapter 3301-5 
 
 
CROSS REFS.: AF, Commitment to Accomplishment 
 BCC, Qualifications and Duties of the Treasurer 
 BCCA, Incapacity of the Treasurer 
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BOARD-SUPERINTENDENT RELATIONSHIP 
 
 
The enactment of policies, consistent with long-term goals, is the most important function of a 
board and the execution of the policies should be the function of the Superintendent and staff. 
 
Delegation by the Board of its executive powers to the Superintendent provides freedom for the 
Superintendent to manage the District within the Board’s policies and frees the Board to devote 
its time to policy-making and appraisal functions. 
 
The Board holds the Superintendent responsible for the administration of its policies, the 
execution of Board decisions, the operation of the internal machinery designed to serve the 
District program and keeping the Board informed about District operations and problems. 
 
The Board strives to procure the best professional leader available as its Superintendent.  The 
Board, as a whole and as individual members: 
 
 1. gives the Superintendent full administrative authority for properly discharging his/her 

professional duties, holding him/her responsible for acceptable results; 
 
 2. acts in matters of employment or dismissal of personnel after receiving the 

recommendations of the Superintendent; 
 
 3. refers all complaints to the Superintendent for appropriate investigation and action; 
 
 4. strives to provide adequate safeguards for the Superintendent and other staff members 

so that they can discharge their duties on a thoroughly professional basis and 
 
 5. presents personal criticisms of any employee directly to the Superintendent. 
 
 
[Adoption date:  October 11, 2004] 
 
 
CROSS REFS.: AFB, Evaluation of the Superintendent (Also CBG) 
 BDC, Executive Sessions 
 CBA, Qualifications and Duties of the Superintendent 
 CBC, Superintendent’s Contract 
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BOARD COMMITTEES 
 
 
The Board may authorize the establishment of committees from among its membership as it 
finds such action necessary to study operations in specific areas and to make recommendations 
for Board action. 
 
The following guidelines may govern the appointment and function of Board committees. 
 
 1. The committee is established through action of the Board. 
 
 2. The chairperson and members are named by the Board President. 
 
 3. The committee may make recommendations for Board action but may not act for the 

Board unless specifically authorized. 
 
 4. The Board President and Superintendent are ex officio members of all committees. 
 
 5. No committee appointments extend beyond the ensuing annual organizational meeting, 

at which time the newly elected President has the privilege of making new 
appointments or re-appointments.  A committee may be dissolved at any time by a 
majority vote. 

 
 6. The Sunshine Law and its exceptions apply to Board meetings and Board-appointed 

committee and subcommittee meetings. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS: ORC 121.22 
  3313.18 
 
 
CROSS REFS.: ABA, Community Involvement in Decision Making (Also KC) 
 ABB, Staff Involvement in Decision Making (Also GBB) 
 BCB, Board Officers 
 BCF, Advisory Committees to the Board 
 BCFA, Business Advisory Council to the Board 
 BDC, Executive Sessions 
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ADVISORY COMMITTEES TO THE BOARD 
 
 
The Board may appoint ad hoc advisory committees to provide consultation services for 
determining the needs and expectations of the District and its residents.  The central purpose of 
all advisory committees is to contribute to the educational program by conducting studies, 
identifying problems and developing recommendations that enhance the effectiveness of the 
decision-making process.   
 
Specific topics for study or activity are assigned in writing to each committee immediately 
following its appointment.  Committees are instructed as to the length of time each member is 
being asked to serve, the services the Board wishes rendered, the resources the Board intends to 
provide and the approximate date on which the Board expects to dissolve the committee.  
 
Each committee serves in an advisory capacity only, proposing recommendations based on 
analysis of a problem, and exists only as long as is necessary to conduct the study and report to 
the Board.  
 
The Board gives careful consideration to all recommendations, although final action and 
responsibility remain with the Board.  The Superintendent or his/her designee informs members 
of the committee of the Board’s action. 
 
Upon completing its assignment, each committee is either dissolved promptly or given a new 
task.  Committees are not allowed to continue for prolonged periods without definite 
assignments.  The Board has sole power to dissolve any of its advisory committees and reserves 
the right to exercise this power at any time during the life of any committee, after seeking the 
advice of the Superintendent. 
 
All appointments to advisory committees are made by the Superintendent with the approval of 
the Board. 
 
The Sunshine Law and its exceptions apply to Board meetings and Board-appointed committee 
and subcommittee meetings, including meetings of advisory committees to the Board. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REF: ORC 121.22 
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BUSINESS ADVISORY COUNCIL TO THE BOARD 
 
 
The Board shall appoint a Business Advisory Council whose membership and organization shall 
be determined by the Board. 
 
This council advises and provides recommendations to the Board on matters specified by the 
Board, including, but not necessarily limited to, the delineation of employment skills, the 
development of curriculum to instill these skills, changes in the economy and in the job market 
and the types of employment in which future jobs are most likely to be available.  This council 
also makes suggestions for developing a working relationship among businesses, labor 
organizations and educational personnel in the District.  Meetings of the Business Advisory 
Council to the Board fall under the auspices of the Sunshine Law. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 121.22 
  3313.174 
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SCHOOL BOARD ATTORNEY 
 
 
 
The Middletown City Board may employ legal counsel in addition to the City Solicitor/City Law 
Director and pay for legal services from District funds. 
 
The counsel advises the Board and its officials on legal matters. 
 
In engaging legal counsel, the Board may require submission of a written proposal which can be 
incorporated into a contract or purchase order if it satisfies the wishes of the Board.  Proposals 
could detail: 
 
 1. specific objectives to be accomplished by the counsel; 
 
 2. a list of specific tasks to be performed; 
 
 3. procedures to be used in carrying out the tasks; 
 
 4. target dates for the completion of tasks; 
 
 5. methods to be used to report results to the Board and/or to deliver any product or render 

any service to the Board and 
 
 6. a fee agreement clearly specifying all fees for legal services and termination rights. 
 
The Board will establish procedures necessary to effect an efficient working relationship 
between the counsel and the Board and/or staff members.  The Board will designate which staff 
members are authorized to consult Board counsel without prior approval. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 309.10 
  3313.35 
  3319.33 
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CONSULTANTS TO THE BOARD 
 
 
In order to pursue its educational mission and also to protect the public’s financial investment in 
the schools, the Board may, from time to time, engage the services of qualified professional 
consultants to provide new insights and ideas for dealing with especially difficult problems 
and/or to provide special services which the present staff is unable to provide.  The kinds of 
assistance sought from consultants may include, but are not necessarily limited to: conducting 
fact-finding studies, surveys and research; providing counsel or services requiring special 
expertise and assisting the Board in developing policy and program recommendations. 
 
Before engaging any consultant, the Board may require submission of a written proposal which 
can be incorporated into a contract or purchase order if it satisfies the wishes of the Board.  
Proposals may detail: 
 
 1. specific objectives to be accomplished by the consultant; 
 
 2. specific tasks to be performed; 
 
 3. procedures to be used in carrying out the tasks; 
 
 4. target dates for the completion of tasks; 
 
 5. methods to be used to report results to the Board and/or to deliver products or render 

any service to the Board and/or 
 
 6. fees or rate of pay the Board will be charged. 
 
The Board will establish procedures necessary to effect an efficient working relationship 
between the consultant and the Board and/or staff members. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 3313.171 
  3315.061 
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EXECUTIVE SESSIONS 
 
 
Educational matters should be discussed and decisions made at public meetings of the Board (in 
accordance with the rationale for the creation of public governing bodies).  Some matters are 
more properly discussed by the Board in executive session.  As permitted by law, such matters 
may involve: 
 
 1. the appointment, employment, dismissal, discipline, promotion, demotion or 

compensation of an employee, official or student or the investigation of charges or 
complaints against such individual, unless an employee, official or student requests a 
public hearing (the Board will not hold an executive session for the discipline of one of 
its members for conduct related to the performance of his/her official duties or for 
his/her removal from office); 

 
 2. the purchase of property for public purposes or for the sale of property at competitive 

bidding, if premature disclosure of information would give an unfair advantage to a 
person whose personal, private interest is adverse to the general public interest; 

 
 3. specialized details of security arrangements where disclosure of the matters discussed 

might reveal information that could be used for the purpose of committing, or avoiding 
prosecution for, a violation of the law; 

 
 4. matters required to be kept confidential by State statutes or Federal law; 
 
 5. preparing for, conducting or reviewing negotiations with public employees concerning 

their compensation or other terms and conditions of their employment or 
 
 6. in-person conferences with an attorney for the Board concerning disputes involving the 

Board that are the subject of pending or imminent court action. 
 
Conferences with a member of the office of the State Auditor or an appointed certified public 
accountant for the purpose of an audit are not considered meetings subject to the Sunshine Law. 
 
The Board meets in executive session only to discuss legally authorized matters.  Executive 
sessions are held only as part of a regular or special meeting and only after a majority of the 
“quorum” determines, by a roll-call vote, to hold such a session. 
 
When the Board holds an executive session for any of the reasons stated above, the motion and 
vote to hold the executive session shall state one or more of the purposes listed under such 
paragraph for which the executive session is to be held, but need not include the name of any 
person to be considered in the executive session.  The minutes shall reflect the information 
described above. 
 
In compliance with law, no official action may be taken in executive session.  To take final 
action on any matter discussed, the Board reconvenes into public session. 
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Board members shall not disclose or use, without appropriate authorization, any information 
acquired in the course of official duties (which is confidential because of statutory provisions) or 
which has been clearly designated as confidential because of the status of proceedings or the 
circumstances under which the information was received. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 102.03 
  121.22 
 
 
CROSS REFS.: BD,  School Board Meetings 
 KBA, Public’s Right to Know 
 KLD, Public Complaints About District Personnel 
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 File:  BDDA 
 
 

NOTIFICATION OF MEETINGS 
 
 

Due notice of all meetings of the Board and Board-appointed committees is given to the press 
and the public who have requested notification and to all Board members. 
 
Organizational Meetings:  Notice of organizational meetings, including any special or regular 
meeting following the organizational meeting, is given in the same manner as notice for regular 
and special meetings of the Board (see below). 
 
Regular Meetings:  A notice of the time and place of regularly scheduled meetings is given to the 
media who have requested notification and to those individuals requesting advance personal 
notice. 
 
Special Meetings:  A special meeting may be called by the President, the Treasurer or any two 
members of the Board by serving written notice of the time and place of the meeting upon each 
Board member at least two days before the date of the meeting.  The notice must be signed by 
the officer or members calling the meeting.  Notice by mail is authorized.  Notice of the time, 
place and purpose must also be given at least 24 hours in advance of the meeting to all news 
media and individuals who have requested such notice. 
 
Emergency Meetings:  In the event of any emergency, the media is notified immediately of the 
time, place and purpose of the meeting. 
 
Personal Notice of Meetings:  Any person who wishes to receive advance personal notice of 
regular or special meetings of the Board may receive the advance notice by requesting that the 
Treasurer include his/her name on a mailing list and by providing the Treasurer with a supply of 
stamped, self-addressed envelopes. 
 
Cancellation:  Occasionally, regular or special meetings of the Board must be canceled.  
Meetings can be canceled for any reason.  When a meeting is to be canceled, the Treasurer 
notifies Board members and all media and individuals who have requested notification of such 
meetings.  Notice of cancellation is also prominently posted at the meeting site.  This notice 
includes the new date of a rescheduled meeting, if possible. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.:  ORC 121.22 
  3313.15; 3313.16 
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AGENDA PREPARATION AND DISSEMINATION 
 
 
The Superintendent and Treasurer, in consultation with the Board President, arranges the order 
of items on meeting agendas so that the Board can accomplish its business as expeditiously as 
possible.  The particular order may vary from meeting to meeting in keeping with the business at 
hand. 
 
Items of business may be suggested by a Board member, staff member or citizen of the District.  
The agenda may allow suitable time for remarks by the public who wish to speak briefly before 
the Board. 
 
The Board follows the order of business established by the agenda, except as it may vote to re-
arrange the order for the convenience of visitors or other individuals appearing before the Board 
or to expedite Board business.  An item of business which is not on the agenda may be discussed 
and acted upon if a majority of the Board agrees to consider the item.  The Board, however, 
should not revise Board policies, or adopt new ones, unless such action has been scheduled. 
 
The agenda, together with supporting materials, is distributed to Board members at least 48 
hours prior to the Board meeting to permit them to give items of business careful consideration.  
The agenda is also made available to the press, representatives of the community, staff groups 
and others upon request. 
 
 
[Adoption date:  October 11, 2004] 
 
 
CROSS REFS.: BDDA, Notification of Meetings 
 BDDH, Public Participation at Board Meetings (Also KD) 
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VOTING METHOD 
 
 
All votes taken by the Board are recorded in the official proceedings of the meeting. 
 
To comply fully with State law, roll-call votes are made on resolutions pertaining to: 
 
 1. any action on which a Board member requests a roll-call vote and 
 
 2. re-employment of a teacher against the Superintendent’s recommendation. 
 
The following actions require a roll-call vote and an affirmative vote by a majority of the full 
membership of the Board for passage: 
 
 1. purchase or sale of real or personal property; 
 
 2. employment of any school employee; 
 
 3. election or appointment of an officer; 
 
 4. payment of any debt or claim and 
 
 5. adoption of any textbook. 
 
For passage, most other actions require an affirmative vote by a majority of those present and 
voting.  Board members must be physically present at the meeting in order to vote. 
 
All votes which require a specific majority are in the exhibit which follows. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 3313.11; 3313.18; 3313.22; 3313.23; 3313.66(E) 
  3319.01; 3319.07; 3319.11 
  3329.08 
  5705.14; 5705.16 
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VOTING METHOD 
(5-Member Board) 

 
 

ITEM # NEEDED REFERENCE 
  ORC 
   
   
Declare it necessary to issue bonds  3 (a) 133.18 
  133.01(U) 
   
Declare, by remaining members, that 
reasons for a member's absence for 90 
days are insufficient to continue 
membership 

 
 
 

3 (e) 

 
 
 
3313.11 

   
Fill a vacant Board seat (majority of 
remaining members) 

 
3 (f) 

 
3313.11 

   
Purchase or sell real estate 3 (a) 3313.18 
   
Appoint any employee 3 (a) 3313.18 
   
Elect or appoint an officer 3 (a) 3313.18 
   
Pay any debt or claim 3 (a) 3313.18 
   
Adopt textbook 3 (a) 3313.18 
   
Dispense with resolution authorizing 
purchase or sale of personal property, 
appointment of employees, etc., if 
annual appropriation resolution has 
been adopted by a majority of full 
membership 

 
 
 
 
 

3 (a) 

 
 
 
 
 
3313.18 

   
Remove the Treasurer at any time for 
cause 

 
4 (b) 

 
3313.22 

   
Appoint Treasurer Pro Tempore 3 (a) 3313.23 
   
Determine that Treasurer’s incapacity 
is removed 

 
3 (a) 

 
3313.23 

   
Remove Treasurer Pro Tempore at any 
time for cause  

 
4 (b) 

 
3313.23 
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Affirm, reverse, vacate or modify an 
order of student expulsion; reinstate a 
student 

 
 

3 (a) 

 
 
3313.66 (E) 

   
Employ or re-employ a Superintendent 3 (a) 3319.01 
   
Appoint Superintendent Pro Tempore 3 (a) 3319.011 
   
Remove Superintendent Pro Tempore 
at any time for cause 

 
4 (b) 

 
3319.011 

   
Suspend or remove Business Manager 4 (b) 3319.06 
   
Re-employ any teacher who the 
Superintendent refuses to recommend 
for re-employment 

 
 

4 (c) 

 
 
3319.07 

   
Re-employ a teacher not nominated by 
the Superintendent 

4(c) 3319.07 

   
Reject the recommendation of the 
Superintendent that a teacher eligible 
for continuing contract be granted a 
continuing contract  

 
 
 

4 (c) 

 
 
 
3319.11 

   
Determine, at a regular meeting, which 
textbooks shall be used in the schools 
under its control  

 
 

3 (a) 

 
 
3329.08 

   
Transfer funds in certain cases 4 (b) 5705.14 
 
Declare the necessity for certain 
transfers of funds 

 
3 (a) 

 
5705.16 

   
Levy a tax outside 10-mill limitation 
(not emergency) 

 
4 (b) 

 
5705.21 

   
Reject findings and recommendations 
of fact-finding panel by Board or 
employee organization under statutory 
impasse resolution procedure 

 
 
 

3 (g) 

 
 
 
4117.14(C)(6) 

   
Waiver of textbook and material fund 
transfer restriction* 

 
5 (h) 

 
3315.17(D)(2) 
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KEY 
 

  

(a)  Majority of full membership   
(b)  2/3 of full membership   
(c)  3/4 of full membership   
(d)  4/5 of full membership   
(e)  2/3 of remaining members of the Board   
(f)  Majority of remaining members of the Board   
(g)  3/5 of full membership   
(h)  Unanimous vote of full membership   
 
SOURCE:   Business Administration for Public Schools 
                    Published by the Ohio School Boards Association 
 
*The number used is based upon the number of members on the Board. 
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MINUTES 
 
 
The minutes of the meetings of the Board constitute the written record of Board actions.  The 
Treasurer records in the minutes of each meeting all actions taken by the Board.  Minutes need 
reflect only the general subject matter of discussion in executive sessions. 
 
Minutes shall specify the nature of the meeting (regular or special); time, place and members 
present; approval of minutes of the preceding meeting or meetings; complete record of official 
actions taken by the Board relative to the Superintendent’s recommendations, communications 
and all business transacted; items of significant information bearing on action; and a record of 
adjournment. 
 
The Treasurer shall include the motion, the name of the member making the motion and the 
name of the member seconding the motion and record the vote of each member present. 
 
A complete and accurate set of minutes shall be prepared and become a regular part of the 
monthly agenda.  The Treasurer must make draft minutes available for public inspection.  The 
minutes shall be signed by the President and attested to by the Treasurer, following approval of 
the minutes by the Board at the next meeting. 
 
The official minutes shall be bound and kept in the office of the Treasurer, who shall, after they 
have been approved by the Board, make them available to interested citizens.  Copies are made 
available at cost during normal office hours. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 121.22 
  149.43 
  3313.26 
 
 
CROSS REFS.: BCE, Board Committees 
 KBA, Public’s Right to Know 
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PUBLIC PARTICIPATION AT BOARD MEETINGS 
 
 
All meetings of the Board and Board-appointed committees are open to the public. 
 
In order for the Board to fulfill its obligation to complete the planned agenda in an effective and 
efficient fashion, a maximum of 30 minutes of public participation may be permitted at each 
meeting. 
 
Each person addressing the Board shall give his/her name and address.  If several people wish to 
speak, each person is allotted three minutes until the total time of 30 minutes is used.  During 
that period, no person may speak twice until all who desire to speak have had the opportunity to 
do so.  Persons desiring more time should follow the procedure of the Board to be placed on the 
regular agenda.  The period of public participation may be extended by a vote of the majority of 
the Board, present and voting. 
 
Agendas are available to all those who attend Board meetings.  The section on the agenda for 
public participation shall be indicated.  Noted at the bottom of each agenda shall be a short 
paragraph outlining the Board’s policy on public participation at Board meetings. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 121.22 
  3313.20 
 
 
CROSS REFS.: BCE, Board Committees 
 BDDC, Agenda Preparation and Dissemination 



Middletown City School District, Middletown, Ohio 
 

 File:  BDDJ (Also KBCD) 
 
 

BROADCASTING AND TAPING OF BOARD MEETINGS 
 
 
Photographic and electronic audio and video broadcasting and recording devices may be used at 
regular and special Board meetings legally open to the public according to the following 
guidelines. 
 
 1. Photographing, broadcasting and recording meetings are permitted only when all 

parties involved have been informed that cameras, broadcasting and/or recording 
devices are being used. 

 
 2. Persons operating cameras, broadcasting and/or recording devices must do so with a 

minimum of disruption to those present at the meeting.  Specifically, the view between 
Board members and the audience must not be obstructed, interviews must not be 
conducted during the meeting and no commentary is to be given in a manner that 
distracts Board members or the audience. 

 
 3. The Board has the right to halt any recording that interrupts or disturbs the meeting. 
 
The Board may make the necessary arrangements to make audio recordings of all regular 
meetings and any special meeting that it deems appropriate. 
 
The original audio recording before editing is kept as a permanent record as determined by law.   
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: U.S. Const. Amend. I 
 ORC 121.22 
  2911.21 
  2917.12 
  2921.31 
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BOARD POLICY DEVELOPMENT AND ADOPTION 
 
 
Proposals regarding Board policies and operations may originate at any of several sources, 
including students, community residents, employees, Board members, the Superintendent, 
consultants or civic groups.  A careful and orderly process shall be used in examining such 
proposals prior to action upon them by the Board. 
 
The formulation and adoption of these written policies shall constitute the basic method by 
which the Board shall exercise its leadership in the operation of the school system.  The study 
and evaluation of reports concerning the execution of its written policies shall constitute the 
basic method by which the Board shall exercise its control over the operation of the school 
system. 
 
The formal adoption of policies shall be recorded in the minutes of the Board.  Only those 
written statements so adopted and recorded shall be regarded as official Board policy. 
 
Final action on such proposals, whatever their source, is by the Board in accordance with this 
policy.  The Board takes action on most matters on the basis of recommendations presented by 
the Superintendent.  The Superintendent bases his/her recommendations upon the results of a 
study and upon the judgment of the staff and study committees. 
 
Policies introduced and recommended to the Board should not be adopted until a subsequent 
meeting in order to permit further study and provide opportunity for interested parties to react.  
However, temporary approval may be granted by the Board in lieu of formal adoption to address 
emergency conditions or special events which may occur before formal action can be taken. 
 
Unless otherwise specified, a new policy or policy amendment is effective as of the date of 
adoption by the Board and supersedes all previous policies in that area.  Unless otherwise 
specified, the repeal of a policy is effective as of the date the Board takes such action. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REF.: ORC 3313.20 
 
 
CROSS REFS.: AD, Development of Philosophy of Education 

 BFCA, Board Review of Regulations (Also CHB) 
 BFE Administration in Policy Absence (Also CHD) 
 BFF, Suspension of Policies 
 BFG, Policy Review and Evaluation 

 CH, Policy Implementation 
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BOARD REVIEW OF REGULATIONS 
 
 
The Board reviews regulations developed by the administration to implement policy.  The Board 
revises or nullifies such regulations only when they are inconsistent with policies adopted by the 
Board or when they are not in the best interest of the District. 
 
Before issuance, Board regulations are properly titled and coded as appropriate to subject and in 
conformance with the codification system selected by the Board.  Those officially approved by 
the Board are so marked.  All others appearing in the manual are considered approved, provided 
that they are in accordance with the accompanying Board policy. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 3313.17; 3313.20; 3313.47 
 
 
CROSS REFS.: BF, Board Policy Development and Adoption 
 CH, Policy Implementation 
 CHC, Regulations Dissemination 
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ADMINISTRATION IN POLICY ABSENCE 
 
 
In the absence of Board policy, the Superintendent may take temporary action that would be in 
accordance with the overall policy of the Board.  The Superintendent is not free to act when the 
action involves a duty of the Board that by law cannot be delegated. 
 
In each case, the Superintendent shall present the matter to the Board for its consideration at its 
next meeting. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 3313.18; 3313.20 
 
 
CROSS REF.: BF, Board Policy Development and Adoption 
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SUSPENSION OF POLICIES 
 
 
If the Board wishes to take action contrary to existing policy, it may suspend the policy for only 
one meeting at a time and in only one of the following ways: 
 
 1. upon a majority vote of the Board present and voting at a meeting in which the 

proposed suspension has been described in writing or 
 
 2. upon a unanimous vote of members of the Board present and voting if no notice has 

been given. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REF.: ORC 3313.20 
 
 
CROSS REF.: BF, Board Policy Development and Adoption 
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POLICY REVIEW AND EVALUATION 
 
 
In an effort to keep its written policies current so that they may be used consistently as a basis 
for Board action and administrative decision, the Board reviews its policies on a continuing 
basis. 
 
The Board evaluates how the policies have been executed by the school staff and weighs the 
results.  It relies on the school staff, students and the community for providing evidence of the 
effect of the policies which it has adopted. 
 
The Superintendent has the continuing responsibility of calling to the Board's attention all 
policies that are outdated or for other reasons appear to need revision.  To accomplish this, the 
Superintendent may request input from any Board or advisory committee. 
 
 
[Adoption date:  October 11, 2004] 
 
 
CROSS REFS.: AD, Development of Philosophy of Education 
 BF, Board Policy Development and Adoption 
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BOARD-STAFF COMMUNICATIONS 
 
 
The Board wishes to maintain open channels of communication with the staff.  The basic line of 
communication is through the Superintendent.  Staff members should utilize the Superintendent 
to communicate to the Board or its subcommittees. 
 
Accordingly, all official communications, policies and directives of staff interest and concern are 
communicated to staff members through the Superintendent.  The Superintendent/designee 
develops appropriate methods to keep staff members informed of the Board’s issues, concerns 
and actions. 
 
Board members must recognize that their presence in school buildings could be subject to a 
variety of interpretations by school employees.  If a visit to a school, classroom or administrative 
office is being made for other than general interest, Board members shall inform the 
Superintendent and/or building administrator of such visit and make arrangements for visitations 
through the principals of the various schools.  General interest visits are defined as informal 
expressions of interest in school affairs and not as inspections or visits for supervisory or 
administrative purposes.  Board members will indicate to the principal the reason(s) for the visit.  
Official visits by Board members are carried out only under Board authorization. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REF.: ORC 3313.20 
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NEW BOARD MEMBER ORIENTATION 
 
 
The Board shall provide an orientation program for its members-elect.  The primary purpose of 
this program is to acquaint the members-elect with the procedures of the Board and the scope of 
its responsibilities and to assist them to become informed and active Board members. 
 
The Board, Treasurer and the administrative staff assist each member-elect in understanding the 
Board’s functions, policies and procedures before the member-elect takes office. 
 
The following techniques may be employed to orient new Board members. 
 
 1. Selected materials, Board policies, regulations and other helpful information are 

furnished to the member-elect by the Superintendent. 
 
 2. Immediately after the general election, the member-elect is invited by the Board to 

attend Board meetings. 
 
 3. The Treasurer provides agendas and other materials pertinent to meetings and explains 

the use of the materials. 
 
 4. The incoming member is invited to meet with the Superintendent and other 

administrative personnel. 
 
 5. The Board makes an effort to send newly elected members to workshops and in-service 

programs developed for new members. 
 
 
[Adoption date:  October 11, 2004] 
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SCHOOL BOARD CONFERENCES, CONVENTIONS AND WORKSHOPS 
 
 
In keeping with the need for continuing in-service training and development for its members, the 
Board encourages the participation of all members at appropriate conferences, workshops and 
conventions.  In order to control both the investment of time and funds necessary to implement 
this policy, the Board establishes these principles and procedures for its guidance. 
 
 1. The Board periodically decides which meetings appear to be most promising in terms 

of producing direct and indirect benefits to the District.  At least annually, the Board 
will identify those new ideas or procedures and/or cost benefits which can be derived 
from participation at such meetings. 

 
 2. Funds for participation at such meetings are appropriated on an annual basis in the 

Board service fund.  When funds are limited, the Board designates which of its 
members participate in a given meeting. 

 
 3. Reimbursement to Board members for their travel expenses is in accordance with the 

Board’s travel-expense policy. 
 
 4. When a conference, convention or workshop is not attended by the full Board, those 

who do participate are requested to share information, recommendations and materials 
acquired at the meeting. 

 
Beginning on January 1, 2008, Board members may receive compensation for attending Board-
approved training programs.  A Board member desiring to attend a training program should have 
the Board take action to approve each training program.  Compensation amounts are determined 
by the length of the program.  A program of three hours or less may be compensated at a rate of 
$60.00 per day.  A program of more than three hours may be compensated at a rate of $125.00 
per day.   
 
 
[Adoption date:  October 11, 2004] 
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BOARD MEMBER COMPENSATION AND EXPENSES 
 
 
As permitted by law, the Board votes prior to January 1 to set the rate of compensation for the 
newly elected or re-elected members of the Board.  Compensation for Board members may not 
be changed during their terms of office.  Changes in compensation for Board members must be 
made prior to the beginning of their respective terms. 
 
Board members will receive the maximum amount permitted by law for meetings. 
 
Board Service Fund 
 
A Board “service fund” is established to pay expenses actually incurred by Board members or 
members-elect in their official duties.  The sum set aside will not exceed the maximum amount 
permitted by law.  This fund is used at the Board’s discretion to provide for members’ 
participation in workshops and conferences, for new Board member orientation and development 
and for other expenses in connection with assigned duties as permitted by law, including those 
made for a public purpose as defined below. 
 
 Spending Guidelines: Definition of Public Purpose 
 
 The Board recognizes that expenditure of funds within the District must fall within the 

scope of serving a public purpose as defined by State law.  It is the Board’s determination 
that the following expenditures are a necessary part of the effective function of the 
extracurricular and cocurricular programs concerned, once reviewed and approved by the 
Superintendent. 

 
 1. awards 
 
 2. recognition and incentive items for employees and/or volunteers 
 
 3. prizes/awards/programs for students through student activity funds 
 
 The purpose of this policy is to permit the Superintendent, at the discretion of the Board, to 

honor its employees and nonemployees with plaques, pins and other tokens of appreciation 
to include meals, refreshments or other amenities which further the interest of the District. 

 
 The Board affirms that the expenses incurred as listed above do serve public purposes which 

include the promotion of education by encouraging staff morale as well as support for the 
District’s educational program with citizens, members of the business community, advisory 
committee members and associated school districts.  Expenditures are subject to approval by 
the Superintendent. 
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 File:  BHD 
 
 
Travel Vendor Compensation 
 
Any compensation paid by a private travel vendor to a District official or employee, after the 
official or employee has participated in selecting the vendor to provide a field trip, is considered 
“public money” and must be returned to the District. 
 
All travel arrangements must be in compliance with District field trip regulations and approved 
by the Superintendent or his/her designee. 
 
 
[Adoption date:  October 11, 2004] 
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 File:  BI 
 
 

SCHOOL BOARD LEGISLATIVE PROGRAM 
 
 
The Board recognizes the importance of sound and constructive state legislation in establishing 
support for public education.  It is therefore directly concerned with legislative proposals 
affecting education. 
 
The Board’s legislative liaison member reports to the Board on state legislative proposals and 
communicates the Board’s positions and/or the Ohio School Boards Association’s positions to 
state representatives and senators. 
 
The legislative liaison member also keeps the Board informed of pertinent federal legislative 
proposals and, when necessary, communicates the Board’s position to representatives and 
senators at the national level. 
 
 
[Adoption date:  October 11, 2004] 
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LIAISON WITH SCHOOL BOARDS ASSOCIATIONS 
 
 
The Board maintains membership in the Ohio School Boards Association.  Through its 
membership in this organization, it is an indirect member of the National School Boards 
Association.  The Board and its members actively participate in the activities of these 
organizations insofar as possible. 
 
The Board maintains appropriate memberships in various educational organizations for the 
benefits that are derived for the District.  These institutional memberships require Board 
approval. 
 
 
[Adoption date:  October 11, 2004] 
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EVALUATION OF SCHOOL BOARD OPERATIONAL PROCEDURES 
 
 
The Board plans and carries through an annual appraisal of its functioning as a board.  This 
appraisal considers the broad realm of relationships and activities inherent in Board 
responsibilities. 
 
The appraisal process and instrument are determined by the Board.  The following are areas of 
Board operations and relationships representative of those in which objectives may be set and 
progress appraised. 
 
 1. Board meetings 
 2. policy development 
 3. fiscal management 
 4. Board role in educational program development 
 5. Board member orientation 
 6. Board member development 
 7. Board officer performance 
 8. Board-Superintendent relationships 
 9. Board-Treasurer relationships 
 10. Board-staff relationships 
 11. Board-community relationships 
 12. legislative and governmental relationships 
 13. management team development and utilization 
 
The Superintendent and others who regularly work with the Board are asked to participate in 
establishing objectives and reviewing progress. 
 
 
[Adoption date:  October 11, 2004] 
 
 
CROSS REFS.: AF, Commitment to Accomplishment 
 BCB, Board Officers 
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     File:  BK-E (Also AFA-E) 
 
 

EVALUATION OF SCHOOL BOARD OPERATIONAL PROCEDURES 
 
 

Boards of education expect a high level of performance from those who are employed to run the 
schools.  School patrons and other taxpayers also expect a high level of performance from those 
who are elected to govern the schools. 
 
Ultimately, the performance of an individual Board member is measured at election time.  
However, that is not enough.  Each Board should set aside some time on a regular basis to 
compare individual assessments of how well the governing body is functioning.  The instrument 
or scoring system is not important.  What is important is for the Board to establish a plan to 
regularly analyze its method of operation.  The results of evaluation should be used in setting 
goals for improved operations in the future. 
 

SELF-EVALUATION INSTRUMENT 
 

Board Meetings - Official action can be taken only when the Board is in session.  Therefore, 
each meeting must be organized for maximum efficiency. 
 
Adequate Inadequate The Board of Education: 
 
________ _________ reads agenda and background materials well in advance of  
  meeting 
 
________ _________ makes public feel welcome; provides agenda, minutes and related 
  materials 
 
________ _________ assures that meeting time, place and facilities are convenient for  
  Board, staff and public 
 
________ _________ does not present new issues of complex nature for immediate  
  action 
 
________ _________ does not abuse privilege of tabling important issues 
 
________ _________ demonstrates knowledge and use of good parliamentary procedure 
 
________ _________ makes distinction between Board's role and function of  
  administrators 
 
________ _________ expects staff input and Superintendent's recommendation on key 
  issues 
 
________ _________ ensures that a good public participation policy is in effect 
 
________ _________ endeavors to make most productive use of meeting time 
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     File:  BK-E (Also AFA-E) 
 

 
Adequate Inadequate The Board of Education: 
 
________ _________ conducts all meetings in accordance with the "Sunshine Law" 
 
________  _________ selects officers on basis of ability 
 
Board-Community Relations - The schools belong to the people.  As elected officials, Board 
members have the responsibility to be representative, to be responsive and to be effective as 
agents of change. 
 
________ _________ actively seeks input from community in establishing goals and  
  objectives 
 
________ _________ gives full support and cooperation to PTO and other citizens 
  groups 
 
________ _________ establishes close working relationship with other units of  
  government 
 
________ _________ is actively involved in state and federal education legislation 
 
________ _________ maintains effective two-way communication between school  
  officials and residents of the District 
 
________ _________ ensures best possible relationship between District officials 
  and the media 
 
________ _________ makes best use of facilities and resources in meeting needs of 
  community 
 
________ _________ provides leadership in securing maximum community support for a 
  good educational program 
 
________ _________ approves annual budget within resources that can be certified in 
the  
  "fiscal certificate" 
 
________ _________ adopts policies which ensure sound management and fiscal control 
 
Board-Administrator Relations - A good Board-administrator relationship does not guarantee a 
successful educational program.  It is doubtful, however, if a good program will exist in districts 
with poor Board-administrator relations. 
 
________ _________ evaluates performance of Superintendent and Treasurer on a  
  regular basis 
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     File:  BK-E (Also AFA-E) 
 

 
Adequate Inadequate The Board of Education: 
 
________ _________ assures that all other personnel are evaluated on a regular basis by 
  Superintendent and staff 
 
________ _________ works and plans with administration in spirit of mutual trust and 
  confidence 
 
________ _________ recognizes Superintendent as chief executive officer and  
  educational leader of the District 
 
________ __________ provides administrators encouragement and opportunity for  
  professional growth 
 
________ __________ avoids interference with duties which are the responsibility  of 
  administrators 
 
________ __________ solicits input from professional staff in development of Board 
  policies 
 
________ __________ addresses potential problems between Board and administrators at  
  earliest opportunity 
 
________ __________ is willing to defend administrators from unjust and unfounded 
  criticism 
 
________ __________ has explored the management team concept of operating the  
  schools 
 
Board-Staff Relations - Good education depends on good teachers.  It is incumbent on boards to 
seek maximum input from staff on educational issues while retaining the authority and 
responsibility for the operation of the schools. 
 
________ __________ adopts appropriate personnel policies in the areas of employment  
  evaluation, reduction in force and related matters 
 
________ __________ encourages professional growth through staff development, in- 
  service programs, visitations and conferences 
 
________ __________ refers complaints to appropriate person for discussion 
 
________ __________ preserves and maintains adequate management rights in any labor  
  relations agreement 
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     File:  BK-E (Also AFA-E) 
 

 
Instructional Program - The purpose of public schools is to provide educational opportunities for 
all students.  To this end, it must be determined what are educationally valuable experiences and 
how they can best be delivered. 
 
Adequate  Inadequate The Board of Education: 
 
________ __________ provides equal access to curriculum and cocurricular activities for  
  all students 
 
________ __________ approves course additions and deletions to the curriculum 
 
________ __________ balances the overall needs of students and community with efforts  
  of special interest groups to influence the curriculum 
 
________ __________ encourages suggestions for curriculum improvement from 
students,  
  staff and community 
 
________ __________ safeguards the privacy of student records 
 
________ __________ encourages a positive approach to student discipline 
 
________ __________ safeguards the rights of students to due process 
 
________ __________ provides policies that implement the educational standards of the  
  State Board of Education 
 
Personal Qualities - Maximum results as a school board member will be achieved only if high 
ethical standards of conduct are maintained in all personal, business and public activities. 
 
Adequate Inadequate As a Board of Education member, I: 
 
________ __________ keep the education and welfare of children as my primary concern 
 
________ __________ represent the best interests of all patrons rather than special interest  
  groups 
 
________ __________ understand the need for compromise; abide by decisions of the  
  majority 
 
________ __________ channel complaints and potential problems to proper authority 
 
________ __________ have made the time commitment necessary to become an informed  
  and effective Board member 
 
________ __________ reach decisions on the merits of issues and on the basis of best  
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Adequate Inadequate As a Board of Education member, I: 
 
________ __________ participate in in-service programs at regional, state and national  
  levels 
 
________ __________ do not individually or unilaterally make decisions or commitments  
  on the Board's behalf 
 
________ __________ am open and honest with other Board members and administrators;  
  share information and avoid "surprises" whenever possible 
 
________ __________ am familiar with and abide by the OSBA Code of Ethics 
 
 
Additional Comments: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
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SECTION C:  GENERAL SCHOOL ADMINISTRATION 

 
____________________________________________________________________________ 
 
CA Administration Goals 
 
CBA Qualifications and Duties of the Superintendent 
CBAA  Incapacity of the Superintendent 
CBC Superintendent’s Contract 
CBG Evaluation of the Superintendent (Also AFB) 
CBI Board-Superintendent Relationship (Also BCD) 
 
CCA Organizational Chart 
CCB Staff Relations and Lines of Authority 
 
CD Management Team 
 
CE Administrative Councils, Cabinets and Committees 
 
CH Policy Implementation 
CHA  Development of Regulations 
CHB  Board Review of Regulations (Also BFCA) 
CHC  Regulations Dissemination 
CHCA   Approval of Handbooks and Directives 
CHD  Administration in Policy Absence (Also BFE) 
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ADMINISTRATION GOALS 
 
 
The District’s administrative organization is designed so that all divisions and departments of the 
central office and all schools are part of a single system guided by Board policies implemented 
through the Superintendent.  The Board is responsible for specifying its requirements and 
expectations of the Superintendent and for holding the Superintendent accountable by evaluating 
how well those requirements and expectations have been met.  In turn, the Superintendent is 
responsible for clearly specifying the Board’s requirements and expectations for all other 
administrators and for holding each accountable by evaluating how well requirements and 
expectations are met. 
 
Major goals of administration in the District are to: 
 
 1. manage the District’s various departments and programs effectively; 
 
 2. provide professional advice and counsel to the Board and to advisory groups 

established by Board actions, generally through reviewing alternatives, analyzing the 
advantages and disadvantages of each and recommending a selection from among the 
alternatives; 

 
 3. implement the management function so as to ensure the best and most effective 

learning programs through achieving such other goals as to: 
 
 A. provide leadership in keeping abreast of current education developments; 
 B. arrange for the staff development necessary to the establishment and operation of 

learning programs which better meet student needs; 
 C. coordinate cooperative efforts for the improvement of learning programs, 

facilities, equipment and materials; 
 D. provide access to the decision-making process for the ideas of staff, students, 

parents and others and 
 E. provide leadership to assure high levels of learning for all staff and students; 
 
 4. develop an effective program of evaluation which includes every position, program and 

facility in the District and 
 
 5. develop and use a team management approach. 
 
 
[Adoption date:  October 11, 2004] 
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QUALIFICATIONS AND DUTIES OF THE SUPERINTENDENT 
 
 
Title: Superintendent 
 
Department: Administration 
 
Building/Facility:  Central Office  
 
Reports to: Board of Education 
 
Employment Status: Regular/Full-time 
 
FLSA Status: Exempt 
 
General Description: Serve as District’s chief executive officer; administer, supervise, direct 
 and evaluate District’s educational system 
 
Essential Functions: 
 
 1. ensure safety of students 
 2. perform personnel-related functions, e.g., make recommendations for appointment, 

promotion, demotion, discharge, assignment and transfer, communicate personnel 
matters to employees, evaluate staff, provide in-service education to staff and maintain 
personnel files on current employees 

 3. direct staff negotiations 
 4. file state and local required reports 
 5. assist in preparation of annual budget and appropriations resolution for Board to 

consider 
 6. act as District’s purchasing agent  
 7. establish and maintain public relations program to inform public of District’s activities 

and needs  
 8. recommend courses of study, curriculum guides and changes in texts and time 

schedules to Board 
 9. supervise teaching, supervision and administration methods 
 10. propose new policies to Board 
 11. continually evaluate District’s progress and needs  
 12. conduct regular District administrative hearings 
 13. prepare annual school calendar for Board adoption 
 14. delegate duties to other staff members 
 15. prescribe rules for classification and advancement of students 
 16. make Board recommendations about student transportation in accordance with law and 

safety requirements 
 17. recommend location and size of new school sites and additions to existing sites  
 18. represent Board as liaison between District and community 
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 22. maintain respect at all times for confidential information, e.g., employee 

discipline/dismissals/contract issues, negotiations, Board executive sessions, etc. 
 23. make contacts with public with tact and diplomacy 
 24. interact in positive manner with staff, students and parents 
 25. attend meetings and in-services as required 
 
Other Duties and Responsibilities: 
 
 1. act as liaison between employees and Board 
 2. attend local, state and national conferences 
 3. approve vacation schedules for salaried District employees 
 4. supervise the purchase and distribution of textbooks, workbooks and other educational 

materials 
 5. serve as role model for students in how to conduct themselves as citizens and as 

responsible, intelligent human beings 
 6. instill in students belief in and practice of ethical principles and democratic values 
 7. respond to routine questions and requests in appropriate manner 
 8. perform other duties as assigned  
 
Qualifications: 
 
 1. valid superintendent’s certificate/license issued by state of Ohio 
 2. master's degree with major in educational administration, preferably with completion of 

one year of graduate work beyond master's degree  
 3. seven years of school administrative experience 
 4. valid driver's license 
 5. alternatives to above qualifications as Board may find appropriate 
 
Required Knowledge, Skills and Abilities: 
 
 1. communicate ideas and directives clearly and effectively, both orally and in writing 
 2. effective, active listening skills 
 3. work effectively with others 
 4. organizational and problem-solving skills 
 5. organize and compile data for various state and federal reports 
 6. thorough knowledge of school finance 
 7. recommend additions and/or changes to curriculum appropriate to students' needs 
 8. handle multitude of tasks simultaneously and in timely manner 
 9. handle constant pressure and substantial amounts of stress 
 10. supervise variety of jobs and positions 
 11. strong visionary and leadership skills 
 12. confidence to make decisions based on the best interest of students 
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Equipment Operated: 
 
 1. computer/printer 
 2. calculator 
 3. copy machine 
 4. fax machine 
 5. telephone 
 
Additional Working Conditions: 
 
 1. frequent travel 
 2. frequent evening and/or weekend work 
 3. requirement to lift, carry, push and pull various items  
 4. repetitive hand motion, e.g., computer keyboard, calculator, typewriter 
 5. occasional exposure to blood, bodily fluids and tissue 
 6. occasional interaction among unruly children 
 7. regular requirement to sit, stand, walk, talk, hear, see, read, speak, reach, stretch with 

hands and arms, crouch, climb, kneel and stoop 
 
NOTE: The above lists are not ranked in order of importance. 
 
This job description is subject to change and in no manner states or implies that these are the 
only duties and responsibilities to be performed by the incumbent.  The incumbent will be 
required to follow the instructions and perform the duties required by the incumbent's 
supervisor/appointing authority. 
 
___________________________________________________             ____________________ 
Board President     Date 
 
My signature below signifies that I have reviewed the contents of my job description and that I 
am aware of the requirements of my position. 
 
___________________________________________________             ____________________ 
Signature     Date 
 
 
[Adoption date:  October 11, 2004] 
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INCAPACITY OF THE SUPERINTENDENT 
 
 
As the executive officer of the District, the Superintendent has a major responsibility in 
managing the operation of the schools. 
 
Should the Superintendent become incapacitated, the Board appoints a superintendent pro 
tempore who shall meet the certificate requirement as established by law.  The appointment is 
made by a majority vote of the Board and only after the conditions relating to incapacity are met 
in accordance with State law and the Family and Medical Leave Act of 1993. 
 
The Superintendent Pro Tempore performs all the duties and functions of the Superintendent and 
may be removed at any time by a two-thirds majority vote of the members of the Board or upon 
return to full-time active service of the Superintendent. 
 
 
[Adoption date:  October 11, 2004] 
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INCAPACITY OF THE SUPERINTENDENT 
 
 
A superintendent pro tempore is appointed by a majority of the members of the Board upon 
determining that the Superintendent is incapacitated in such a manner that he/she is unable to 
perform the duties of that office.  Such incapacity is determined: 
 
 1. by request of the Superintendent, if the Superintendent is absent with pay for reasons of 

personal illness, injury or exposure to contagious disease which could be 
communicated to others; 

 2. upon certification of the attending physician that the Superintendent is unable to 
perform the duties of the office of Superintendent; 

 3. upon the determination of a referee that the Superintendent is unable to perform the 
duties of the office of Superintendent; 

 4. upon the granting of a leave of absence without pay requested by the Superintendent 
for reasons of illness, injury or other disability or 

 5. upon the placing of the Superintendent upon an unrequested leave of absence without 
pay for reasons of illness or other disability. 

 
During the period of incapacity, the Superintendent may: 
 
 1. at his/her request, be placed on sick leave, with pay, not to exceed the extent of his/her 

accumulated, but unused, sick leave and any advancement of such sick leave which 
may be authorized by Board policy; 

 2. at his/her request, or without such request, pursuant to the Family and Medical Leave 
Act, be placed on unpaid FMLA leave for up to 12 weeks per year and 

 3. at his/her request, or without his/her request, the Superintendent may be placed on a 
leave of absence without pay. 

 
The leave provided during the period of incapacity (described above) will not extend beyond the 
contract or term of office. 
 
The Superintendent may, upon request to the Board, be returned to active-duty status, unless the 
Board denies the request within 10 days of receipt of the request.  The Board may require the 
Superintendent to establish to its satisfaction that he/she is capable of resuming such duties and 
that the duties be resumed on a full-time basis. 
 
The Board may demand that the Superintendent return to active service; upon the determination 
that he/she is able to resume his/her duties, the Superintendent will return to active service. 
 
The Superintendent may request a hearing before the Board on any action taken under this policy 
and has the same rights as are granted under State law. 
 
The Board fixes the compensation of the Superintendent Pro Tempore in accordance with State 
law.  He/She serves until the Superintendent’s incapacity is removed or until the expiration of 
the Superintendent’s contract or term of office, whichever is earlier. 
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SUPERINTENDENT’S CONTRACT 
 

 
The appointment of the Superintendent is secured through a written agreement stating the terms 
of the contract.  The contract meets all state requirements and protects the rights of both the 
Board and the Superintendent.  A job description is presented, along with the contract, at the 
time of initial employment in the District.  The Superintendent is required to sign both 
documents. 
 
The Superintendent is appointed for a term not to exceed five years.  The term commences on 
August 1 and continues through July 31 of the year in which the contract expires.  The period of 
time in which a Superintendent’s contract may be renewed begins on January 1 of the year prior 
to the contract’s expiration and ends on March 1 of the year in which the contract expires. 
 
Salary and benefits are determined by the Board at the time of the appointment and are reviewed 
by the Board each year. 
 
If at any time, in the opinion of the majority of Board members, the Superintendent’s services 
are considered unsatisfactory, he/she may be notified and may be given an opportunity to correct 
the deficiencies.  Nothing in this policy shall prevent the Board from making the final 
determination regarding the renewal or nonrenewal of the Superintendent’s contract. 
 
If the Board intends to nonrenew the Superintendent’s contract, notice in writing of the intended 
nonrenewal will be given to the Superintendent on or before March 1 of the year in which the 
contract expires. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 3319.01; 3319.23 
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EVALUATION OF THE SUPERINTENDENT 
 
 

The Board evaluates the Superintendent's abilities and performance at least once annually.  The 
evaluation includes consideration of performance in the following areas. 
 
 1. goals and objectives 
 2. Board communications 
 3. community relations 
 4. staff relations 
 5. program content and effectiveness 
 6. physical plant 
 7. finance and control 
 
The evaluation emphasizes identifying and building on strong performance areas and improving 
performance where warranted.  
 
Criteria for the evaluation of the Superintendent are based upon the Superintendent’s job 
description and relate directly to each of the tasks described.  The job description and any 
revisions thereto are developed in consultation with the Superintendent, signed by the 
Superintendent and Board President and adopted by the Board. 
 
The evaluation of the Superintendent’s abilities and performance is written and made available 
to and discussed with the Superintendent in conference.  The Board must consider the evaluation 
of the Superintendent in acting to renew or nonrenew his/her contract. 
 
 
[Adoption date:  October 11, 2004] 
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BOARD-SUPERINTENDENT RELATIONSHIP 
 
 
The enactment of policies, consistent with long-term goals, is the most important function of a 
board and the execution of the policies should be the function of the Superintendent and staff. 
 
Delegation by the Board of its executive powers to the Superintendent provides freedom for the 
Superintendent to manage the District within the Board’s policies and frees the Board to devote 
its time to policy-making and appraisal functions. 
 
The Board holds the Superintendent responsible for the administration of its policies, the 
execution of Board decisions, the operation of the internal machinery designed to serve the 
District program and keeping the Board informed about District operations and problems. 
 
The Board strives to procure the best professional leader available as its Superintendent.  The 
Board, as a whole and as individual members: 
 
 1. gives the Superintendent full administrative authority for properly discharging his/her 

professional duties, holding him/her responsible for acceptable results; 
 
 2. acts in matters of employment or dismissal of personnel after receiving the 

recommendations of the Superintendent; 
 
 3. refers all complaints to the Superintendent for appropriate investigation and action; 
 
 4. strives to provide adequate safeguards for the Superintendent and other staff members 

so that they can discharge their duties on a thoroughly professional basis and 
 
 5. presents personal criticisms of any employee directly to the Superintendent. 
 
 
[Adoption date:  October 11, 2004] 
 
 
CROSS REFS.: AFB, Evaluation of the Superintendent (Also CBG) 
 BDC, Executive Sessions 
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STAFF RELATIONS AND LINES OF AUTHORITY 
 
 
The Superintendent establishes clear understandings on the part of all personnel of the working 
relationships in the District. 
 
Lines of direct authority are those approved by the Board and are shown on the District’s 
organizational chart. 
 
Personnel are expected to refer matters requiring administrative action to the administrator to 
whom they are responsible.  The administrator refers such matters to the next higher 
administrative authority when necessary.  All personnel are expected to keep the person to whom 
they are immediately responsible informed of their activities by whatever means the person in 
charge deems appropriate. 
 
Lines of authority do not restrict in any way the cooperative, sensible working together of all 
staff members at all levels in order to develop the best possible school programs and services.  
The established lines of authority represent direction of authority and responsibility.  When the 
staff is working together, the lines represent avenues for a two-way flow of ideas to improve the 
program and operations of the District. 
 
 
[Adoption date:  October 11, 2004] 
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MANAGEMENT TEAM 
 
 
The Board endorses the management team concept for the District. 
 
The management team of the District consists of two groups. 
 
Policy Team   
 
 The Board, Superintendent and Treasurer comprise the team.  Primary responsibilities of 

this team are to establish policies to guide the District and to ensure that the policies are 
carried out. 

 
Administrative Team   
 
 All administrators within the District comprise this team under the direction of the 

Superintendent.  This team is responsible for carrying out the functions of planning, 
organizing, staffing, implementing and evaluating, guided by the policies established by 
the policy team and adopted by the Board. 

 
The team approach to management represents an attempt to provide close cooperation and 
effective working relationships among administrative personnel.  It is an effort to make the best 
use of the talents and expertise available by establishing open lines of communication and by 
providing a supportive environment in which collaborative problem solving and decision making 
can take place. 
 
This approach recognizes the mutual dependence that exists among various components of the 
total organization and promotes a team effort in the identification of goals, establishment of 
priorities and development of long-range plans.  Although the concept promotes cooperative 
efforts, it also recognizes the need for independent administrative action in appropriate areas.  
This process encourages responsible decision making.   
 
 
[Adoption date:  October 11, 2004] 
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ADMINISTRATIVE COUNCILS, CABINETS AND COMMITTEES 
 
 
The Superintendent may establish such permanent or temporary councils, cabinets and 
committees as are necessary for proper administration of the Board policies and for the 
improvement of the total educational program. 
 
All councils, cabinets and committees created by the Superintendent are for the purposes of 
obtaining the advice and counsel of administrative and supervisory personnel of the District and 
aiding in District communication.  Functioning in an advisory capacity, such groups may make 
recommendations for submission to the Board through the Superintendent.  Authority for 
establishing policy remains with the Board.  Authority and responsibility for implementing 
policy remain with the Superintendent. 
 
The membership composition and responsibilities of administrative councils, cabinets and 
committees are defined by the Superintendent and may be changed at his/her discretion. 
 
Such councils, cabinets and committees need not meet the requirements of the Sunshine Law. 
 
 
[Adoption date:  October 11, 2004] 
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POLICY IMPLEMENTATION 
 
 
The Superintendent is responsible for carrying out, through regulations, the policies established 
by the Board.  It is expected that all Board employees and students follow all Board policies and 
regulations. 
 
There are many activities which are common to all schools, but procedures for conducting them 
may vary from building to building.  Principals establish procedures for conducting activities in 
their individual schools within the larger framework of District regulations and Board policies. 
 
 
[Adoption date:  October 11, 2004] 
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DEVELOPMENT OF REGULATIONS 
 
 

The Board delegates to the Superintendent the function of specifying required actions and 
designing the regulations and detailed arrangements under which the schools operate.  They must 
be consistent with the policies adopted by the Board. 
 
The Board itself formulates and adopts regulations only when required by law, or when the 
Superintendent recommends Board adoption in light of strong community attitudes and/or 
potential staff reaction. 
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BOARD REVIEW OF REGULATIONS 
 
 
The Board reviews regulations developed by the administration to implement policy.  The Board 
revises or nullifies such regulations only when they are inconsistent with policies adopted by the 
Board or when they are not in the best interest of the District. 
 
Before issuance, Board regulations are properly titled and coded as appropriate to subject and in 
conformance with the codification system selected by the Board.  Those officially approved by 
the Board are so marked.  All others appearing in the manual are considered approved, provided 
that they are in accordance with the accompanying Board policy. 
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REGULATIONS DISSEMINATION 
 
 

Districtwide regulations are appropriately coded and included in the policy manual, which is 
available in the Board offices and in each school building. 
 
The Superintendent devises a means for disseminating particular regulations, prior to their 
effective dates, to the staff members, students and/or members of the public who are directly 
affected by them. 
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APPROVAL OF HANDBOOKS AND DIRECTIVES 
 
 
In order that pertinent Board policies, regulations and school rules are known by all staff 
members and students affected by them, administrators are granted authority to issue staff and 
student handbooks as necessary.  Handbooks are distributed to students at the beginning of each 
school year and it is the responsibility of the students to review and become familiar with all 
policies and rules contained in the handbook. 
 
It is essential that the contents of all handbooks conform with Districtwide policies and 
regulations and that all handbooks bearing the name of the District be of a quality that reflects 
credit on the District.  Student handbooks should be consistent by both grade and building level.  
Administrators at all levels should review handbooks for consistency.  The Board approves all 
handbooks prior to publication. 
 
The Board reviews and approves the handbooks in order that the contents are accorded the legal 
status of Board-approved policy and regulations.  
 
 
[Adoption date:  October 11, 2004] 
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ADMINISTRATION IN POLICY ABSENCE 
 
 
In the absence of Board policy, the Superintendent may take temporary action that would be in 
accordance with the overall policy of the Board.  The Superintendent is not free to act when the 
action involves a duty of the Board that by law cannot be delegated. 
 
In each case, the Superintendent shall present the matter to the Board for its consideration at its 
next meeting. 
 
 
[Adoption date:  October 11, 2004] 
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FISCAL MANAGEMENT GOALS 
 
 
The quantity and quality of learning programs are dependent upon the funding provided and the 
effective, efficient management of those funds.  It follows that the District’s purposes can best be 
achieved through prudent fiscal management. 
 
Due to resource limitations, there is sometimes a temptation to operate so that fiscal concerns 
overshadow the educational program.  Recognizing this, it is essential that the Board take 
specific action to make certain that education remains central and that fiscal management 
contributes to the educational program.  This concept is incorporated into Board operations and 
into all aspects of District management and operation. 
 
As trustees of the community’s investment in the facilities, materials and operational funds, the 
Board has a fiduciary responsibility to ensure that the investment is protected and used wisely.  
Competent personnel and efficient procedures are essential for sound management of fiscal 
affairs.  The Board expects that the Superintendent and the Treasurer keep it informed through 
reports, both oral and written, of the fiscal management of the District. 
 
With the assistance of the Treasurer and other designated personnel, the Superintendent is 
expected to develop an efficient and effective procedure for fiscal accounting, purchasing and 
the protection of plant, grounds, materials and equipment through prudent and economical 
operation, maintenance and insurance. 
 
The Board seeks to achieve the following goals to: 
 
 1. engage in thorough advance planning, with staff and community involvement, in order 

to develop budgets and to guide expenditures to achieve the greatest educational returns 
for the dollars expended; 

 
 2. establish levels of funding which provide high quality education for the District’s 

students; 
 
 3. use the best available techniques for budget development and management; 
 
 4. provide timely and appropriate information to all staff with fiscal management 

responsibilities and 
 
 5. establish effective procedures for accounting, reporting, business, purchasing and 

delivery, payroll, payment of vendors and contractors and all other areas of fiscal 
management. 

 
 
[Adoption date:  October 11, 2004] 
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ANNUAL BUDGET AND APPROPRIATIONS MEASURE/ 
BUDGET MODIFICATION AUTHORITY 

 
 
Budget 
 
The purpose of the annual tax budget is to identify adequate financial resources for the education 
program and to provide a basis for accountability in fiscal management.  The District budget is 
also the legal basis for the establishment of tax rates. 
 
Public school budgeting is regulated and controlled by State law and requirements of the Board.  
A budget is required for every fund that a district uses in its yearly operation. 
 
The Treasurer, Superintendent and their staffs are responsible for the preparation of the annual 
budget and presentation of the budget to the Board for adoption. 
 
Appropriations 
 
As permitted by law, at the start of the fiscal year, the Board may pass a temporary 
appropriations measure to provide for meeting the ordinary expenses of the District until such 
time as the Board approves the annual appropriations resolution for the year, which is not later 
than October 1.  If by October 1 the county budget commission has not certified all amended 
certificates of estimated resources to the Board of Education (or submitted a certification that no 
amended certificates are necessary), the Board can delay action on the annual appropriation 
measure until such time as the certificates are received. 
 
The Treasurer files both the temporary and final appropriations measures at the proper times 
with the office of the County Auditor. 
 
The Superintendent/designee notifies each school administrator and/or department head of the 
allocations approved for expenditure. 
 
Budget Modification 
 
Modification of funds between line item appropriations within each major fund and any transfers 
permitted by law from major fund to major fund require Board approval. 
 
Transfers Among Categories 
 
During the final quarter of the fiscal year, appropriations categories are examined, and the year-
end status of each is estimated.  Before the close of the fiscal year, the Board authorizes the 
Treasurer to transfer monies from those categories in which a surplus is anticipated into those in 
which a deficit is anticipated as permitted by State or Federal statutes. 
 
Transfers among funds as permitted by statutes require Board action and may require approval 
from the Court of Common Pleas and the Tax Commissioner. 
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BUDGET PLANNING 
 
 
Budget planning is an integral part of program planning so that the annual operating budget may 
effectively express and implement all programs and activities of the District.  Budget planning is 
a year-round process involving broad participation by administrators, teachers and other 
personnel throughout the District. 
 
The Superintendent and Treasurer are responsible for preparing financial forecasts for at least 
four years beyond the current fiscal year. 
 
The budget reflects the District’s goals, objectives and programs.  Any changes or alterations in 
programs are approved by vote of the Board. 
 
The budget is prepared and adopted by January 15 of each year and covers the period from July 
1 to June 30 of the succeeding year. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 5705.01; 5705.28-5705.32; 5705.35; 5705.36; 5705.37; 5705.39; 5705.391 
 
 
CROSS REFS.: AE, School District Goals and Objectives 
 BCF, Advisory Committees to the Board 
 



Middletown City School District, Middletown, Ohio 
 

     File:  DBH 
 
 

BUDGET ADOPTION PROCEDURES 
 
 
If, as a result of the public hearing, it should be determined that certain changes in the budget are 
necessary, these changes will be made before the budget is adopted.  The adoption of the budget 
by the Board takes place on or before January 15 and is by roll-call vote. 
 
Following the public hearing and approval of the budget by the Board, the budget is submitted to 
the county budget commission for review and approval. 
 
It is the responsibility of the Treasurer/designee to attend the hearing of the county budget 
commission to review the budget and answer any pertinent questions. 
 
 
[Adoption date:  October 11, 2004] 
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FUNDING PROPOSALS AND APPLICATIONS 
 
 
The Superintendent/designee must evaluate and give approval to apply for all federally funded 
programs and all grants, including their possible benefits to the students in the District, and 
apprises the Board of the worth of each. 
 
The District participates to its limit of eligibility in the use of funds provided by the state for the 
educational benefit of its students. 
 
 
[Adoption date:  October 11, 2004] 
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REVENUES FROM TAX SOURCES 
 
 
In an attempt to provide sufficient financial resources, the Board: 
 
 1. requests that voters approve adequate local funds for the operation of the District and 

determines the amount of the individual levies at the time of the initial request, or at the 
time of a request for renewal or replacement, to yield sufficient revenue for the 
operating expenses of the District; 

 
 2. accepts available state funds to which the District is entitled by law or through 

regulations of the State Board of Education and 
 
 3. accepts federal funds which are available, provided that there is a specific need for 

them and that the required matching funds are available. 
 
 
[Adoption date:  October 11, 2004] 
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REVENUES FROM INVESTMENTS 
 
 
All monies are under the control of the Board, which extends to the Treasurer the responsibility 
of overseeing these funds.  In addition to the objectives detailed below, all relevant legal 
requirements are adhered to at all times.   
 
Objectives 
 
The following objectives apply to the management of District funds. 
 
 1. Investments are made in order to seek preservation of capital in the overall portfolio.  

To attain this objective, diversification is required in order that potential losses on 
individual securities, whether by default or erosion of market value, does not exceed 
the income generated from the remainder of the portfolio. 

 
 2. The District’s portfolio remains sufficiently liquid to enable the District to meet 

reasonably anticipated operational requirements. 
 
 3. The portfolio is managed in such a way as to exceed or at least equal the market 

average rate of return over the course of budgetary and economic cycles, taking into 
account State law (which restricts the type of investments), safety considerations and 
cash flow requirements. 

 
 4. Bank account relationships are managed in order to secure adequate services while 

minimizing costs. 
 
 5. All deposits are concentrated in one account except where audit control considerations 

dictate otherwise. 
 
Public Trust 
 
All participants in the investment process act responsibly as custodians of the public trust.  
Investment officials avoid any transactions that might impair confidence in the government of 
the District.  The Board recognizes that in a diversified portfolio occasional measured losses are 
inevitable and must be considered within the context of the overall portfolio’s investment return. 
 
Investing Authority 
 
The investing authority resides with the Treasurer.  Such authority allows for the explicit 
delegation of authority to persons responsible for investment transactions. 
 
The Treasurer signs and files the investment policies with the Auditor of State. 
 
Authorized Financial Institutions and Dealers 
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dealers” located in the state, as designated by the Federal Reserve Board, whenever possible.  
Changing portfolio needs may dictate the use of “primary securities dealers” outside of the state.  
First consideration is given to state institutions. 
 
Repurchase agreements are transacted only through bank branches and/or through “primary 
securities dealers” located within the state with which the District has a signed master repurchase 
agreement as required by law. 
 
Certificates of deposit are transacted through commercial banks or savings and loans with either 
FDIC or FSLIC coverage. 
 
A list of these authorized institutions and dealers is maintained with the investing authority.  
Additions and deletions to this list are made when deemed in the best interest of the District. 
 
Authorized Investments 
 
The investing authority may invest on behalf of and in the name of the District in those 
instruments and other relevant sections of law, at a price not exceeding their fair market value. 
 
Maturity 
 
Market conditions and cash flow requirements are considered in determining the term of an 
investment.  Provided cash flow requirements have been satisfied, maturity length is determined 
by market conditions and interest rate forecasts, with the goal to buying where relative value 
exists along the maturity spectrum. 
 
Diversification 
 
Investments of the District are diversified to eliminate the risk of loss resulting from over-
concentration of assets in a specific maturity, a specific issue or a specific class of securities.  
Strategies to achieve this are determined and revised periodically. 
 
Collateral 
 
All investments and deposits are collateralized pursuant to law.   
 
Competitive Bids 
 
All sales and purchases of securities are bid competitively and to the extent practical are placed 
with the institution yielding the highest return.  The right is reserved to reject the bid yielding the 
highest return on any investment if inconsistent with the investment strategy, i.e., maturity, risk, 
liquidity, etc. 
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Internal Controls 
 
The investing authority establishes a system of internal controls, which are documented in 
writing.  The internal controls are reviewed periodically by an independent auditor.  The controls 
are designed to prevent loss of public funds due to fraud, employee error and imprudent actions 
by employees and officers of the District. 
 
Reporting 
 
The investing authority submits monthly an investment report that summarizes recent market 
conditions, economic developments and anticipated investment conditions.  The report describes 
the portfolio in terms of security type, maturity and other features.  The report contains all 
transactions executed that month.  The report also explains the month’s total investment return. 
 
Performance Evaluation 
 
The monthly investment reports contains sufficient information to permit an independent 
organization to evaluate the performance of the investment program. 
 
 
[Adoption date:  October 11, 2004] 
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BONDED EMPLOYEES AND OFFICERS 
 
 
At the time of appointment or re-appointment of the Treasurer, the Board authorizes the 
Treasurer to execute a bond for himself/herself in an amount determined and approved by the 
Board.  On behalf of the Board, the bond is kept in the Treasurer’s office.  The Board President 
certifies a copy and the copy is filed with the County Auditor.  The premium is paid by the 
Board. 
 
The Superintendent, Board President and employees who handle school funds are included, at 
Board expense, in a position schedule bond.  Position schedule bonds pertain to a specific 
position, not to an individual. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 3.06 
  131.18 
  3313.25; 3313.83 
  3319.05 
  5705.412 
 
 
CROSS REF.: DM, Cash in School Buildings 



Middletown City School District, Middletown, Ohio 
 

     File:  DI 
 
 

FISCAL ACCOUNTING AND REPORTING 
 
 
The District’s accounting system is in conformance with the Uniform School Accounting System 
as prescribed by the Auditor of State for the use of school districts.  The Treasurer is responsible 
for receiving and properly accounting for all funds of the District. 
 
The financial records must be adequate to: 
 
 1. guide the making or deferring of purchases, the expansion or curtailing of programs and 

the controlling of expenses; 
 
 2. ensure that current data are immediately available and in such form that routine 

summaries can be readily made; 
 
 3. serve as a guide to budget estimates for future years and to hold expenditures to the 

amounts appropriated and 
 
 4. show that those in charge have handled funds within limitations established by law and 

in accordance with Board policy. 
 

The Board receives monthly financial statements from the Treasurer which show receipts, 
disbursements, appropriations, encumbrances, balances, assets and liabilities.  The Treasurer 
makes all other financial reports required by law or by state agencies and submits them to the 
proper authorities. 
 
The Treasurer provides the Board with any other financial management reports that the Board 
determines necessary. 
 
Financial records are permanent.  The supporting documents may be destroyed only in 
compliance with the provisions of State law and in compliance with specifications of the 
District’s records commission, the Auditor of State and the Ohio Historical Society. 
 
 
[Adoption date:  October 11, 2004] 
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TYPES OF FUNDS 
 
 
Textbook and Instructional Materials Fund 
 
The Board maintains a Textbook and Instructional Materials Fund.  The fund is accounted for 
within the District’s General Fund, using a reasonable accounting method implemented under 
the Auditor of State’s guidelines as they are currently enacted.  The requirement may be less 
than 3% for a particular fiscal year. 
 
This fund is used for textbooks, instructional software, materials, supplies and equipment.  Any 
money in the fund that is not used in a fiscal year is brought forward to the next fiscal year.  The 
amount brought forward is not intended to meet the set-aside requirement for the current fiscal 
year. 
 
The percentage of revenues on deposit, as well as the definition of what constitutes textbooks 
and instructional materials, is subject to applicable rules to be jointly adopted by the State 
Auditor and the Superintendent of Public Instruction. 
 
The fund may be used for other purposes if both of the following steps occur during a fiscal year.   
 
 1. The Superintendent must certify, in writing, that the District has sufficient textbooks, 

instructional software, materials, supplies and equipment to ensure a thorough and 
efficient education within the District. 

 
 2. The entire Board must unanimously adopt a resolution stating that the District has 

sufficient textbooks and instructional software, materials, supplies and equipment to 
ensure a thorough and efficient education within the District. 

 
Capital and Maintenance Fund 
 
The Capital and Maintenance Fund consists of 3% of all revenues received that would otherwise 
have been deposited in the General Fund, except that money received from a permanent 
improvement levy may be used to meet this requirement.  Money in this fund may only be used 
as provided by State law.  The fund is implemented under the Auditor of State’s guidelines as 
they are currently enacted; therefore, the requirement may be less for a particular fiscal year. 
 
 
[Adoption date:  October 11, 2004] 
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INVENTORIES 
(Fixed Assets) 

 
 
The Board, as steward of this District’s property, recognizes that efficient management and full 
replacement upon loss requires accurate inventory and properly maintained property records. 
 
The District shall conduct a complete inventory every five years, by physical count, of all 
District-owned equipment and supplies.  For purposes of this policy, “equipment” means a unit 
of furniture or furnishings, an instrument, a machine, an apparatus or articles which retain shape 
and appearance with use, is nonexpendable and does not lose its identity when incorporated into 
a more complex unit. 
 
This District shall maintain a fixed asset accounting system.  The fixed asset system shall 
maintain sufficient information to permit: 
 
 1. preparation of year-end financial statements in accordance with generally accepted 

accounting principles; 
 
 2. adequate insurance coverage and 
 
 3. control and accountability. 
 
Each building and additions to buildings are identified by location or name and are described in 
detail (e.g., size, number of floors, square footage, type of construction, etc.) with the value 
shown for all individual structures. 
 
Fixed equipment is inventoried by building, floor and room name or number; each item is to be 
listed individually.  (Leased equipment that the District will eventually own must be 
inventoried.) 
 
Movable equipment is inventoried by building, floor and room name or number; each item is to 
be listed individually.  Any item that has a model number or serial number has that number noted 
in the description for full identification.  All items assigned to a building are the building 
administrator’s responsibility. 
 
All equipment purchased, after the initial inventory, as capital outlay or replacement with a cost 
of $1,000 or more and with an estimated useful life of five years or more is tagged and made part 
of the equipment inventory. 
 
Audio-visual equipment and computer equipment are inventoried through the library with 
sublisting of location.  Each component is inventoried and a number is engraved on each.  An 
accurate official record of textbooks, computer software and library books is kept. 
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A computer-generated listing of all equipment is supplied to each building and department.  This 
listing is updated annually by the close of the school year.  This updated listing is then submitted 
to the Treasurer’s office for computer update. 
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A physical inventory of supplies is taken at the building level at the close of the school year.  
This updated listing is then submitted to the Treasurer’s office for computer update. 
 
The Treasurer is assisted by the principals, directors, supervisors and professional and support 
staffs in the performance of this function. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REF.: ORC 3313.20 
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     File:  DJ 
  

PURCHASING 
 
 
The function of purchasing is to serve the educational program by providing the necessary 
supplies, equipment and services.  The Board’s authority for the purchase of materials, 
equipment, supplies and services is extended to the District administration through its adoption 
of the annual appropriations resolution. 
 
The Board declares its intention to purchase competitively without prejudice and to seek 
maximum educational value for every dollar expended.  The purchase of items and services 
found on lists from the appropriations resolution requires no further Board approval, except in 
those instances in which, by law or Board policy, the purchases or services must be put to bid. 
 
The acquisition of supplies, equipment and services is centralized in the business office, which 
functions under the supervision of the purchasing agent through whose office all purchasing 
transactions are conducted. 
 
The Board authorizes the Superintendent to assign the purchasing agent the responsibility for the 
quality and quantity of purchases made.  The Treasurer is charged with the responsibility to 
ensure that all purchases do not exceed appropriations and that they are consistent with the 
approved educational goals and programs of the District. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: Ohio Const. VIII, Section 2e 
 ORC 9.314 
  3313.172; 3313.18; 3313.33; 3313.46 
  3319.04 
  3327.08 
  5705.38; 5705.39; 5705.40; 5705.41; 5705.412 
 
 
CROSS REFS.: DJC, Bidding Requirements 
 DJF, Purchasing Procedures 
 DK, Payment Procedures 
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     File:  DJB 
 
 

PETTY CASH ACCOUNTS 
 

 
The Board directs the Treasurer to create petty cash accounts allowing certain administrators to 
make purchases within the District.  Money can be drawn from accounts by check or debit card.  
The Treasurer designates who can use the accounts, the amount of money that may be placed in 
the accounts as well as the procedures and requirements for replenishing the accounts.   
 
The debit card and check access is limited to only those individuals who have a job-related need 
to use these payment methods.  
 
Annually, the Treasurer establishes the amount of money to be placed in the accounts.  The 
Treasurer’s approval is needed to replenish the accounts.  No major purchases may be made 
from the accounts. 
 
Any administrator who ignores procedure and allows anyone else to use the card, or who does 
not take prudent measures to ensure that proper security is maintained, may be held personally 
liable for losses. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 9.38 
  3313.291 
 
 
CROSS REF.: DM, Cash in School Buildings 
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     File:  DJC 
 
 

BIDDING REQUIREMENTS 
 
 
Contracts for construction or demolition of buildings or for any improvements or repairs which 
exceed $25,000 are let only after bids are solicited and received in compliance with law.  
However, if the Board enters into a shared savings contract for energy conservation measures, 
competitive bidding is not required.  The Board may also enter into an installment payment 
contract for the purchase and installation of energy conservation measures and competitive 
bidding does not need to be utilized if two-thirds of the entire Board adopts a resolution stating 
that competitive bidding does not apply to the project. 
 
All purchases over $5,000 but under $25,000 may be based on price quotations submitted by at 
least three vendors.  These quotations are treated confidentially until the deadline for filing is 
past; thereafter, they are public information. 
 
For purchases over $25,000 the Business Manager assembles the proper specifications and 
makes the necessary arrangements for public bidding and price quotations.  The Treasurer 
receives the bids and price quotations and records them.  The Treasurer and/or Business 
Manager makes his/her recommendations to the Board.  Upon approval by the Board, he/she 
processes purchase orders to those bidders awarded contracts and notifies the other bidders of 
the results of the bidding. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 9.314 
  153.01; 153.12 through 153.14; 153.50 through 153.56 
  3313.372; 33313.373; 3313.46 
  3319.04 
 
 
CROSS REFS.: DJ, Purchasing 
 DJF, Purchasing Procedures 
 ECF, Energy Conservation 
 FA, Facilities Development Goals 
 FEF, Construction Contracts Bidding and Awards 
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PURCHASING PROCEDURES 
 
 
Monies under the jurisdiction of the Board may not be expended except upon a warrant drawn 
against a specific appropriation and against a specific fund.  Therefore, no contract or purchase 
order for the expenditure of money will be made unless there is attached to it a certificate of the 
Treasurer certifying that the amount required to meet the contract or purchase order has been 
appropriated and is in the treasury, or is in the process of collection, and is free from previous 
encumbrance. 
 
Any contract or purchase order issued without such a certificate attached is void, except as the 
law allows later issuance within 30 days of the certificate and except that, if the amount involved 
is less than $1,000, the Treasurer may authorize it to be paid without the ratification or 
affirmation of the Board.  Under certain conditions, the law also allows the Treasurer to issue 
blanket certification, subject to limitations of time and amount as set by law. 
 
Purchasing procedures are designed to ensure the best possible price for the desired products and 
services.  Procedures for purchasing are developed to require that all purchases are made on 
properly approved purchase orders and that, for items not put up for bid, price quotations are 
solicited. 
 
In compliance with the State Use Law, the Board directs the administration to determine if 
products and services needed by the District may be purchased from the Ohio Industries for the 
Handicapped.  If applicable, the District will purchase products and/or services from the OIH. 
 
Special arrangements may be made for ordering perishable and emergency supplies. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 3313.46 
  3327.08 
  5705.41; 5705.412; 5705.44 
 
 
CROSS REFS.: DJ, Purchasing 
 DJC, Bidding Requirements 
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PURCHASING PROCEDURES 
 
 
General 
 
 1. The Board designates the Superintendent as the purchasing agent. 
 
 2. Only the persons designated by the Board may commit the system to a purchase. 
 
 3. The materials, equipment, supplies and/or services to be purchased are of the quality 

required to serve the function in a satisfactory manner, as determined by the 
requisitioner and the Superintendent. 

 
 4. It is the responsibility of the requisitioner to provide an adequate description as 

required by the Superintendent, so that the latter may be able to prepare the 
specifications and to procure most expeditiously and economically the desired 
commodity and/or service.  A source of supply should be included on requisitions for 
specialty or unusual items. 

 
 5. It is the responsibility of the Superintendent to make alternate suggestions to the 

requisitioner if, in the judgment of the Superintendent, the specification would restrict 
competition or otherwise preclude the most economical purchase of the required items.  
In the case of disagreement, either party may refer the matter in accordance with 
established procedure. 

 
 6. When a low bidder proposes an alternate as equal to that specified, it is the 

responsibility of the Treasurer to determine whether the proposed substitution is, in 
fact, an equal.  Such decision is based on his/her evaluation and that of the 
requisitioner.  In the case of disagreement between the requisitioner and the Treasurer, 
either party may refer the matter to the Superintendent. 

 
Requisitions 
 
 1. The following are designated as “requisitioner”; that is, they are authorized to issue 

requisitions against stipulated segments of budgetary appropriations:  the 
Superintendent, administrative assistants, directors, supervisors and building principals.  
Each requisitioner is responsible for limiting his/her requisitions to the appropriate 
amounts. 

 
 2. Only forms provided by the Treasurer are used for requisitioning. 
 
 3. Standard supply lists of commonly used items are jointly developed for all categories or 

groups of supplies by the Treasurer. 
 
 4. Items not specifically included on standard lists are requisitioned on the regular 

requisition forms. 
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 5. The number of requisitions are kept to a minimum.  They are submitted to conform 

with the purchasing schedule established by the Treasurer. 
 
 6. Requisitions are prepared in triplicate, with the yellow copy to be retained by the 

requisitioner. 
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 7. A requisition, to be considered appropriate for processing, meets the following 

requirements: 
 
 A. contains adequate information and 
 B. is approved by and bears the signature of an authorized requisitioner. 
 
 8. All approved requisitions are submitted to the Treasurer. 
 
 9. After a purchase order has been issued by the Treasurer’s office, the number of the 

purchase order is recorded on the requisition. 
 
 10. After processing, the original copy of the requisition is filed in the office of the 

Treasurer. 
 
Purchase Orders 
 
 1. Purchase orders are prepared by the appropriate person and include the following 

essentials: 
 
 A. a specification which adequately describes to the supplier the characteristics and 

the quality standards of the item required; 
 B. a firm, quoted, net-delivered price, whenever possible (unit prices are shown); 
 C. clear delivery instructions, including place and time; 
 D. signature of the Superintendent; 
 E. appropriate account code number and 
 F. the Treasurer’s certificate of available revenue and appropriation. 
 
 2. Purchase orders are numbered and prepared in sets of four copies, each to be used as 

follows: 
 
 A. original to vendor; 
 B. copy 2 filed numerically by purchase order number; 
 C. copy 3 sent to the accounting office for encumbrance and later filed alphabetically 

by vendor and 
 D. copy 4 returned to requisitioner, to be returned after certification as to receipt in 

proper quantity and satisfactory condition.  (This copy is filed with the claim form 
by claim number.) 

 
 3. Verbal confirmation orders subject to subsequent confirmation by a written purchase 

order may be issued only in cases in which a bona fide emergency situation exists 
which can be handled only by this procedure: 

 
 A. whenever possible, a purchase order number should be given to the supplier and 
 B. a confirming requisition is issued immediately, marked “confirmation” indicating 

the purchase order number, if one was given. 
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(Approval date:  October 11, 2004) 
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File: DJH 
 
 

CREDIT CARDS 
 
 
The Board recognizes the efficiency and convenience afforded the day-to-day operation of the 
District through the use of credit cards under the supervision of the Treasurer.  However, credit 
cards are not to be used to circumvent the general purchasing procedures required by State law 
and Board policies.  
 
The Board authorizes the use of credit cards in the following manner. 
 
Credit Cards 
 
 1. All credit cards issued to and in the name of the District shall be held and supervised by 

the Treasurer and used only for approved District-related activities. 
 
 2. Credit cards may be used for District-related transportation, reservations and expenses, 

conference registrations and hotel reservation guarantees for the Board and staff. 
 
 3. If monies are budgeted and deposited with the Treasurer in advance, credit cards may 

be used by school employees for student trips and competitions for safety and security 
reasons. 

 
 4. With prior approval of the Treasurer, credit cards may be used by school employees for 

school-related purchases from a vendor who does not accept purchase orders or 
vouchers. 

 
 5. The Treasurer keeps a record of all credit card use. 
 
 6. Receipts and appropriate form(s) are to be turned in with the credit card to the 

Treasurer within five business days upon completion of approved use. Failure to turn in 
receipts and appropriate form(s) to the Treasurer within five business days may result 
in the charges being deemed unrelated or unsubstantiated. The user is responsible for 
any unsubstantiated or unrelated purchases. 

 
 
[Adoption date:  October 11, 2004] 
 
 
CROSS REFS.: DJ, Purchasing 
 DJB, Petty Cash Accounts 
 DLC, Expense Reimbursement 
 GCL, Professional Staff Development Opportunities 
 GDL, Support Staff Development Opportunities 
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CREDIT CARDS 
 
 
Credit cards may be used for the following purposes. 
 
 
 1. School business travel, meetings, lodging and meals for out of District meetings or 

seminars are subject to the reimbursement limits established by the Board. 
 
 2. Purchases from vendors that require a credit card as form of payment do not supercede 

the requirement of pre-approval of a purchase order for the purchase.  The use of the 
credit card for electronic commerce must be pre-approved by the submission of a 
purchase order prior to purchase.  

 
 3. The use of the credit card over the Internet must be safeguarded at all times.  All 

vendors must be pre-approved for use and must show sufficient proof of being a 
legitimate business entity.  All purchases over the Internet are the sole responsibility of 
the Board's authorized buyer in the event of business fraud. 

 
 4. If the use of a tax-exempt form is not possible, the expenditure is allowed.  The person 

using the credit card should take along the appropriate tax exemption form so that sales 
tax is not charged. 

 
Upon returning from an approved business trip, an employee shall submit all original itemized 
invoices and original credit card charge receipts to the Treasurer's office.  Credit card statements 
will not suffice as invoices.  Credit card statements will be mailed directly to the Treasurer's 
office.  Any late fees assessed to the District due to an employee failing to submit invoices and 
credit card receipts on a timely basis are the responsibility of the employee.  Receipts for meals 
must include the names of all individuals for whom meals were provided and the purpose of the 
meeting. 
 
The use of the credit card is prohibited for the following items: 
  
 1. purchase of personal goods or services for an administrator, an administrator's spouse, 

children or anyone employed or not employed by the Board and attending a District 
business function; 

 
2. payment of any fines, penalties or personal liabilities incurred by the administrator or 

anyone else; 
 

 3. alcoholic beverages or tobacco; 
 
 4. fuel for use in a personal vehicle; 
 
 5. entertainment expenses, including pay-per-view movie charges and/or 
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6. cash advances.  
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Persons using a credit card for personal, nonauthorized purposes or undocumented expenditures 
shall be held personally responsible for those expenditures.  Abuse of the credit card is subject to 
disciplinary procedures, including termination. 
 
The use of a credit card does not supersede the required completion of a professional leave form 
when applicable.  These procedures also dictate the reimbursement procedures of the Board. 
 
 
(Approval date:  October 11, 2004) 
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PAYMENT PROCEDURES 
 
 
All claims for payment from District funds are processed by the Treasurer.  Payment is 
authorized against invoices and supporting documents verifying receipt, supported by approved 
purchase orders or in accordance with salaries and salary schedules approved by the Board. 
 
As an operating procedure, the Board has adopted an annual resolution authorizing payment by 
the Treasurer for debts or claims.  The Board receives a list of bills paid the previous month. 
 
The Treasurer is responsible for ensuring that appropriate allocations are observed and that total 
expenditures do not exceed the amounts appropriated for all items. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 3313.18 
  3315.08 
  5705.38 through 5705.412 
 
 
CROSS REFS.: DJ, Purchasing 
 DLB, Salary Deductions 
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SALARY DEDUCTIONS 
 
 
Except for deductions for absence not covered by paid leave or those required by law, salary 
deductions are allowed only upon authorization by the employee and approval by the Board. 
 
The following deductions are required: 
 
 1. federal, state and local income tax; 
 2. employee’s share of retirement contribution according to current rate as set by law; 
 3. unexcused or excused absence not covered by paid leave and 
 4. Medicare deduction in compliance with Federal law. 
 
If requested by employees, the Board will implement payroll deductions for the Ohio Deferred 
Compensation Program.  Other deductions are in accordance with Negotiated Agreements and/or 
Board policy. 
 
The District may limit the right of an individual employee to designate the agent, broker or 
company to write tax-sheltered annuities by requiring designation by at least one percent of the 
District’s full-time employees or at least 10, whichever is greater, except that a District may not 
require that a company be designated by more than 50 employees. 
 
When a teacher is absent from duty and there is no leave applicable, the absence is unauthorized.  
The salary deduction for each day of unauthorized absence is based on the current annual salary 
divided by the number of teacher workdays in the official school calendar as adopted by the 
Board.  In no case will only the salary of the substitute be deducted or a teacher be allowed to 
employ and pay for the substitute. 
 
When an employee is absent from duty and there is no leave applicable, the absence is 
unauthorized.  The salary deduction for an unauthorized absence is made on a per diem basis in 
accordance with the required work year for that particular job classification. 
 
Unauthorized absences should not occur.  Repeated unauthorized absences can result in the 
teacher or other employee being disciplined. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 9.40 through 9.43; 9.45; 9.80; 9.81; 9.90; 9.91 
  148.01; 148.04 
  3315.08 
 
 
CROSS REFS.: DK, Payment Procedures 
 GCBD, Professional Staff Leaves and Absences 
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 GDBD, Support Staff Leaves and Absences 
 
 
CONTRACT REFS.: Teachers’ Negotiated Agreement 
 Support Staff Negotiated Agreement 
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EXPENSE REIMBURSEMENTS 
 
 
District personnel who incur expenses in carrying out their authorized duties are reimbursed by 
the District upon submission of a properly filled out and approved voucher with such supporting 
receipts as required by the administrative regulations.  Such expenses may be approved and 
incurred within the limits of budgetary allocations for the specific type of expense. 
 
When official travel by a personally owned vehicle has been authorized, mileage payment is 
made at the IRS rate. 
 
A traveler on official school business is expected to exercise the same care in incurring expenses 
that a prudent person would exercise in traveling on personal business.  Excessive costs, such as 
those caused by circuitous routes or luxury services or accommodations, are not considered 
prudent, nor are they accepted for reimbursement. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 3313.12; 3313.20 
  3315.15 
 
 
CROSS REF.: GCL, Professional Staff Development Opportunities 
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CASH IN SCHOOL BUILDINGS 
 
 
Monies collected by employees and by student treasurers are handled with prudent business 
procedures, in order to demonstrate the ability of employees to operate in that fashion and to 
teach such procedures to our students. 
 
All monies collected are receipted, accounted for and deposited every 24 hours.  In the event the 
Treasurer or person in charge of an activity is unable to deposit the money in 24 hours, the 
money will be accounted for and deposited in a secured place.  The money can be held no longer 
than three business days after receipt and the amount must be under $1,000.  If the amount is 
more than $1,000 or the money cannot be adequately safeguarded, it must be deposited on the 
business day following the date of receipt. 
 
In no case shall more than $10 be left overnight in unsecured areas of school buildings.  The 
Treasurer provides for making bank deposits after regular banking hours in order to avoid 
leaving money in a school building overnight. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 9.38 
  3313.291 
 
 
CROSS REFS.: DH, Bonded Employees and Officers 
 DJB, Petty Cash Accounts 
 IGDG, Student Activities Funds Management 
 KMA, Relations with Student Support Organizations 
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REPORTING OF HAZARDS 
 
 

The Board is concerned for the safety of students and staff members and, therefore, attempts to 
comply with all state and federal statutes and regulations to protect them from hazards that may 
result from industrial accidents or from the presence of asbestos materials. 
 
Toxic Hazards 
 
Toxic hazards exist in chemicals and other substances used in the school setting such as in 
laboratories, science classrooms, kitchens and in the cleaning of rooms and equipment. 
 
The Superintendent/designee appoints an employee to serve as the District’s Toxic Hazard 
Preparedness (THP) officer.  The THP officer will: 
 
 1. identify potential sources of toxic hazard in cooperation with material suppliers who 

shall supply the THP officer with material safety data sheets (MSDS); 
 
 2. ensure that all incoming materials, including portable containers, are properly labeled 

with the identity of the chemical, the hazard warning and the name and address of the 
manufacturer or responsible party; 

 
 3. maintain a current file of MSDS for every hazardous material present on District 

property; 
 
 4. design and implement a written communication program which: 
 
 A. lists hazardous materials present on District property; 
 
 B. details the methods used to inform staff and students of the hazards and 
 

C. describes the methods used to inform contractors and their employees of any 
hazardous substances to which they may be exposed and of any corrective 
measures to be employed;  

 
 5. conduct a training program for all District employees to include such topics as 

detection of hazards, explanation of the health hazards to which they could be exposed 
in their work environment and the District's plan for communication, labeling, etc. and 

 
 6. establish and maintain accurate records for each employee at risk for occupational 

exposure including name, social security number, hepatitis B vaccine status, results of 
exams, medical testing and follow-up procedures for exposure incidents and other 
information provided by and to health care professionals. 

 
In fulfilling these responsibilities, the THP officer may enlist the aid of county and municipal 
authorities and others knowledgeable about potential toxic hazards. 
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Asbestos Hazards 
 
In its efforts to comply with the Asbestos Hazard Emergency Response Act, the Public 
Employment Risk Reduction Act and the Asbestos Abatement Contractors Licensing Act, the 
Board recognizes its responsibility to: 
 
 1. inspect all District buildings for the existence of asbestos or asbestos-containing 

materials; 
 
 2. take appropriate action based on the inspections; 
 
 3. establish a program for dealing with friable asbestos, if found; 
 
 4. maintain a program of periodic surveillance and inspection of facilities or equipment 

containing asbestos and 
 
 5. comply with EPA regulations governing the transportation and disposal of asbestos and 

asbestos-containing materials. 
 
The Superintendent appoints a person to develop and implement the District's Asbestos-
Management Program which will ensure proper compliance with State and Federal law and the 
appropriate instruction of staff and students. 
 
The Superintendent also ensures that, when conducting asbestos abatement projects, each 
contractor employed by the District is licensed pursuant to the Asbestos Abatement Contractors 
Licensing Act. 
 
Occupational Exposure Training 
 
All employees with occupational exposure are required to participate in a training program at the 
time of their initial assignment to tasks where occupational exposure may occur. 
 
Follow-up training for employees is provided one year after their initial training.  Additional 
training is provided when changes such as modifications of tasks/procedures or institution of 
new tasks/procedures affect employees’ occupational exposure. 
 
A record of attendance at occupational exposure training is completed and maintained by the 
THP officer following each training session.  Such records are maintained for three years from 
the date of the training. 
 
Records Availability 
 
All records required to be maintained are made available upon request for examination and 
copying by the employee, employee representatives and under the provisions of PERRA.  
Medical records, however, are not made available to employee representatives or other persons 
without written consent of the employee. 
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Liability Disclaimer 
 
Nothing in this policy should be construed in any way as an assumption of liability by the Board 
for any death, injury or illness that is the consequence of an accident or equipment failure or 
negligent or deliberate act beyond the control of the Board or its officers and employees. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: 29 CFR 1910.1030 
 Asbestos School Hazard Abatement Act; 20 USC 4011 et seq. 
 Asbestos Hazard Emergency Response Act; 15 USC 2641 et seq. 
 Comprehensive Environmental Response, Compensation and Liability Act;  
  42 USC 9601 et seq. 
 ORC 3313.643; 3313.71; 3313.711 
  3327.10 
  4113.23 

 4123.01 et seq. 
Public Employment Risk Reduction Act; ORC 4167.01 et seq. 

 
 
CROSS REFS.: EB, Safety Program 
 EBBC, Bloodborne Pathogens 
 GBE, Staff Health and Safety 
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FIRST AID 
 
 
The school nurse develops guidelines for the emergency care of any student or staff member who 
is injured or becomes ill at school or while engaged in a school-sponsored activity.  The 
guidelines are reviewed by the Board prior to implementation. 
 
In the case of an emergency involving a student, the emergency medical authorization form is 
followed and efforts are made to contact the parent/guardian. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 2305.23 
  3313.712 
 OAC 3301-27-01; 3301-27-02; 3301-35-06 
 
 
CROSS REFS.: EB, Safety Program 
 JHCD, Administering Medicines to Students 
 Emergency Medical Form 
 Staff Handbooks 
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FIRST AID 
 
 

The following requirements shall be adhered to by all personnel: 
 
 1. A school nurse or other trained person is responsible for administering first aid.  

Although each nurse is assigned a school or group of schools for providing regular 
nursing services, a nurse is subject to call from any school if needed.  A physician 
and/or an emergency medical service will be called in case of serious illness or injury. 

 
 A. Within 30 days after the entry of any student during the school year, the parent is 

provided a copy of the emergency medical authorization form. 
 
 B. The school shall keep the form on file and send it to any school to which the 

student is transferred.  
 
 C. Parents may be permitted to make changes in a form or file a new form at any 

time.   
 
 D. If a parent does not wish to give such written permission, he/she shall indicate in 

the proper place on the form the procedure he/she wishes school authorities to 
follow in the event of a medical emergency involving his/her child. 

 
 E. Even if a parent gives written consent for emergency medical treatment, when a 

student becomes ill or is injured and requires emergency medical treatment while 
under school authority or while engaged in an extracurricular or cocurricular 
activity authorized by the appropriate school authorities, the authorities of his/her 
school shall make reasonable attempts to contact the parent before treatment is 
given.  The school shall present the student's emergency medical authorization 
form or a copy thereof to the hospital or practitioner rendering treatment.   

 
 F. Emergency medical forms must accompany all students on a field trip.   
 
 2. In accordance with law, the parents of all students are asked to sign and submit an 

emergency medical authorization which indicates the procedure they wish to be 
followed in the event of a medical emergency involving their child.  The permits are 
kept readily at hand in the nurse’s office of each school.   

 
 3. Only emergency care and first aid are provided.  A physician will outline first-aid 

treatment and emergency care for various types of illness and injury.  (Use of 
medications are limited to topical applications as authorized for certain types of injuries 
by a physician or to such medication as may have been officially authorized for an 
individual child.)  

 
 4. In cases where the nature of an illness or an injury appears serious, parents are 

contacted and instructions on the student's emergency card followed.  In extreme 
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 5. No elementary school student who is ill or injured will be sent home alone.  Senior high 
school students may be sent home if the illness is minor and the parents who have 
authorized such dismissal on the emergency medical form have been informed in 
advance.  

 
 6. Board-approved procedures are followed to guard against athletic injuries and to 

provide care and emergency treatment for injured athletes.  Coaches and trainers meet 
all requirements of the State Board of Education. 

 
 
(Approval date:  October 11, 2004) 
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BLOODBORNE PATHOGENS 
(Handling and Disposing of Contaminated Fluids) 

 
 
Staff/students incur some risk of infection and illness each time they are exposed to bodily fluids 
or other potentially infectious materials.  While the risk to staff/students of exposure to body 
fluids due to casual contact with individuals in the school environment is very low, the Board 
regards any such risk as serious. 
 
Consequently, the Board directs adherence to universally recognized precautions.  Universally 
recognized precautions require that staff and students approach infection control as if all direct 
contact with human blood and body fluids is known to be infectious for HIV, HBV, HCV and/or 
other bloodborne pathogens.* 
 
To reduce the risk to staff/students by minimizing or eliminating staff exposure incidents to 
bloodborne pathogens, the Board directs the Superintendent to develop and implement an 
exposure control plan. 
 
The plan shall include annual review by the Superintendent/designee; annual in-service training 
for staff and students; first-aid kits in each school building and each student transportation 
vehicle; correct procedures for cleaning up body fluid spills and for personal cleanup. 
 
Employees are required to comply with the District Bloodborne Pathogens Exposure Control 
Plan. Failure to comply will result in disciplinary action.   
 
Training is followed by an offer of immunization with hepatitis B vaccine for all staff who are 
required to provide first aid to students and/or staff.  The vaccine is also offered to all staff who 
have occupational exposure as determined by the administrator. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: Public Employment Risk Reduction Act; ORC 4167.01 et seq. 
 29 CFR 1910.1030 
 
 
CROSS REFS.: GBEA, HIV/AIDS (Human Immunodeficiency Virus/Acquired Immune  
  Deficiency Syndrome) (Also JHCCA) 
 Staff Handbooks 
 
 
* Bloodborne pathogens are pathogenic microorganisms that are present in human blood and can 
cause disease in humans.  These include, but are not limited to, hepatitis B virus (HBV) and 
human immunodeficiency virus (HIV). 
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BLOODBORNE PATHOGENS 
(Handling and Disposing of Contaminated Fluids) 

 
 

Health department information about the transmission of diseases including AIDS and hepatitis 
B and C focuses on "body fluids" as a possible carrier of organisms that can infect others.  The 
term includes drainage from cuts and scrapes, vomit, urine, feces, respiratory secretions (nasal 
discharge), saliva, semen and blood.  While any contact with the body fluids of another person 
represents a risk, the level of risk is very low.  The risk is increased if the fluid comes in contact 
with a break in the skin of another individual.  Generally, simple, consistent standards and 
procedures of cleanliness minimize risk.   
 
The following procedures are precautionary measures against the transmission of diseases.  
Prudent actions are to be employed by all staff.  These actions should focus primarily on steps 
that staff members can take to ensure their own well-being.  
 
Those who administer first aid, provide physical care or may otherwise incur occupational 
exposure to blood or other potentially infectious materials as determined by the District are 
specifically protected through the District's Exposure Control Plan. 
 
The procedures, however, are a review for all staff of appropriate hygienic and sanitation 
practices. 
 
 1. Universally recognized precautions are to be followed at all times.  Universally 

recognized precautions require the assumption that the staff approaches infection 
control as if all direct contact with human blood and body fluids is known to be 
infectious for HIV, HBV, HCV and/or other bloodborne pathogens. 

 
 2. Whenever possible, a student should be directed to care for his/her own minor bleeding 

injury.  This includes encouraging students to apply their own band aids.  If assistance 
is required, band aids may be applied after removal of gloves if a caregiver will not 
come into contact with blood or wound drainage.   

 
 3. Gloves are required for all tasks in which an individual may come into contact with 

blood or other potentially infectious materials.  Such tasks include cleaning body fluids 
spills, emptying trash cans, handling sharps/containers, handling contaminated broken 
glass, cleaning contaminated equipment and handling contaminated laundry/clothing.  
This also includes assisting with any minor wound care, treating bloody noses, 
handling clothes soiled by incontinence, diaper changing and cleaning up vomit. 

 
 4. Complete and effective hand washing of at least 10 seconds duration should follow any 

first aid or health care given a student or contact with potentially infectious materials.  
 
 5. If exposure to blood or other potentially infectious materials occurs through coughing, 

any first-aid procedure, or through an open sore or break in the skin, thorough washing, 
preferably with germicidal soap, is necessary. 
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 6. In the event hand washing facilities are not readily available, thorough cleaning using 
an antiseptic cleanser and clean cloth/paper towels or antiseptic towelettes provided by 
the District as an alternative is necessary.  In the event alternatives are used, hands 
must be  washed with soap and running water as soon as possible.   

 
 7. Any surface contaminated with blood or other potentially infectious materials must be 

cleaned after each use at the end of the day with soap and water and then rinsed with an 
EPA*-approved disinfectant.  These surfaces include equipment, counters, mats 
(including those used in physical education and athletic events) or changing tables.   

 
 8. An EPA-approved disinfectant must be used when cleaning fluids such as blood or 

vomit from the floor or other such contaminated surfaces. 
 
 9. Contaminated laundry such as clothing and towels must be placed and transported in 

bags and containers in accordance with the District's universally recognized 
precautions.  All such items must be laundered in hot or cold water and soap and placed 
in a dryer.   

 
 10. Needles, syringes, broken glassware and other sharp objects found on District property 

must not be picked up by students at any time, nor by the staff without a mechanical 
devise such as a broom, brush and dustpan.  Any such items found must be disposed of 
in closable, puncture-resistant, leakproof containers that are appropriately labeled or 
color-coded.   

 
 11. All wastebaskets used to dispose of potentially infectious material must be lined with a 

plastic bag liner that is changed daily. 
 
 12. Gloves and repellent gowns, aprons or jackets are required for tasks in which exposure 

to blood or other potentially infectious materials can be reasonably anticipated to 
contaminate street clothing.  Type and characteristics of such protective clothing will 
depend on the task.  Such tasks may include diapering/toileting and gross 
contamination, assisting with wound care, sorting or bagging contaminated 
laundry/clothing and disposing of regulated waste with gross contamination. 

 
 13. Maximum protection with gloves, face and/or eye protection and gowns are required 

whenever splashes, spray, spatter or droplets of blood or other potentially infectious 
materials may be generated and eye, nose or mouth contamination can be reasonably 
anticipated.  Such tasks may include feeding a child with a history of spitting or 
forceful vomiting and assisting with severe injury and wound with spurting blood.   

 
 * Disinfectants which can be used include Lysol, Purex, Clorox, Tough Act bathroom 

cleaner, Dow bathroom cleaning, Real Pine liquid cleaning, Pine Sol, Spic and Span, 
Tackle liquid, Comet and other products with EPA numbers.   

 
 
(Approval date:  October 11, 2004) 
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EMERGENCY PLANS 
 
 
The safety and well-being of the students and staff are a priority.  Although emergencies and 
disasters cannot be predicted, plans are prepared to minimize the effects of a disaster. 
 
Emergency plans have been prepared for District schools by the administration and are used by 
personnel and students in case of fire, civil emergencies and natural disasters.  The regulations 
are posted in each classroom and other areas accessible to students.  Drills provide both students 
and staff with practice in responding to emergency conditions should such conditions occur. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 3737.73; 3737.99 
 OAC 3301-35-06 
 
 
CROSS REFS.: EBD, Crisis Management 
 ECA, Buildings and Grounds Security 
 Emergency Plans Handbook 



Middletown City School District, Middletown, Ohio 
 

File:  EBC-R 
 
 

EMERGENCY PLANS 
 
 

The principal or other designated person(s) in each building shall instruct students by means of 
regular drills or rapid dismissals while school is in session, so that students, in a sudden 
emergency, may leave the building in the shortest possible time without confusion. 
 
 1. No person shall willfully neglect to keep the school doors and exits unlocked during 

school hours.   
 
 2. The Superintendent and Director of Student Services shall supervise building 

principals' plans for the emergency evacuation of school buildings for fires and 
explosions, civil disorders, bomb threats, and so forth.   

 
 3. Principals shall send notices of all drills and emergency evacuations of buildings to the 

Director of Student Services. 
 
The principal or other designated person(s) in each building shall instruct students in safety 
precautions to be taken in case of a tornado alert or warning.  The principal shall designate, in 
accordance with standards prescribed by the fire marshal, appropriate locations to be used to 
shelter students in case of tornado, tornado alert or warning. 
 
 1. The fire marshal or his/her designee shall annually inspect each school to ascertain 

whether the locations comply with prescribed standards. 
 
 2. Building plans for tornado alerts and warnings are filed each year with the Director of 

Student Services. 
 
The fire marshal shall issue a warning to any principal or designated person found in violation of 
the above rules.  The warning shall indicate the specific violation and date by which such 
violation shall be corrected. 
 
 1. No person shall fail to correct violations by the date indicated on a warning. 
 
 2. Any person who fails to correct a warning by the fire marshal is also in violation of 

these Board policies. 
 
 3. The Superintendent keeps a file of all fire marshal reports and warnings and makes 

timely reports regarding District compliance to the Board. 
 
 
(Approval date:  October 11, 2004) 
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EMERGENCY CLOSINGS 
 
 
The Superintendent/designee may close the schools, dismiss students early or delay the opening 
of schools in the event of hazardous weather or other emergencies which threaten the safety or 
health of students or staff members.  It is understood that the Superintendent/designee takes such 
action only after consultation with transportation and weather authorities. 
 
In the event that the Superintendent/designee shortens the school day by no more than two hours 
due to hazardous weather, either at the beginning or the end of the given school day, that day 
will not be designated a calamity day. 
 
Parents, students and staff members are informed early in each school year of the method of 
notification in the event of emergency closings or early dismissals. 
 
Prior to September 1 of each year, the Board adopts a resolution specifying a contingency plan 
under which the students make up days the schools were closed because of calamity days.  These 
make-up days are beyond the five calamity days provided for by law. 
 
The contingency plan cannot in any way conflict with the collective bargaining agreement. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 3313.48; 3313.482; 3313.483 
  3317.01 
  3737.73 
 OAC 3301-35-06 
 
 
CROSS REFS.: ICA, School Calendar 
 ID, School Day 
 
 
CONTRACT REFS.: Teachers’ Negotiated Agreement 
 Support Staff Negotiated Agreement 
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CRISIS MANAGEMENT 
 
 
A crisis can occur at any time and has the ability to make a significant impact on members of the 
community.  A crisis is defined as any event which threatens the actual safety and security of 
students, employees or visitors of the District or whose impact threatens the feeling of safety and 
security, both of which are detrimental to a positive learning environment. 
 
There are unlimited possibilities for crises that could impact the District.  These include, but are 
not limited to, suicide, death of a student or employee, acts of violence, trauma and accidents. 
 
In recognizing the need to be proactive in preparing for possible crises, the Board directs the 
Superintendent to prepare a Crisis Management Plan which addresses: 
 
 1. the primary goal of preventing a crisis from occurring; 
 
 2. appropriate means of dealing with a crisis in the District, including who shall serve as 

the primary spokesperson for the District and the steps in which the plan shall be 
carried out and 

 
 3. assessment of the way the crisis was handled with suggestions for improvement in the 

future, if necessary. 
 
The administration annually reviews the Crisis Management Plan, considering the most current 
information dealing with the subject, as well as making relevant information about the plan 
known to the community. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REF.: ORC 3313.20 
 
 
CROSS REFS.: EBC, Emergency Plans 
 GBE, Staff Health and Safety 
 JHF, Student Safety 
 KBCA, News Releases 
 Emergency Plans Handbook 
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SCHOOL PROPERTY SECURITY AND SAFETY 
 
 
Buildings and grounds constitute one of the greatest investments of the Board.  It is in the best 
interest of the District to protect such investments. 
 
Security includes maintenance of a secure building and protection from fire hazards, faulty 
equipment and unsafe practices in the use of electrical, plumbing and heating equipment.  The 
Board shall cooperate with local law enforcement agencies and fire departments and with 
insurance company inspectors. 
 
Access to buildings and grounds outside of regular school hours is limited to personnel whose 
work requires such access.  A security control system is established which limits access to 
buildings to authorized personnel and guards against entrance to buildings by unauthorized 
persons. 
 
Surveillance Equipment 
 
The Board recognizes the District’s responsibility to maintain order and discipline on school 
property and in school vehicles.  Recognizing the value of electronic surveillance systems in 
monitoring activity, the Board directs the administration to develop regulations to implement the 
surveillance program.  The regulations must be in compliance with law to protect the privacy 
rights of students and staff. 
 
 1. Cameras 
 
  Surveillance cameras may be used both inside and outside of buildings and in student 

transportation vehicles to assist in the safety and security of students, staff and 
property. 

 
  Video cameras monitor student behavior and the recordings are hereby stipulated as 

admissible evidence in student disciplinary proceedings.  The videotapes may be 
student records subject to confidentiality and are subject to Board policy and 
administrative regulations. 

 
 2. Metal Detectors 
 
  When there has been a pattern of weapons found at school or when violence involving 

weapons has occurred at the school, the administration is authorized to use stationary or 
mobile metal detectors.  The Board directs the administration to develop regulations for 
the use of detectors. 

 
  Any search of a student’s person as a result of activation of the detector is conducted in 

private. 
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LEGAL REFS.: The Elementary and Secondary Education Act; 20 USC 1221 et seq. 
 Family Educational Rights and Privacy Act; 20 USC Section 1232g et seq. 
 U.S. Const. Amend. IV 
 ORC 149.41; 149.43 
  1347.01 et seq. 
  3313.20; 3313.47; 3313.66 
  3319.321 
  3327.014 
 
 
CROSS REFS.: EBC, Emergency Plans 
 EEAC, School Bus Safety Program 
 EEACC, Student Conduct on School Buses (Also JFCC) 
 JFCJ, Weapons in the Schools 
 JFG, Interrogations and Searches 
 JO, Student Records 
 KK, Visitors to the Schools 
 Staff Handbooks 
 Student Handbooks 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Middletown City School District, Middletown, Ohio 
 

 
 
 
 
 

2 of 2 



     File:  ECA-R 
 
 

SCHOOL PROPERTY SECURITY AND SAFETY 
 
 
The Board recognizes the value of electronic surveillance systems in monitoring activity on 
school property and in school vehicles in protecting the health, welfare and safety of its students 
and staff.  Carefully weighing the rights of privacy of students and staff against the District's 
duty to maintain order and discipline, the Board authorizes the use of electronic surveillance 
systems.  
 
Cameras 
 
 1. The administration notifies its students and staff that camera surveillance may occur on 

school property or in school vehicles.  Notices are placed in student and staff 
handbooks. 

 
 2. The use of cameras in transportation vehicles is supervised by the building principals 

and the transportation supervisor. 
 
 3. The use of cameras is subject to District policies concerning the confidentiality of 

student and staff records. 
 
 4. Surveillance cameras are used only to promote the order, safety and security of 

students, staff and property. 
 
Portable Metal Detectors 
 
Notices are posted at each main doorway and in student handbooks explaining that weapons are 
not permitted at school and that students may be required to submit to a metal detector check.   
 
 1. Prior to beginning metal detector checks, an administrator or law enforcement officer 

explains the process to the student body, emphasizing that checks are intended to 
maintain a safe school environment. 

 
 2. The administrator or officer checks each student by visually searching his/her locker 

and having them bring contents to a checkpoint. 
 
 3. The administrator or officer will ask the student to remove all metal-containing objects 

from his/her clothing and personal effects.  The administrator/officer scans the student 
without touching him/her, as well as the student's personnel effects.  Scan of the 
student's person is done by an adult who is the same gender as the student.  If the 
student refuses to cooperate, the administrator/officer may proceed with the check in 
the presence of another adult. 

 
 4. If the metal detector is activated during scanning of the student's effects, the 

administrator/officer opens the student's bag, purse, etc. and looks for weapons.  If the 



Middletown City School District, Middletown, Ohio 
 

detector is activated during scanning of the student's person, the student is given a 
second opportunity to remove any metal-containing object from his/her person. 
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 5. If the metal detector is again activated, a same-gender administrator/officer conducts a 

pat-down search of the student's outer clothing in the area where the metal detector was 
activated.  If the administrator/officer feels an object on the student's person, the 
student is given an opportunity to remove the object.  If the student refuses, the 
administrator/officer escorts the student into a private room and removes the object 
from the student in the presence of an adult witness of the same gender. 

 
 6. If a properly conducted search yields a weapon or any other illegal material, it is turned 

over to the proper legal authorities for ultimate dispositions. 
 
 
(Approval date:  October 11, 2004) 
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VANDALISM 
 
 
Parents and students are made aware of the legal consequences of vandalism.  Students, 
employees and citizens of the District are urged to report any incidents of vandalism to property 
belonging to the District together with the name(s) of the person(s) believed to be responsible.  
The Board may offer a reward for information leading to the arrest and conviction of any person 
who steals or damages Board property. 
 
The Superintendent is authorized to sign a criminal complaint and to press charges against 
perpetrators of vandalism against school property.  The Superintendent is further authorized to 
delegate, as he/she sees fit, authority to sign such complaints and to press charges. 
 
Any student found guilty of any form of vandalism or defacement of school property may be 
subject to suspension or expulsion.  
 
Parents are liable up to the amount provided by law for the willful destruction of property by a 
minor in their custody or control.  If parents are found liable for monetary damages and are 
unable to make restitution, the Board may allow the parents to perform community service for 
the District instead of repayment of the damages. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 2909.05 
  3109.09 
  3313.173 
  3737.73; 3737.99 
 
 
CROSS REFS.: JG, Student Discipline 
 JGA, Corporal Punishment 
 JGD, Student Suspension 
 JGDA, Emergency Removal of Student 
 JGE, Student Expulsion 
  



Middletown City School District, Middletown, Ohio 
 

     File:  ECF 
 
 

ENERGY CONSERVATION 
 
 
Measures should be taken to conserve energy in order to protect natural resources and to 
minimize the District’s expenditures for costs of energy consumption.  The Superintendent, 
supported by the school staff, develops and implements operating procedures to reduce energy 
consumption in the schools.  The Board also directs the Superintendent and the staff to 
continually assess the consumption of energy and make recommendations for improved use of 
energy resources. 
 
One major component of the District’s energy management plan is periodic building energy 
audits which may take into consideration the: 
 
 1. type of construction of the building; 
 
 2. mechanical systems (heating, cooling, ventilation); 
 
 3. lighting and use of glass; 
 
 4. use of the building (during the day, after school, evenings or weekends); 
 
 5. utility bills or measurement of fuel consumed; 
 
 6. local weather; 
 
 7. age of the building; 
 
 8. floor space and 
 
 9. condition of insulation. 
 
The Board may approve the purchase and installation of energy conservation measures via 
shared savings and/or installment contracts.  The Board may dispense with competitive bidding 
in awarding such contracts in accordance with law. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 133.06(G) 
  3313.372; 3313.373; 3313.46(B)(3) 
 
 
CROSS REFS.: DJC, Bidding Requirements 
 FL, Retirement of Facilities 
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INTEGRATED PEST MANAGEMENT 
 
 
The Board is committed to providing students with a safe learning environment free of pests and 
pesticides.  The Board directs the administration to develop regulations for the proper use and 
control of pesticides and chemicals.  In order to keep the facilities and grounds safe, the 
administration may investigate a variety of chemical and nonchemical methods that are designed 
to control pests effectively while minimizing potential exposure to students and staff. 
 
Whenever possible, pesticides are administered during noninstructional periods and/or during 
school breaks.  If it becomes necessary to administer pesticides during times school is in session, 
the administration will provide notice to affected persons, prior to the date and time of the 
pesticide application, of the general area where the pesticide is to be applied and the telephone 
number to contact the school for more information. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.:  Public Employment Risk Reduction Act; ORC 4167.01 et seq. 
 29 CFR 1910.1030 
 Comprehensive Environmental Response, Compensation and Liability Act, 
 42 USC 9601 et seq. 
 
 
CROSS REFS.: EB, Safety Program 
 EBBC, Bloodborne Pathogens 
 GBE, Staff Health and Safety 
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COMPUTER/ON-LINE SERVICES 
(Acceptable Use and Internet Safety)  

 
 
Technology can greatly enhance the instructional program, as well as the efficiency of the 
District.  The Board recognizes that careful planning is essential to ensure the successful, 
equitable and cost-effective implementation of technology-based materials, equipment, systems 
and networks.  Computers and use of the District network or on-line services support learning 
and enhance instruction, as well as assist in administration.  Computer networks allow people to 
interact with many computers; the Internet allows people to interact with hundreds of thousands 
of networks.  All computers are to be used in a responsible, efficient, ethical and legal manner.  
Failure to adhere to this policy and the guidelines below will result in the revocation of the user’s 
access privilege.  Unacceptable uses of the computer/network include but are not limited to: 
 
 1. violating the conditions of State and Federal law dealing with students’ and employees’ 

rights to privacy; 
 
 2. using profanity, obscenity or other language which may be offensive to another user; 
 
 3. reposting (forwarding) personal communication without the author’s prior consent; 
 
 4. copying commercial software and/or other material in violation of copyright law; 
 
 5. using the network for financial gain, for commercial activity or for any illegal activity; 
 
 6. “hacking” or gaining unauthorized access to other computers or computer systems, or 

attempting to gain such unauthorized access; 
 
 7. accessing and/or viewing inappropriate material and 
 
 8. downloading of freeware or shareware programs. 
 
The Superintendent/designee shall develop a plan to address the short- and long-term technology 
needs and provide for compatibility of resources among school sites, offices and other 
operations.  As a basis for this plan, he/she shall examine and compare the costs and benefits of 
various resources and shall identify the blend of technologies and level of service necessary to 
support the instructional program. 
 
Because access to on-line services provides connections to other computer systems located all 
over the world, users (and parents of users who are under 18 years old) must understand that 
neither the school nor the District can control the content of the information available on these 
systems.  Some of the information available is controversial and sometimes offensive. 
 
The Board does not condone the use of such materials.  Employees, students and parents of 
students must be aware that the privileges to access on-line services are withdrawn from users 
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regulations for computer/on-line services use.  The District has implemented technology-
blocking measures to prevent students from accessing inappropriate material on school 
computers.  The District has also purchased monitoring devices which maintain a running log of 
Internet activity, recording which sites a particular user has visited. 
 
“Harmful to minors” is defined as any picture, image, graphic image file or other visual 
depiction that: 
 
 1. taken as a whole and with respect to minors appeals to a prurient interest in nudity, 

gender or excretion;  
 
 2. depicts, describes or represents, in a patently offensive way with respect to what is 

suitable for minors, an actual or simulated sexual act or sexual contact, actual or 
simulated normal or perverted sexual acts or lewd exhibition of genitals or  

 
 3. taken as a whole, lacks serious literary, artistic, political or scientific value as to 

minors. 
 
Students and staff who wish to have computer network and Internet access during the school 
year must read the acceptable use and Internet safety policy and submit a properly signed 
agreement form.  Students are asked to sign a new agreement each year after reviewing the 
policies and regulations of the District. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: U.S. Const. Art. I, Section 8 
 Family Educational Rights and Privacy Act; 20 USC 1232g et seq.  
 Children’s Internet Protection Act; (P.L. 106-554, HR 4577, 2000,  
     114 Stat 2763) 
 ORC 1329.54-1329.67 
  3313.20 
  3319.321 
 
 
CROSS REFS.: AC, Nondiscrimination 
 ACA, Nondiscrimination on the Basis of Gender 
 ACAA, Sexual Harassment 
 IB, Academic Freedom 
 IIA, Instructional Materials 
 JFC, Student Conduct 
 Staff Handbooks 
 Student Handbooks 
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COMPUTER/ON-LINE SERVICES 
(Acceptable Use and Internet Safety)  

 
 
The following guidelines and procedures are to be followed by staff, students or community 
members who are authorized to use the District’s computers, local area network or on-line 
services (e-mail, Internet, commercial services).  These guidelines are reviewed periodically and 
subject to revision as needed. 
 
 1. Use appropriate language.  Do not use profanity, obscenity or other language which 

may be offensive to other users.  Illegal activities are strictly forbidden.   
 
 2. Do not reveal your personal home address or phone number or those of other students 

or colleagues. 
 
 3. The user in whose name an on-line service account is issued is responsible for its 

proper use at all times.  Users shall keep their password, personal account number, 
home addresses and telephone numbers private. 

 
 4. Network storage areas may be treated like school lockers.  Network administrators may 

review files and communications to maintain system integrity and insure that users are 
using the system responsibly.  Users should not expect that files stored on District 
servers and school computers will always be private. 

 
 5. Note that electronic mail (e-mail) is not guaranteed to be private.  People who operate 

the system do have access to all messages relating to or in support of illegal activities 
and such activities may be reported to the authorities.   

 
 6. Use of the computer and/or network will not be for financial gain or for any 

commercial or illegal activity.   
 
 7. The network should not be used in such a way that it will disrupt the use of the network 

by others.   
 
 8. All communications and information accessible via the network should be assumed to 

be private property.  
 
 9. Rules and regulations of on-line etiquette are subject to change by the administration.   
 
 10. Users shall use the system only under their own account password.   All violations of 

this policy that can be traced to an individual account name will be treated as the sole 
responsibility of the owner of that account.  Under no conditions should one give 
his/her password to another user.  Impersonation is not permitted.  Real names must be 
used; pseudonyms are not allowed, except those assigned for use with newsgroups.   
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 11. The system shall be used only for purposes related to education or administration of the 
District.  Commercial, political and/or personal use of the system is strictly prohibited.  
The administration reserves the right to monitor any computer activity and on-line 
communications for improper use.   

 
 12. Users shall not use the system to encourage the use of drugs, alcohol or tobacco nor 

shall they promote unethical practices or any activity prohibited by law or Board 
policy.   

 
 13. Users shall not transmit material that is threatening, obscene, inappropriate, disruptive 

or sexually explicit or that could be construed as harassment or disparagement of others 
based on their race, color, national origin, citizenship status, gender, sexual orientation, 
economic status, age, disability, religion or political beliefs.   

 
 14. Copyrighted material may not be placed on the system without the author's permission 

and/or legally purchased software or license covering its use.   
 
 15. All copyrighted materials taken off the system and/or locally owned software are 

subject to all copyright laws. For example, an encyclopedia article from an electronic 
encyclopedia still is limited by copyright laws in how many copies can be made and 
how they can be used.   

 
 16. Vandalism will result in the cancellation of user privileges.  Vandalism includes 

uploading/downloading any inappropriate material, creating computer viruses and/or 
any malicious attempt to harm or destroy equipment or materials or the data of any 
other user. 

 
 17. Student users shall not read other users' mail or files without consent; they shall not 

attempt to interfere with other users' ability to send or receive electronic mail, nor shall 
they attempt to read, delete, copy, modify or forge other users' mail.  Misuse will result 
in loss of user privileges and/or other disciplinary measures. 

 
 18. Users are expected to keep messages brief and use appropriate language. 
 
 19. Users are not permitted to violate regulations prescribed by any on-line service 

provider. 
 
 20. Users shall report any security problem or misuse of the network to the teacher or the 

principal or immediate supervisor. 
 
 21. Electronic mail and telecommunications are not to be utilized by employees to share 

confidential information about students or other employees because messages are not 
entirely secure. 

 
 22. Use of privately owned software on school computers is subject to the approval of the 

District technology department and to the tests of legality, appropriateness, relationship 
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to curriculum and the compatibility with the District network and workstation 
standards. 
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 23. Installing any programs, applications, files, updates or plug-ins to a school computer is 

to be done only after permission is obtained from the District technology department 
and is subject to the tests of legality, appropriateness, relationship to the curriculum and 
the compatibility with the District network and workstation standards. 

 
 24. Subscribing to any newsgroup, joining a newsgroup mailing list or posting to a 

newsgroup will be done only with the approval of the staff member in charge of the 
computer. 

 
 25. Communicating in real time through chat rooms is strictly prohibited in any form or 

manner. 
 
 26. E-mail accounts for students and staff members are to be established using procedures 

outlined by the District office.  A request must be completed by the staff member for an 
individual staff account.  Staff members may request individual student accounts which 
are to be assigned to specific computer stations.  The official District-sanctioned e-mail 
account is the only one to be used on school computers by students and staff.  Free mail 
accounts through search engines, web sites or other Internet programs, such as Excite 
mail, are not permitted on school computers.  School e-mail accounts need to be 
monitored by user name, computer, date and time in order to track proper e-mail use.   

 
 27. Free posting of web pages from school computers to servers accessed through web 

sites, such as Geocities, is not allowed.  Posting school web pages on sites other than 
those designated for that purpose is prohibited.  

 
 28. Staff members supervising and using computers must follow the District policy in their 

own use and in making decisions in granting students permissions for computer use.   
 
Violations of any of the above guidelines and procedures may result in any or all of the 
following sanctions: 
 
 1. loss of access; 
 2. additional disciplinary action may be determined at the building level in line with the 

Code of Student Conduct and/or 
 3. when applicable, law enforcement agencies will be involved.   
 
 
(Approval date:  October 11, 2004) 
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COMPUTER/ON-LINE SERVICES 
(Acceptable Use and Internet Safety)  

 
 

Student Regulations 
 
The following guidelines and procedures are to be followed by the students of Middletown City 
Schools who are authorized to use the District's computers, local area network or on-line services 
(electronic mail, Internet, commercial services).  These guidelines and procedures are reviewed 
periodically and subject to revision as needed.   
 
Violations of any of the following guidelines or procedures may result in any or all of the 
following sanctions: 
 
 1. loss of user privileges; 
 2. the District may seek reimbursement for repair, replacement or any cost incurred by the 

District due to vandalism; 
 3. additional disciplinary action may be determined in line with the Code of Student 

Conduct or 
 4. when applicable, law enforcement agencies will be involved. 
 
 
General Usage 
 
 1. Illegal activities are strictly prohibited.   
 2. Users shall not use the system to encourage the use of drugs, alcohol or tobacco nor 

shall they promote unethical practices of any activity prohibited by law or Board 
policy. 

 3. Users shall not transmit lewd, vulgar, indecent or plainly offensive speech. 
 4. Users shall not transmit material that is threatening or harassing and that is based on 

race, color, national origin, gender, disability or age that is: 
 
 A. so severe, pervasive, or objectively offensive, and that undermines and detracts 

from the educational experience, that an individual is effectively denied equal 
access to the District's resources and opportunities; 

 B. reasonably expected to create a substantial disruption or interference with the 
work of the District or the rights of other individuals. 

 
 5. Users shall not transmit material that is threatening or harassing and that is based on 

factors other than race, color, national origin, citizenship status, gender, sexual 
orientation, economic status, disability, religion, or age that is reasonably expected to 
create a substantial disruption or interference with work of the District or the rights of 
other individuals.   

 6. Rules and regulations of network etiquette are subject to change by the administration. 
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 7. Any form of vandalism is prohibited.  Vandalism includes uploading/downloading any 
inappropriate materials, creating or using computer viruses and/or any attempt to harm, 
physically damage, or destroy equipment, materials, or the data of another user. 

 8. A user shall report any security problem or misuse of the network or its computers to a 
teacher, principal or immediate supervisor. 
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  Accidental site hit(s) will be documented by a staff member and copied and sent to the 
building tech leader(s), building principal(s) and the District technology office.  (An 
accidental site hit occurs when a user unknowingly goes to a website which would be 
considered inappropriate for viewing.  The user should immediately notify a staff 
member. 

 9. Users are not permitted to violate regulations prescribed by the District's on-line service 
provider.  The District's online provider is the Southwestern Ohio Computer 
Association (SWOCA).  The Acceptable Use Policy for SWOCA is linked to the 
District's web page. 

 10. The user in whose name the District's on-line service account is issued is responsible 
for its use at all times.   

 11. The computer and/or network are not to be used (accessed) for unauthorized financial 
gain or unauthorized commercial activity.   

 12. The network should not be used in such a way that it will disrupt the use of the network 
by others. 

 
Privacy Issues 
 
 1. Users shall have no expectations of privacy.  All communications and information that 

is accessible through a District computer is property of the District.  District personnel 
may view files, communications, and any other computer or network communication at 
any time for any reason. 

 2. Students must not reveal personal information or that of staff or fellow students. 
 3. Users must not read other users' mail or files without consent of the user; they shall not 

attempt to interfere with other users' ability to send or receive electronic mail, not shall 
they attempt to read, delete, copy, modify or forge other users' mail.   

 4. The user shall use the network only under his/her own account password. All violations 
of this policy that can be traced to an individual account name will be treated as the 
responsibility of the owner of that account and of the individual committing the 
violation, if not the owner.  Under no conditions should one give his/her password or 
account number to another user.  Impersonation for any purpose is not permitted. 

 5. When participating in an Interactive Video Distance Learning session, the user must be 
willing to allow audio and/or video transmission of all activities to remote locations to 
be heard and/or viewed by persons outside the Middletown City School District.   

 
Communications 
 
Electronic Mail-E-mail 
 
 1. E-mail accounts for students and staff members are to be established using procedures 

outlined by the District office.  A request must be completed by the staff member for an 
individual staff account.  Staff members may request individual student accounts.  The 
official District sanctioned e-mail account is the only one to be used on school 
computers by students and staff. E-mail accounts through search engines, web site, or 
other Internet programs, such as Yahoo and HotMail, are not permitted on school 
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computers.  School e-mail accounts need to be monitored by user names, computer, 
date, and time in order to track proper email use. 

 2. The use of e-mail accounts by students must be school-related or under teacher 
supervision. 
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 3. Students receiving an e-mail account must have a signed user agreement form on file 
and purpose of use must be correlated to the curriculum. 

 4. The use of a MCSD student e-mail account on any computer other than a District 
computer is strictly prohibited unless authorized by appropriate school personnel. 

 5. The use of real time communications program by students is strictly prohibited. 
 
Chat Rooms 
 
 1. The independent, unsupervised, unapproved use of chat rooms by students is strictly 

prohibited. 
 2. The use of a chat room for a teacher-controlled activity is only permitted with 

curriculum connection and an application pre-approved by the building principal 24 
hours before the scheduled activity.  Any inappropriate occurrence should be 
documented on the approval form and returned to the building principal.   

 3. For all chat room activities, a single computer will be used with one student/teacher 
controlling input to the chat area for the entire class.   

 
Web Exploration 
 
Student Web Use 
 
 1. Posting of web pages from school computers to servers accessed through web sites, 

such as Geocities, is not allowed.  Posting school-related web pages and projects by 
students on sites other than the Middletown City School District web site is prohibited.   

 
Downloading Programs and Information 
 
 1. Installing or adding any programs, applications, files, updates, or plug-ins to a school 

computer is to be done only after permission is obtained from the staff member in 
charge of the computer.   

 
 2. The downloading of appropriate files for research and classroom use is permitted by 

teachers as long as they follow copyright laws and the District software policy. 
 
Copyright 
 
 1. Copyrighted materials may not be placed on the system without the author's permission 

and/or possession of legally purchased software or license covering its use. 
 
 2. Copyrighted materials taken off the system and/or locally owned software shall be 

subject to all copyright laws. 
 
IVDL - Interactive Video Distance Learning 
 
Distance learning technology provides students with the unique opportunities to receive 
instruction and to participate in educational programs which would otherwise be unavailable to 
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them due to the distance or cost involved.  However, due to the very nature of distance learning, 
each student must agree to the following conditions for participating in this type of activity.   
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 1. The student will not behave in a manner that is disruptive or distracting to other 
students.  This includes wearing clothing or otherwise having the appearance that, in 
the opinion of the instructor or supervisor, is disruptive or distracting to other students.   

 
 2. The student will not use language or gestures which are obscene, vulgar, profane or 

sexually suggestive. 
 
 3. The student's voice, image, physical presence and participation in class activities may 

be electronically recorded at any time and may be transmitted to instructors, students 
and other persons in remote locations as part of the distance learning course or 
program.   

 
 
(Approval date:  October 11, 2004) 
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COMPUTER NETWORK AGREEMENT FORM 
 
 

I hereby apply for a student/employee account on the District computer network: 
 
Circle one: student  employee 
 
Name:    
 
School:    
 
Home Address:    
 
City, State, Zip:    
 
Home Phone:    
 
I have read and I understand this computer policy and its guidelines and regulations and agree to 
abide by all of the rules and standards for acceptable use stated therein.  I further state that all 
information provided for the creation of this account is truthful and accurate. 
 
 
 
 
Signature:    Date:    
 
 
 
 

Parental Release Form 
(for students under 18 years of age) 

 
 
 

I/We,          ,  the parent(s) of (student 
name)         , have read and understand the 
computer policy and its guidelines and regulations and we agree to its terms and conditions.  We 
confirm our child’s intentions to abide by the terms and conditions therein, and we agree to 
supervise our child’s use of the computer network from home or outside of the classroom. 
 
 
 
 
Signature:    Date:    
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STUDENT TRANSPORTATION SERVICES 
 
 
The transportation policies of the Board are aimed at providing a safe, efficient and economical 
method of getting students to and from school.  It is the desire of the Board that the 
transportation schedule serve the best interests of all students and the District. 
 
In addition to that required by law, the Board provides school bus transportation to all 
elementary and secondary school students to the extent determined by the administration and 
approved by the Board.  This may vary because of safety conditions that prevail in certain areas 
of the District.  All regulations governing student transportation are in accordance with the Ohio 
School Bus Operation Regulations issued by the Ohio Department of Education, Ohio State 
Highway Patrol, Ohio Department of Highway Safety and as required by State law. 
 
The District operates its own fleet of school buses.  If it is impractical to transport certain 
students by regular bus, they may be transported by other means. 
 
The transportation program is under the direction of the transportation supervisor who is 
responsible to the Business Manager. 
 
Private School Transportation 
 
The District provides transportation for students who attend private schools in compliance with 
State law.  The Board has the authority to make payment to the parents of such students in lieu of 
transportation. 
 
 
[Adoption date:  October 11, 2004] 
 
 
LEGAL REFS.: ORC 3317.07 
  3327.01 through 3327.10 
  4511.76 through 4511.78 
 OAC 3301-83 
 
 
CROSS REFS.: EEAA, Walkers and Riders 
 EEAC, School Bus Safety Program 




