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 CAA 
 
 
 SCHOOL-COMMUNITY RELATIONS PRIORITY OBJECTIVES 
 
CAA             (1 of 2) 
 
 District Priorities 
 
 
Improve the image and credibility of the school district throughout the total community- 
an extensive communication, information and public relations program. 
 
Upgrade the salaries and fringe benefits of all professional and support personnel. 
 
Improve the operation of the district warehouse -- upgrade the quality of supplies and 
delivery system. 
 
Develop a long-range building plan for upgrading our facilities. 
 
Conduct a thorough study and review of class size, grade placement and overcrowded 
conditions in all buildings throughout the school district. 
 
Dedicate the total staff to pursuing professional ethics and following the district's chain-
of-command. 
 
Thoroughly study and review the district's total curriculum (academic program; 
programs for handicapped children; and student activities program) -- a coordinated K-
12 instructional program with specific academic standards for promotion and 
consistency of course offerings in all buildings. 
 
Develop a structured K-12 basic skills program with emphasis on reading, oral/written 
communication and mathematics. 
 
Establish more in-service programs for all staff members. 
 
Establish a formal preventive maintenance program for all buildings and equipment. 
 
Develop a formal budget process based upon district priorities and needs which will 
provide the most effective and efficient use of the district's financial resources. 
 
Develop a program to improve and foster better student and parent interest in the 
schools. 
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Review, develop and extend a standardized K-12 testing program. 
 
Develop standardized district policies regarding student discipline (drugs, alcohol, and 
vandalism), attendance and transfer procedures. 
 
Increase the number and proper utilization of specialized professional and support 
personnel at the elementary level, including counselors, librarians, art teachers, music 
teachers, physical education teachers, Program Challenge teachers, teacher aides, and 
the like. 
 
Conduct a thorough study and review of the transportation program. 
 
Conduct a thorough study and review of recruitment and employment procedures for all 
professional and support personnel. 
 
Conduct a thorough study and review of the food service program. 
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SCHOOL RAFFLES 
 

OKLA. STAT. tit. 21 § 1051 allows schools and their affiliated student groups and parent-
teacher groups to raise money by conducting raffles in exchange for voluntary 
contributions.  While this law allows for the issuance of raffle tickets in exchange for a 
voluntary contribution, the sale of raffle tickets is against the law and subjects such 
persons or groups selling the tickets to criminal liability.  The district provides schools, 
student groups and parent-teacher groups with the option of conducting raffles.  However, 
in order to comply with state law as well as prevent exploitation of students, parents and 
the community, the district requires that all such raffles be conducted within the limitations 
and guidelines provided below.  
 
Groups Allowed to Conduct Raffles on School Property 

 
Only a school of the district, or a student or parent-teacher group affiliated with a 
school of the district may conduct a raffle or raffle-related activities on school 
property.  The group conducting such a raffle is the “sponsoring organization” for 
purposes of this policy.   
 

Prior Approval of Raffles Required 
 

Raffles and raffle-related activities are not permitted on school property unless 
prior approval has been given, in writing, by the school principal. In order to receive 
approval, the student group must prepare a Request for Raffle form and submit it 
to the school principal.  The principal will not issue an approval unless the form is 
complete and unless the organization is in compliance with the School Raffle 
Policy and policy concerning student fund raising activities.  In addition, before 
providing the approval, the principal must obtain the approval of the board.  The 
principal may deny a request for a raffle at his or her discretion, taking the purpose 
of the fundraising into account as well as the number of raffles or other fund raising 
activities already approved for the calendar year.  This decision may be appealed 
to the superintendent.  
 
If the raffle is being sponsored by the school generally (not by a student or teacher-
parent group), approval for such a raffle must be granted by the board upon the 
request of the school’s principal or the superintendent. 
 

General Requirements 
 
Raffle tickets may be issued only in exchange for a voluntary contribution.  
Specifically, there may be no set price for a raffle ticket, and the issuance of a raffle 
ticket may not be contingent on a financial contribution to the sponsoring 
organization.  However, the sponsoring organization may determine a suggested 
voluntary contribution amount and may print this amount on the ticket as the  
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suggested voluntary contribution.   
 
The sponsoring organization may not hire or contract with any person or business 
to conduct the raffle, to sell raffle tickets, or to solicit contributions in connection 
with a raffle on its behalf. No staff member or student shall be coerced or forced to 
participate in any raffle-related activity. All tickets remain the responsibility of the 
sponsoring organization with accountability to the school’s principal. The fair 
market value of any one prize may not exceed $5000.00. 

 
Information Printed on Tickets 

The following information must be printed on the raffle ticket: 
1. The name of the organization sponsoring the raffle; 
2. Date, time and place of drawing; 
3. The district’s name; and  
4. Consecutive numbering. 

 
Records of Raffle Activity 

The sponsoring organization must report in writing to the school’s principal the 
following information within five days of the raffle drawing: 
1. Name of raffle winner(s) and respective prize(s), including the fair market 

value of the prize; 
2. Total raffle tickets sold; 
3. Total gross receipts; 
4. Details of expenses related to the activity; 
5. Net proceeds (gross proceeds minus expenses); and 
6. Details of the expected use of the profits from the activity. 
 
If the fair market value of the prize is $600.00 or more, then the school must also 
obtain and keep for its records the social security number of the prize winner and 
his/her address. 

 
If the raffle is being sponsored by the school generally (not by a student or teacher-
parent group), this information should be submitted to the Chief Financial Officer. 

 
Federal Taxation Issues 
 

The fair market value of the prizes must be disclosed to the respective winners.   If 
the fair market value of the prize is $600.00 or more, then the sponsoring 
organization must issue an IRS Form 1099 to the IRS and the recipient.  Copies 
of the Form 1099’s must be sent to the district’s business office.  Note that prizes 
with a fair market value of $5000.00 or more are prohibited by the district. 
 

Reference: 21 OKLA. STAT. §1051 
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ADMINISTRATIVE  MANAGEMENT TEAM/LINE AND STAFF RELATIONS 
 
The superintendent’s management team is organized on the premise that the multiple 
responsibilities of the superintendent can be better served by establishing a means 
which will permit the best thinking of all staff members to be brought to bear on school 
problems.  Although the Board and the superintendent cannot absolve themselves from 
legally constituted responsibilities, the team provides for a two-way flow of information 
and effective action resulting from group thinking. 
 
The members of the team will act in an advisory capacity.  Their mission is to gather 
ideas, to present reactions of district personnel, to express opinions, and to interpret 
school policy to other staff members in the light of detailed information they receive 
through discussions in meetings. 
 
The members of the team include the position designated as management positions. 
  Executive Director – Federal Programs 
   Federal Programs 
   Special Education 
   Indian Education 
   Even Start/OPAT/ Early Childhood Center 
   Assessments 
  Executive Director – K-12 
   Technology 
   Principals 
   Virtual School 
   Continuing / Alternative Education 
   Staff Development 
  Chief Financial Officer 
   Transportation 
   Maintenance 
   Child Nutrition Services 
   Treasurer 
   AS400/ Attendance 
  Human Resources 
  Athletic Director 
   Security 
Lines of direct authority as approved by the Board are shown on the district organization 
chart (Policy CCA). Personnel will be expected to refer matters requiring administrative 
action to the administrator to whom they are responsible.  That administrator will refer 
such matters to the next higher administrative authority when necessary.  Additionally, 
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. 
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All personnel will have the right to appeal any decision made by an administrative officer 
to the next higher authority and through appropriate successive steps to the Board of 
Education. 
 
Further, lines of authority should not restrict in any way the cooperative, sensible 
working together of all staff members at levels in order to develop the best possible 
school programs and services.  The lines of authority establish direction of authority and 
responsibility, but the lines also represent avenues for a two-way flow of ideas and 
communications to improve school programs and operations. 
 
 
 
 
 
Approved:   August, 2004 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                                    GENERAL FUND BALANCE                                      CDAC 
 
Fiscal Management Priority 
An adequate level of general fund balance is required in order to maintain efficient 
cash flow, cover emergency expenditures, adjust for revenue shortfalls, and avoid 
paying interest on non-payable warrants.  In order to maximize the efficient use of 
this fund, the board of education establishes the fiscal management priority 
objective of achieving and maintaining a general fund balance of ten percent 
(10%).  Should the general fund balance drop below a minimum level of five and 
one quarter percent (5.25%), the administration shall give first priority to restoring 
this minimum level with any additional funding received and with the development 
and implementation of an expenditure reduction plan. 
  

 
ADOPTED: November 11, 2008 
Revised:     07-19-2016 
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GUIDELINES FOR THE SANCTIONING OF STUDENT ACHIEVEMENT AND 

PARENT-TEACHER ASSOCIATIONS AND ORGANIZATIONS 

 

The board of education believes that student achievement programs (curricular, co-
curricular and extracurricular) and parent-teacher associations and organizations can 
advance the educational goals of the board of education and confer a benefit to the 
students of the district.  It is the purpose of this policy to establish guidelines for the 
sanctioning of student achievement programs and parent-teacher associations and 
organizations that raise money and collect revenues for the benefit of students.  Only 
those student achievement programs and parent-teacher associations and organizations 
sanctioned in accordance with this policy will be exempt from the statutory controls over 
school activity funds found in the Oklahoma School Code, OKLA. STAT. tit. 70, § 5-129.  
 
Sanctioning Procedure for Student Achievement Programs and Parent-Teacher 
Associations and Organizations 
 

1. The district may sanction student achievement programs and parent-
teacher associations and organizations that, according to the board's 
determination, advance the educational objectives of the district, are 
beneficial to students and meet the requirements of this policy. 

 
2. In determining whether a student achievement program or a parent-teacher 

association or organization should be sanctioned by the district, the board 
of education may consider:  (1) if the program, association, or organization 
promotes activities that are an extension, expansion, or application of the 
district curriculum; (2) if the program, association, or organization assists 
student government or activities in carrying out special projects or 
responsibilities; (3) if the program, association, or organization assists 
student clubs, organizations, and other student groups in raising funds to 
promote activities approved by the board of education; and (4) 
supplemental information provided by the student achievement program or 
by a parent-teacher association or organization in support of its application. 

 
3. A written statement by a student achievement program or by a parent-

teacher association or organization to the board of education requesting 
sanctioning shall include the following:  (1) a statement of its purpose, goals, 
organizational structure, and membership requirements; (2) a detailed 
statement of how the district and its students will benefit if the organization 
is sanctioned; (3) a statement of nondiscrimination consistent with all 
Oklahoma and federal laws; and (4) financial and performance audits, if 
any, which have been performed on such program, association, or 
organization by an independent accounting firm. 
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4. The written statement shall be submitted to the Chief Financial Officer for 

preliminary review.  After the program, association, or organization's written 
statement has been reviewed by the Chief Financial Officer, the Chief 
Financial Officer shall make a recommendation to the board of education.  
The board of education shall review the written statement, and shall 
sanction or decline to sanction the applicant.  The decision of the board of 
education is final and nonappealable.   

 
5. In order to maintain the status of a sanctioned program, association, or 

organization in accordance with this policy, the Chief Financial Officer or the 
board of education may require from any such program, association or 
organization, on an annual basis, that financial and performance audits be 
performed on the program, association, or organization by an independent 
accounting firm.  If required by the Chief Financial Officer or the board of 
education, the audits shall be submitted to the Chief Financial Officer within 
ninety (90) days of the Chief Financial Officer’s request.  The board of 
education shall review any audits submitted and determine if the program, 
association, or organization is entitled to continue to be sanctioned in 
accordance with this policy and if its funds should continue to be exempt 
from the statutory controls over student activity funds found in the Oklahoma 
School Code, OKLA. STAT. tit. 70, § 5-129. 

 
6. The Chief Financial Officer or the board of education may, at any time they 

deem warranted, request copies of any and all records maintained by the 
program, organization, or association.  Copies of records must be promptly 
provided upon the request of the board or Chief Financial Officer.   

 
7. The board may, at its discretion, withdraw sanctioning at any time it deems 

it in the best interest of the district.  Any decision of the board of education 
to withdraw sanctioning is final and non-appealable. 

 
8. No program, association or organization sanctioned under this policy shall 

publish or otherwise publicly indicate in any manner that it has been 
sanctioned by the district under this policy. 

 
 
REFERENCE: 70 O.S. §5-129.1 
 Title IX, Education Amendment of 1972, 20 U.S.C. §1681, et seq. 
 
Approved:  09-21-10 
Revised:     06-18-13 
Revised:     04-15-14 
Revised:     02-17-15 
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DATA MANAGEMENT 
 

The Clerk of the Muskogee Board of Education will supervise the management of all 
records kept by the school district. 
 
The board will contract for the services of an electronic data processing system to 
manage financial and other business records and perform other needed functions.  
Responsibilities for oversight of the system will rest with the clerk of the board. 
 
The clerk is authorized to destroy all financial records and documents on file in the 
district offices for more than five years.  Minutes of board meetings will be kept 
permanently.  Students and personnel records will be managed in accordance with 
board policy and applicable state and federal laws. 
 
Materials to which the public has the right of access may be reproduced and provided to 
any citizen requesting such material at a charge to cover the cost of reproduction. 
 
 
REFERENCE:  70 O.S. §5-122 
 
APPROVED:  August 19, 2014 
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NAMING FACILITIES 
 

PURPOSE:  To establish a process for naming a District facility, or a portion of a facility 
and establish a process for formal recognition for a District facility or a portion of a 
facility. 
 
Facility – For the purpose of this policy “facility” refers to a District-owned site, school or 
a portion of a school or site.  Examples of a portion of a facility may include, but not 
limited to, auditoriums, theaters, conference areas, cafeterias, media centers/libraries, 
gymnasiums, athletic fields/structures, etc. 
 
Formal Recognition – For the purpose of this policy will include, but not be limited to, 
plaques, statues, and signs. 
 
The naming or renaming of a facility must be approved by the Board of Education.  In 
addition, the Board must approve all decisions relative to formal recognition plaques or 
other forms of formal recognition for the donation of real property, equipment, or 
furnishings by private sources, including those items acquired by the District from 
donated funds. 
 
The Board of Education recognizes that the name selected for a facility is a vital factor 
in the public image of the school systems and the community.  Naming a facility is an 
important matter that deserves thoughtful attention.  The selection of a facility 
namesake is intended to be the highest honor bestowed upon an individual, corporation, 
foundation, organization or entity that has made an everlasting impact on the 
community. 
 
In cases when facilities are named after individuals, the credentials, character and 
reputation of each individual for whom the facility is to be named shall be carefully 
scrutinized and evaluated.  The Board expects discretion of the highest caliber to be 
exercised in such deliberations.  Personal [prejudice, favoritism, political pressure, or 
temporary popularity should not be an influence in choosing a name.  Highest 
consideration should be given to a name with educational significance or inspiration.  
Recognizing that the ethnic and cultural composition of a local school community will 
change, the name selected should have broad acceptance in a multicultural society. 
 
Names selected for facilities or for formal recognition should reflect substantial 
achievements of extraordinary and lasting distinction.  Except for compelling reasons, 
names to be considered shall be persons who are deceased.  When unusual 
circumstances or compelling reasons prevail, facilities may be named for a living person 
who had a positive, direct, substantial and active association with the District.  District 
facilities will not be named after a current employee of the District or an elected official 
while serving in office.   
 
A new facility that replaces an existing facility on the same or on a different site will be  
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given the name of the school facility it replaces.  To move an existing school or program 
from one site to another, the name of the school or site will follow that move unless the 
Board and Superintendent recommend otherwise. 
 
The following criteria may be considered in recommending and adopting names for 
facilities or for formal recognition: 
 

a. To honor a person, foundation, corporation, organization or other entity that has 

      made a significant contribution or given outstanding service to the District, the  

      city, the nation, or society. 

b. To recognize the geographic section of the city in which the facility is located. 

c. To recognize the academic theme of the school, or the function of the facility in 

      the case of non-instructional facilities. 

Nominations must be made in writing.  Any person or group who wishes to recommend 
a name for a facility or for formal recognition must present the request to the 
Superintendent accompanied by supporting documentation.  Once a request has been 
made, the Board President will appoint an ad hoc advisory committee that will be 
chaired by the Board member who represents the district in which the facility is located.   
 
This committee will be comprised of members representing the diversity of the 
community and will include, but not be limited to, the following: 
 

 A Board member who represents the district in which the facility is located 

 An administrative employee of the District representing facilities 

 A teacher currently employed by the District 

 A parent with at least one child currently enrolled in the District 

 An alumnus of the affected school/facility 

 A student currently attending the affected school/facility 

The committee will review nomination requests and seek community input prior to a 
recommendation to the Board of Education. 
 
The Board of Education may, at any time, consider action to rescind an approved name 
of a facility or formal recognition.  Sufficient cause to rescind the name of a facility or 
portion thereof exists when, as determined by the Board, the individual, corporation, 
foundation, or entity for which the facility is named has been convicted of a felony, 
engages in acts involving moral turpitude, has engaged in behavior which has brought 
the name of the individual, corporation, foundation, or entity into ill repute for any 
reason. 
 
 
Approved: 07-19-16 


