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GUTHRIE PUBLIC SCHOOLS
Administrator Handbook
Terms and Conditions of Employment

PURPOSE
The Guthrie School District Administrator Handbook is furnished to each Administrator
for the purpose of informing him/her of the basic terms and conditions of employment
with respect to an administrative position.
The Handbook addresses and explains many practices administered by the School
District that will assist the administrator in better understanding basic employment
matters such as workdays, leave (including sick and vacation) as well as other benefits.
You will, undoubtedly, have questions that either need additional interpretation or are
not addressed. In these situations, we encourage you to immediately discuss them with
your supervisor to insure a clear understanding and resolution of your issue.
The Superintendent and Board of Education continually review Board policies. As a
result of this review process, the Handbook’s contents and its interpretation can and will
be modified when such modification is deemed necessary.
The Handbook is for information purposes only. Neither it nor any other communication
may displace applicable law, Board policy or the terms of the Administrator’s contract
with Guthrie Public Schools.
I. Definition
For purposes of these policies and terms of employment, the term administrator
shall mean all personnel in the District who are employed on an administrative
contract with the Guthrie Public School District. All policies and procedures
herein apply to the Superintendent, Assistant Superintendents, Principals,
Assistant Principals and Directors unless an item is limited to a specific employee
position or items are specifically modified in an administrator’s contract between
the employee and the Board of Education.
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II.

Salary Schedule
The Salary Schedule for all administrators will be approved by the Board of
Education, upon recommendation of the Superintendent.

Administrative Stipend Scale
2021-2022
(Base Salary = Years of Service on Teacher Salary Scale)
Position

Administrative Incentive
Above
Teacher Salary Scale

Longevity
Incentive

$11,500.00
$18,000.00
$13,000.00
$23,000.00
$20,000.00
$30,000.00

+ $150 per year for
each year of “building”
level administrative
experience
(maximum of 32 years)

$42,000.00
$37,000.00
$34,500.00
$20,000.00
$17,750.00
$17,750.00
$15,250.00
$5,000.00

+ $250 per year for
each year of “district” level
administrative
experience
(maximum of 32 years)

BUILDING LEVEL
ADMINISTRATIVE SCALE
Ass’t Elementary Principal
Elementary Principal
Ass’t JH Principal
JH Principal
Ass’t HS Principal
HS Principal

DISTRICT LEVEL
ADMINISTRATIVE SCALE
Assistant Superintendent
Executive Director
Chief Financial Officer**
Athletic Director
Director of Operations *
Director of Technology
Director of Special Education
Director of Alternative Education

*Base salary will be the years of service on the Bachelor’s Salary Scale
** Base salary will be the years of service on the Master’s Salary Scale
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III.

Annual Reemployment
The Board of Education will approve all administrators for a one year contract,
with the exception of the Superintendent. By law, a Board may enter into a
contract with the Superintendent not to exceed three years. All other
administrators will be considered for reemployment by the Board of Education in
February of each year. The Board, at its discretion, may alter the date for
consideration of an administrator’s contract as long as consideration of the
contract occurs before the first Monday in June of each school year.

IV.

Dismissal or Non-reemployment of an Administrator
Whenever the Board of Education or the Administrator of a school District shall
determine that the dismissal or nonreemployment of a full-time certified
administrator from his/her administrative position with the school district should
be effected, the administrator shall be entitled to due process pursuant to Okla.
Stat. Tit. 70 6-101- the law applicable to termination of employment of certified
administrators.
The procedures and grounds for dismissal or non-reemployment of a
non-certified administrator will be the same as for all non-certified employees.

V.

VACATION
All personnel assigned to twelve-month positions will accrue vacation time and
be entitled to take vacation leave when approved by their immediate supervisor.
A. Rate of Accrual
Twelve-month personnel shall accrue a maximum of 12 days of vacation per
fiscal year or 1 day per month.
B. Special Accrual
Current employees, who have previously worked less than 12-month contracts
and are changed to 12-month positions, will accrue, one vacation day on the last
day of each month remaining in the fiscal year.
When a 12-month employee transfers to a less-than 12-month position, the
employee will be paid for all unused vacation days.
C. New Employees
Personnel who are employed later than the first month of the fiscal year will
accrue, one vacation day on the last day of each month remaining in the fiscal
year.
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D.
Month of Accrual
Personnel must have reported to work prior to the tenth (10th) of the month or
have worked through the tenth (10th) of the month to receive credit toward
vacation for that month.
With regard to computation of earned vacation time, absences of an employee
on sick leave or vacation are considered as time served.
Vacation days will not be accrued after the expiration of sick leave or for
absences not covered by sick leave or vacation time.
E.
Accumulation
Twelve month employees, who accumulate vacation days as a part of their
employment contract, may accumulate up to a maximum of thirty-five (35)
vacation days. An administrator that has in excess of thirty-five (35) vacation
days at the end of any month will lose the accrual for that month with no
compensation for the day lost.
F.
Payment of Unused Vacation Upon Termination of Employment
Upon retirement or termination of employment, personnel having unused
vacation leave will be reimbursed at a daily rate equal to a regular day of pay.
VI.

Life Insurance
Certified and Non-Certified Administrators will receive the same life insurance
benefits as all other full-time employees.

VII.

Health & Dental Insurance
Certified Administrators will receive the same health and dental benefits as all
other full-time certified employees.
Non-Certified Administrators will receive the same health and dental benefits as
all other full-time support employees.

VIII. Workers Compensation Insurance
Administrators who are injured by accident arising out of and in the course of
his/her employment, regardless of where such injury occurred, shall be entitled
to apply for benefits through workers compensation insurance as provided by the
Board of Education.
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IX.

Sick Leave
A. Administrators shall be vested one day of sick leave for each month of contract.
Days vested for administrators will be by length of contract:
Twelve (12) month administrators = Twelve (12) days
Eleven (11) month administrators = Eleven (11) days
Ten (10) month administrators
= Ten (10) days
Should an administrator have to be absent from work due to sick leave, he/she
must notify their immediate supervisor as soon as possible prior to being absent.
Sick leave shall be accumulative to a maximum of one hundred twenty (120)
days.
B. If, after exhausting all sick leave, additional days are required, the administrator
shall receive full contract salary less the amount normally paid a certified
substitute for an additional period of twenty (20) days. The salary deduction is
made regardless of whether the District retains a substitute for the position. In
order to receive the additional twenty (20) days, the administrator must present
a doctor’s statement to the effect that he/she is medically unable to return to
work. If additional days are needed following the twenty (20) days, the
administrator may apply to the appropriate sick leave bank, assuming the
administrator is a contributing member.
C. Upon termination of employment, administrators may choose to transfer the
accumulated sick leave between school Districts. The administrator is responsible
for obtaining documentation of sick leave to be transferred to the next school
District.
D. Upon retirement through Oklahoma Teacher Retirement System, or resignation
after ten years of service to Guthrie Public Schools, administrators shall be paid
for all unused sick leave days earned while employed with the district, up to a
maximum of one hundred twenty (120) days at the rate of $50 per day. Sick
leave days purchased may, also, be used towards additional experience with the
Oklahoma Teachers Retirement System. Those days purchased by Guthrie Public
Schools may not be transferred to another school district.
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X.

Sick Leave Bank
Administrators may participate in the certified or support employee’s sick leave
bank as applicable. Policies and provisions of use of the sick leave banks can be
found in the Policies and Procedures Manual for Guthrie Public Schools.

XI.

Personal Leave
A. Administrators shall be granted three (3) days of personal leave with pay
each year to conduct personal business that must be conducted during a day
under which the administrator is obligated by contract to be at work.
1. Except in emergency situations, administrators who must be absent for
reasons of personal leave shall provide the Superintendent with at
least forty- eight (48) hours advance notice. In emergencies, the
administrator will notify the Superintendent prior to the beginning of
the school day and on return to work will complete the necessary
documentation.
2. Unused personal leave days shall accumulate as sick leave for the
following year. However, administrators who have one hundred ten
(110) unused sick leave days accumulated at the close of the school
year, may make a written request to receive $50.00 per day for each
unused personal leave day, maximum of three (3) days. Eligible
administrators must request payment in writing to the payroll office by
June 1 each year to receive reimbursement.

XII.

Family and Medical Leave
Family and medical leave shall be available to the administrator in accordance
with the District's policy governing family and medical leave.

XIII. Bereavement Leave
A. Non-cumulative bereavement leave of up to five (5) days per occurrence
shall be granted to an Administrator in the event of a death in the
immediate family. Immediate family shall include the following:
Spouse, parents, step-parent, child, step-child, foster child, brother-inlaw, sister-in-law, son-in-law, daughter-in-law, siblings, mother-in-law,
father-in-law, grandparents, grandchildren, aunt or uncle, and aunt or
uncle-in-law.
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B. For deaths outside of the immediate family, administrators may apply to
the Superintendent who is authorized to grant leave chargeable to sick
leave, bereavement leave or personal leave by paying the cost of a
certified substitute whether or not one is hired.
XIV.

Jury Duty or Subpoena Leave
Administrators who are required to serve on jury duty or to appear in court in
response to an official subpoena will receive full salary during the period of
service. Administrators who must serve in this capacity shall pay over to the
District any compensation received for said services.

XV.

Leave-of-Absence Without Pay
A.
Administrators may request extended leave-of-absence for not more than
one (1) year without pay under any of the circumstances in this section.
All requests for such extended leave-of-absence without pay shall be
made in writing. All responses to the request shall be in writing. Such
application shall be reviewed by the Superintendent before recommending
action by the Board of Education. Whether, and under what
circumstances, to grant a leave without pay is reserved entirely to the
discretion of the Board of Education.
B.

Administrators will be eligible to request a leave-of-absence after two (2)
years of continuous administrative service to the District.

C.

Replacement for an administrator granted a leave-of-absence will be on
an interim, temporary employment contract. During such interim
employment, the administrator employed may apply for positional
openings within the District.

D.

Leave-of-absence without pay may be requested for the following
reasons:
1. If an administrator is unable to work due to personal illness or
disability and has exhausted all sick leave available, a medical leave
request must be accompanied by a doctor's certificate stating the
administrator cannot perform his/her duties.
The administrator may return to duty only upon presentation of
appropriate medical evidence stating he/she is able to resume
regular work and upon the recommendation of the Superintendent.
2. To care for a sick member of the administrator’s immediate family.
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3. To adopt a child. An administrator adopting a child shall be entitled
to, upon request, a leave to commence at any time during the first
year continuous with adoption after receiving de facto custody of
the child, or prior to receiving custody, if necessary to fulfill the
requirements for adoption.
4. Military leave-of-absence may be granted by the Board of
Education to an administrator in accordance with existing state and
federal statutes.
5. Pursuit of advanced degree. An administrator may be granted a
leave-of-absence to pursue an advanced degree. An administrator
must be able to prove to the Board of Education the advanced
degree will benefit the school District. Upon application, the
administrator must be no further than one year away from
completion of the advanced degree.
6. The administrator's use of a leave-of-absence, or any part of it, for
a purpose, which qualifies for family and medical leave under the
Family and Medical Leave Act, shall fulfill the District's obligations
under the Act.
An administrator on leave-of-absence shall be responsible for health and other
insurance premiums, if any, except for that part of the leave which qualifies as
family and medical leave.
XVI.

Promotion and Transfer
A.
All vacant administrative positions shall be posted for a minimum of three
(3) days. A letter of application will be required to demonstrate an interest
in the vacancy.
B.

Administrators may request a transfer within the District by filing a letter
of intent with the Superintendent.

C.

The Superintendent may involuntarily transfer administrative staff within
the District as he/she deems in the best interest of the school district.
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XVII. Professional Growth
A.
Professional growth is encouraged for all administrators. Requests to
attend conferences and/or seminars, in state, must be submitted in
writing to the Superintendent at least two (2) weeks prior to attendance.
Any trips outside the state must be approved by the Board of Education.
All requests for attendance out of state must be submitted to the
Superintendent one week prior to the posting of the Board agenda.
B.

All reimbursements for expenses to attend conferences and/or seminars
will be approved by the Board at the next regularly scheduled meeting
following submitting actual documentation of expenses.

XVIII. Evaluation
Each administrator will receive a formal evaluation conference with the
Superintendent or the Superintendent’s designee prior to a recommendation for
renewal or non-renewal of contract for the next school year. The evaluation will
be on a Board approved evaluation instrument and will become a part of the
administrator's personnel file. Following the evaluation by the Superintendent,
the administrator will have ten (10) days to write a response which will be
attached and made a part of the evaluation. Administrator evaluations will be
viewed by the Board of Education in consideration of any recommendations by
the Superintendent pursuant to renewal or non-renewal of administrator’ s
contract for the next school year.
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