
Regular Board of Education Meeting
October 28, 2024 5:00 PM
Robert J. Smallridge School Administration Building

I. Call to Order
II. Pledge of Allegiance and Presentation of Colors
III. School Program by Robertsville Middle School
IV. Approval of Agenda
V. Special Reports/Presentations

A. Good News
B. 2024 TSBA East District Student Achievement Award Recipient - 
Lily Shelton 
C. 2024 TSBA East District School Volunteer Award Recipient - Mr. 
Jay Adams

VI. Public Forum
VII. Consent Agenda

A. Board Minutes 09-23-24
B. ORHS NJROTC Field Trip to Honolulu, HI

VIII. Items for Action
A. FY24 LEA Compliance Report
B. FY25 Homeless 2.0 Grant Carryover Funds
C. FY25 Preschool Policy Committee By-laws
D. Permanent Substitute Position
E. Position Reclassification - Executive Director of Finance
F. Position Reclassification - Chief Communications Officer
G. Addition of a 1.0 FTE Communications Coordinator
H. ORHS Softball Field Construction Project
I. Pipe Replacement at Woodland Elementary 
J. Purchase of Food Service Equipment

IX. Items for Information
A. Legislative Update
B. Financial Report
C. Enrollmment & Attendance Report

X. Items for Discussion
A. Superintendent's Evaluation

XI. Old Business
XII. New Business
XIII. Communications
XIV. Adjournment







Regular Board of Education Meeting 
September 23, 2024 5:00 PM 

Robert J. Smallridge School Administration Building 
304 New York Avenue 
Oak Ridge, TN 37830 

 
The meeting started at 5:00 PM 
Attendance Taken at 3:55 PM.  
Angi Agle:    Present    
Keys Fillauer:    Present    
Heather Hartman:    Present    
Laura McLean:    Present    
Erin Webb:    Present    
Present: 5. 
 

I. Call to Order  
II. Pledge of Allegiance and Presentation of Colors  
III. School Program by Woodland Elementary School  
IV. Approval of Agenda 
Motion Passed: Motion to approve the Agenda with a motion by Laura 
McLean and a second by Heather Hartman. 
Angi Agle:    Yea    
Keys Fillauer:    Yea    
Heather Hartman:    Yea    
Laura McLean:    Yea    
Erin Webb:    Yea    
Yea: 5, Nay: 0 

 

V. Special Reports/Presentations  
A. Good News Keys Fillauer 

 
VI. Public Forum  
VII. Consent Agenda 
Motion Passed: Motion to approve the Consent Agenda with a motion 
by Erin Webb and a second by Angi Agle. 
Angi Agle:    Yea    
Keys Fillauer:    Yea    
Heather Hartman:    Yea    
Laura McLean:    Yea    
Erin Webb:    Yea    
Yea: 5, Nay: 0 

 

A. Board Minutes 08-26-24 Keys Fillauer 
B. RMS Annual Historic Triangle Field Trip to Williamsburg, VA Bruce Lay 
C. ORHS Cheerleading Team Field Trip to Orlando, FL  Bruce Lay 
D. ORHS Girls Basketball Field Trip to Pensacola, FL Bruce Lay 
E. ORHS Boys Basketball Field Trip to Franklin, TN Bruce Lay 

 
 



VIII. Items for Action  
A. FY25 Audit Firm Engagement - Internal School Funds 
Motion Passed: Motion to approve FY25 Audit Firm Engagement 
- Internal School Funds with a motion by Laura McLean and a 
second by Heather Hartman. 
Angi Agle:    Yea    
Keys Fillauer:    Yea    
Heather Hartman:    Yea    
Laura McLean:    Yea    
Erin Webb:    Yea    
Yea: 5, Nay: 0 
 

Jenifer Van Dyke 

B. FY25 21st Century Community Learning Center (CCLC) Grant 
Motion Passed: Motion to approve FY25 21st Century 
Community Learning Center (CCLC) Grant with a motion by Angi 
Agle and a second by Erin Webb. 
Angi Agle:    Yea    
Keys Fillauer:    Yea    
Heather Hartman:    Yea    
Laura McLean:    Yea    
Erin Webb:    Yea    
Yea: 5, Nay: 0 
 

Bruce Lay 

C. FY25 State Special Education Preschool Grant 
Motion Passed: Motion to approve FY25 State Special Education 
Preschool Grant with a motion by Heather Hartman and a second 
by Laura McLean. 
Angi Agle:    Yea    
Keys Fillauer:    Yea    
Heather Hartman:    Yea    
Laura McLean:    Yea    
Erin Webb:    Yea    
Yea: 5, Nay: 0 
 

John Stults 

D. Board Policy 4.600 Grading System - First and Second 
Reading 
Motion Passed: Motion to approve Board Policy 4.600 Grading 
System - First and Second Reading with a motion by Laura 
McLean and a second by Angi Agle. 
Angi Agle:    Yea    
Keys Fillauer:    Yea    
Heather Hartman:    Yea    
Laura McLean:    Yea    
Erin Webb:    Yea    
Yea: 5, Nay: 0 
 
 
 
 

Kelly Williams 



E. Purchase of HVAC Equipment  
Motion Passed: Motion to approve Purchase of HVAC Equipment 
with a motion by Heather Hartman and a second by Erin Webb. 
Angi Agle:    Yea    
Keys Fillauer:    Yea    
Heather Hartman:    Yea    
Laura McLean:    Yea    
Erin Webb:    Yea    
Yea: 5, Nay: 0 
 

Bruce Lay 

F. ORS Transportation Certification Clearance  
Motion Passed: Motion to approve ORS Transportation 
Certification Clearance with a motion by Erin Webb and a second 
by Angi Agle. 
Angi Agle:    Yea    
Keys Fillauer:    Yea    
Heather Hartman:    Yea    
Laura McLean:    Yea    
Erin Webb:    Yea    
Yea: 5, Nay: 0 
 

Bruce Lay 

IX. Items for Information  
A. Financial Report Jenifer Van Dyke 
B. Enrollment & Attendance Report Bruce Lay 

 
X. Items for Discussion  

A. Board Self-Evaluation Keys Fillauer 
 

XI. Old Business  
XII. New Business  
XIII. Communications  
XIV. Adjournment  

 
 At 5:39 PM 
 
 
 
 
 
_____________________________________ 
Chairperson 
 
 
 
_____________________________________ 
Superintendent 
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Rationale for Approval of Preschool Policy Committee By-Laws 2024-2025 

Each year the By-Laws are reviewed and updated by the Head Start Policy Committee. This 

update requires approval by the Policy Committee as well as the Board of Ed. 

Respectfully, 

Virs. Lisa M Downard 

Principal 

157 Carver Ave | Oak Ridge, TN 37830 

Imdownard@ortn.edu| (865) 425-9101 

www.ortn.edu 

Every student prepared for college, career, and life success 
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BYLAWS 

for the Oak Ridge Schools Preschool Policy Committee 
Approved: 10/16/2024 

1. NAME 

The name of this organization shall be the Oak Ridge Schools Preschool Policy Committee. For the 

purposes of this document, the Oak Ridge Schools Preschool Policy Committee shall hereafter be 

referred to as the Committee. The Committee was established pursuant to an Act adopted by the 

Congress of the United States of America as Public Law 90-22 to be the Oak Ridge Schools Head Start 

Program, a subrecipient of Anderson County Head Start and hereafter referred to as the Program. The 

governing body is the Oak Ridge Schools Board of Education, hereafter referred to as the subrecipient. 

ll. PURPOSE 

The general purpose of the Committee shall be to promote the welfare of children and families involved 

in the Oak Ridge Schools Preschool Head Start Program by increasing the effectiveness of Head Start 

parent participation in the planning and implementation of the Program. 

Functions of the Committee, in accordance with federal regulations are: 

1. Initiate suggestions and ideas for program improvements and receive periodic reports on action taken 

by the administering agency with regard to recommendations. 

2. Plan, coordinate, and organize agency-wide activities for HS parents with assistance of staff. 

3. Administer the parent activity fund. 

4. Recruit volunteer services from parents, community residents, and community organizations, and 

mobilize community resources to meet identified needs. 

5. Communicate with all parents and encourage their full participation in the HS program. 

6. Approve self-assessment and community assessment goals for HS within the agency and develop 

ways to meet these goals within federal guidelines. 

7. Assist in developing a plan for recruitment of eligible children and approve such a plan. 

Approve/disapprove criteria for defining recruiting, selection and enrollment priorities. 

8. Serve as an intermediary or group that assists or attempts to resolve complaints about the Preschool. 

9. Approve or disapprove the request for funds and proposed work programs (grant application) prior to 

sending to regional office with sufficient time to study the grant package and ask questions of Preschool 

personnel. 

10. Approve or disapprove major changes in the Preschool operating budget. 

11. Understand that Policy Committee members will not be compensated for their service. 

12. Participate in work teams for updating plans, procedures, conducting interviews, etc., including in 

person, electronic, virtual/Zoom and phone sessions as needed.
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13. Advise the Program Principal or designated staff person of the family or community needs as they 
relate to the program and participate in the planning and implementation of ways to address these 
needs. 

14. Work in partnership with delegate9s Preschool management staff to develop, review, and 
approve/disapprove procedures for program planning in accordance with the findings of the Community 
Assessment and Self-Assessment annually. 

GENERAL PROCEDURES 

1. Serve as a link between public and private organizations by 

fostering partnerships with agencies and organizations and serving as an advocate for the families 
and children in the community. 

2. Work with the Preschool staff and Policy Committee to plan, coordinate, and organize program- 
wide activities for parents. 

3. Determine and approve/disapprove the need for reimbursement to current Committee members 

for reasonable expenses incurred for participation on the Committee. 

4. In conjunction with the Delegate9s Board establish written procedures for internal dispute 

resolution which include impasse procedures between the Committee and the Program. 

STAFF MANAGEMENT 

1. Approve/disapprove the Program9s personnel policies and subsequent changes to those policies, 

including standards of conduct for Program staff, consultants, and volunteers. 

2. Approve/disapprove the hiring or termination criteria for Head Start personnel. 

Ill. MEMBERSHIP 

|. Definition of Members 4 The Committee shall be composed of members, with at least 51% of the 

membership comprised of parents of a child currently enrolled in HS, in accordance with federal 
guidelines. The remainder of the membership on the Committee shall be community representatives 
from area agencies and organizations that have an interest in child development, adult education, or 
health and human services. The Program will determine the agencies, and method for selecting 

members. 

Il. Selection of Members 4 Members of the Committee shall be elected from the Parent Policy 
Committee made up of all HS parents/families. Committee members will be elected annually. No staff 
member of the grantee and/or delegate shall serve on policy committee in a voting capacity. Staff 
members may attend at the invitation of the committee chairperson, members, or director. Program 
staff is to be available for information and in a consultation manner only. 

Ill. Conflict of Interest - No person can serve as a member of this policy committee while any member of 
his/her immediate family is employed with the Preschool program. 

IV. Terms of Office - Committee members shall serve for a term of one year but cannot serve more than 
five years. New membership will be approved and/or disapproved as early as possible at the
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beginning of each school year with the former Committee continuing to conduct needed business until 

the new Committee is seated. 

V. Voting Rights 4 Each member of the Committee shall have one vote. If both parents of one child 

attends, only one parent is allowed to vote. 

VI. Termination of Membership 4 A member of the Committee can be terminated by a two-thirds vote 

of the Committee, if he/she is absent from three meetings without having submitted a legitimate excuse 

in writing to the Committee chairperson (or vice chairperson if absent) prior to the meeting. 

VII. Transfer of Membership 4A new Committee representative is elected by the parent committee. 

New community agency reps must be approved by Committee. 

VIIl. Resignation 4 A Committee member shall give a statement of reasons before resigning. 

IV. OFFICERS 

|. Officers 4 The Committee shall elect a Chairperson, a Co-Chairperson, an Information Officer, and a 

representative to the Anderson County Policy Council who shall be members of the Committee. 

Il. Election and Term of Office - Each officer shall be elected by full membership of the Committee once 

the full Committee has been seated. Each officer shall serve a term of one year. They shall be eligible to 

serve as long as they hold membership on the Committee (no more than five years). 

Ill. Removal from office 4 Any officer or member of the Committee who fails to perform his/her duties 

as outlined can be removed by a two-thirds vote of the Committee. 

IV. Officer Vacancy 4 Vacancies shall be filled by a vote of the Committee. 

V. Duties of the Chairperson 4 shall provide leadership and preside at all meetings; have an 

understanding of the bylaws of Committee; shall extend every courtesy to the discussion of motions; 

shall call meetings to order and formally close them; shall note whether a quorum is present and 

declaration of same; shall review the agenda for each regular meeting and give input; explain each 

motion before it is voted upon; and may vote to break a tie. 

VI. Duties of the Vice-Chairperson 4 shall assist the Chairperson and preside in the absence of the 

chairperson; or whenever the chairperson temporarily vacates the chair. In case of resignation or death 

of the chairperson, the vice-chairperson shall assume the office until a permanent chairperson is 

elected. 

VII. Duties of the Information Officer (Secretary) 4 shall review the minutes of every Committee 

meeting to ensure accuracy and sign; keep a copy of the bylaws, standing rules, list of members, a list of 

unfinished business, and a copy of the agenda; shall preside at meetings in the absence of the 

chairperson and vice-chairperson. 

VII. Executive Committee - The Executive Committee shall be composed of the Officers of the Policy 

Committee. The Executive Committee shall have the power to conduct business for
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the Policy Committee between regular Policy Committee meetings. Information voted on by the 
Executive Committee, will still be shared during the regular meetings. 

VI. MEETINGS 

I. Regular Meetings 4- The Committee shall meet at a minimum of twice a quarter once the committee 
has been seated at such place and time as designated by the Committee. In the event of Oak Ridge City 
Schools being closed due to inclement weather or illness, the scheduled Committee meeting will be 
postponed until the following week. If Oak Ridge City Schools are closed for a second week, members 

will be notified in writing, email, or by phone of the next Committee meeting. Virtual/Zoom meetings 

will be acceptable. 

ll. Special Meetings 4 The chairperson or principal can call special meetings when there is a need. 

Special meetings shall be called by the chairperson or principal at least 48 hours in advance. 

Virtual/Zoom Meetings are acceptable. 

Ill. Location and Scheduling of Meetings 4 The location and schedule of meetings will be approved by 

the current Committee annually. Virtual/Zoom meetings will be acceptable. 

IV. Notice of Meetings - Notice shall be made five days prior to such meetings, and all meetings shall be 

open to the public. Virtual/Zoom meetings are acceptable. 

V. Quorum 4A quorum of Committee shall consist of 20% of the membership. In the absence of a 

quorum, the chairperson may elect to poll the membership by written ballot, email, virtual/Zoom or by 
phone call. 

VI. Conduct of the Meeting 4 All meetings shall be open to the public. No member of the Committee 

shall be paid for services, but may be reimbursed for out-of-pocket expenses incurred on behalf of the 

Committee. Except where inconsistent with the laws of the State of Tennessee or the United States or 

these Bylaws, Robert9s Rules of Order (latest edition) shall govern the conduct of meetings of the 

Committee. 

VII. Statement of Non-Discrimination 4 The Committee shall not discriminate against any person in the 

hiring of personnel, election of Committee members, provision of services to the public, the contraction 

for or purchasing of services, or in any other way on the basis of race, color, sex, national origin, 

disabling condition, age, or any other basis prohibited by law. This policy against discrimination includes, 

but is not limited to a commitment to full compliance with Title VI of the Civil Rights Act of 1964, Section 

504 of the Rehabilitation Act of 1973, the Age Discrimination Act of 1976, the Americans with Disabilities 

Act, and any subsequent amendments to these statutes. 

AMENDMENTS 

The bylaws will be revised annually and voted on by a majority vote of the membership. Notice of the 

proposed amendment must be given no later than five days prior to the meeting. The Committee may 

debate an amendment before adoption.
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Substitute Teacher 

JOB POSTING

Job Details

Title

Description

Substitute Teacher

In the absence of the regular classroom teacher to help students to learn subject matter and/or 

skills that are required for scheduled lessons and to provide meaningful instruction for assigned 

classrooms.

Reports to school office at beginning of school day to pick up required materials/schedule

of classes and at the end of the school day to return materials in accordance with school

procedures.

Carries out a program of study prescribed in the lesson plans left by the classroom

teacher.

Creates a classroom environment that is conducive to learning and appropriate to the

maturity and interests of the students.

Guides the learning process toward the achievement of curriculum goals and objectives

as indicated in the lesson plans for the lessons, units, or projects assigned.

Employs instructional methods and materials that are most appropriate for meeting

lesson objectives.

Maintains a neat and orderly classroom.

Takes attendance in accordance with school procedures.

Indicates to students at beginning of class the basic expectations for behavior in the class

in accordance with school and district policies.

Insures that the students are never left unattended in the classroom.

May perform duties usually required of absent teacher such as lunchroom duty, hall

monitoring, etc.

Provides classroom teacher with reports accounting for relevant information regarding

events of the day.

Knows emergency evacuation routes for the classrooms assigned.

Knows procedures for referring students who are disciplinary problems.

Knows school procedures and regulations.

Performs other related duties as directed by principal.

Ensures sustainable relationship with parents, pupils, school personnel and members of

the public by communicating in a confidential, polite and professional manner.
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Executive Director of Finance  

 

Job Title: Executive Director of Finance 

Department: Business Office Salary Schedule: Support – Grade 37 

FLSA Status: Exempt – Administrative State Academic 
License (Y/N): No 

Reports To: Superintendent Supervises: 9  

 
Job Goal: 

To ensure the proper accountability for funds administered by the local board of education and its schools. To provide 
effective leadership direction and oversight in developing, coordinating, and maintaining fiscal and administrative 
services and to ensure that the fiscal operational support of school system programs is in compliance with relevant 
standards and established operating practices.  
 
Essential Responsibilities: 

The following duties are normal for this position. These are not to be construed as exclusive or all-inclusive. To perform this 
job successfully, an individual must be able to perform each duty satisfactorily. Other duties may be required and assigned. 

• Plans, directs and coordinates all business and financial activities of the Oak Ridge Schools  
• Provides management and leadership in all functions relating to fiscal affairs and food services 
• Plans, develops, and implements operating budget for the school system 
• Analyzes and authorizes final approval for all requisitions and check requests system-wide 
• Records, formulates, and verifies fiscal year school budget in financial software, including all transfers and 

amendments and report as required by State 
• Monitors Budget to actual revenues and expenditures routinely and collaborates with Executive Team on any 

concerns or anticipated changes or recommendations 
• Ensures that appropriate procedures are in place to properly account for financial resources of the system 
• Monitors revenue sources 
• Monitors expenditures 
• Administers and oversees grant financial reporting and transactions in ePlan and audits all drawdown of funds 

requests from State and Federal associations  
• Skyward Financial Software System Administrator 
• Manage and oversee District Banking Services 
• Meets legal and Board of Education guidelines for financial management- 

o Confers with attorney regarding contracts and purchasing procedures 
o Supervises ongoing daily financial activities 

• Determines annual tuition rates and coordinates collections of tuition payments 
• Provides for, monitors, and assists with the annual district audit, and internal school fund audit, including 

contract negotiations 
• Plans and directs liability, property, student accident, and other district insurance programs 
• Coordinates responses to worker’s compensation claims, grievances, and law suits 
• Coordinates with the Executive Director of Human Resources regarding employee benefit programs and other 

personnel issues 
• Informs assigned department personnel regarding a variety of procedures and program requirements. 
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Executive Director of Finance  

• Leads Business Services Coordinator in developing expenditure forecasts for departments and assists as needed 
in advising departments of possible over-expenditures and in methods for resolving discrepancies to ensure 
accurate fiscal practices and policies. 

• Leads Business Services Coordinator in monitoring department budget activity and account balances of 
programs and related financial activity. 

• Oversees the financial and accounting analysis and expertise for administrative staff and school personnel. 
• Provides leadership and supervision over assigned personnel to ensure employees have a clear understanding of 

their job responsibilities. 
• Oversees the selection of personnel, conducts performance appraisals on assigned employees, and makes 

recommendations for appropriate employment action. 
• Provides and ensures employees participate in professional developmental training opportunities as needed to 

perform their job duties. 
• Responsible for oversight and development of departmental operating procedures 
• Directs and monitors food services program including: 

o RFP formulation 
o Contract negotiations 
o Claims for reimbursement 
o Expenditure monitoring 
o Annual budget 
o State Reporting Requirements 

• Collaborates with Business Services Coordinator and Other District staff regarding operational issues, internal 
controls, guidelines and guidance using technical knowledge and understanding of governmental accounting 
standards, district policies, and state and federal requirements. 

• Performs internal audits to insure compliance with Governmental Accounting Standards for the district. 
• Manages and oversees fiscal functions and daily operation procedures (audits, approvals, etc.) 
• Provides leadership and supervision for all fiscal services staff.  
• Develops training opportunities and insures cross-training in place for all departmental positions 
• Evaluates and analyzes monthly financial reports, cash flow statements, budget to actual expenditures, Board of 

Education Financial Reports, etc. 
• Administers District 403B, 401K, FSA, banking, liability insurance and credit card accounts and provides research 

with implementation of changes as necessary. 
• Oversees security setup and clearance in financial software for all district staff. 
• Interacts on a regular basis with Human Resources staff, maintaining accountability, alignment, and accuracy of 

all personnel and benefit transactions for budgeting and payroll records 
• Interacts with administrators, employees and bookkeepers regarding Internal School Funds questions related to 

laws and procedures 
• Performs other job-related duties as assigned 

 
Qualifications (minimum education, licensure, and/or experience): 

• Masters Degree in Accounting or Finance from an accredited college or university (or B.S. with combined 
equivalent experience) 

• Minimum of five (5) years of job-related experience 
• Experience with or knowledge of: 

o Governmental Accounting 
o Government Finance for Schools 
o State of Tennessee Statutes 
o Department of Labor Regulations – Federal and State Department of Education Regulations – Federal 

and State Liability Insurance Laws 
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o Occupational Safety and Health Act (OSHA) and Tennessee Occupational Safety and Health Act (TOSHA) 
Requirements 

o Audit and Accounting Standards 
o Grant Management and Fund Accounting 
o Head Start Federal Guidelines 
o GASB Compliance Experience 
o Budgeting Experience 

 
• Knowledge of Generally Accepted Accounting Principles, Governmental Accounting Standard Board (GASB) 

Statements and Generally Accepted Auditing Principles related to district budgetary administration and program 
development. 

• Knowledge of Tennessee Internal School Accounting Policy Manual 
• Knowledge of School Support Organizations policies and procedures 
• Knowledge of procurement principles, methods and procedures, including buying quality assurance, inventory 

management and physical distribution. 
• Knowledge of Federal, State and municipal laws, codes, ordinances and regulations 
• Knowledge of principles and practices of office management, work scheduling, automation and workflow analysis. 
• Skill in analyzing and interpreting fiscal and accounting records and preparing clear and concise financial and 

administrative reports. 
• Skill in effectively supervising assigned staff. 
• Knowledge of District policies, procedures and practices 
• Knowledge of local government organization and its departmental operating requirements 
• Ability to develop, interpret and implement local policies and procedures; written instructions, general 

correspondence; Federal, State, and local regulations. 
 

 

Nothing in this job description limits management’s right to assign or reassign duties and responsibilities to this job at any 
time. The duties listed above are intended only as illustrations of the various types of work that may be performed. The 
omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical 
assignment to the position. The job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and requirements of the job change. 

Physical Requirements: 

Light work, normal office environment 
 
Work Days: 

261 
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Chief Communications Officer  

 

Job Title: Chief Communications Officer 

Department: Communications Salary Schedule: Support – Grade 36 

FLSA Status: Exempt – Administrative State Academic 
License (Y/N): No 

Reports To: Superintendent Supervises: None  

 
Job Goal: 

The Chief Communications Officer for Oak Ridge Schools is a key leadership role responsible for driving operational 
efficiency, facilitating communication, and providing strategic support to the Superintendent and district leadership 
team. This role will oversee high-priority initiatives, manage cross-functional projects, and ensure alignment between 
district goals and operational execution. The Chief Communications Officer serves as a trusted advisor to the 
Superintendent, providing insight, problem-solving, and decision-making support across all areas of the PreK-12 school 
district. 

 
Essential Responsibilities: 

The following duties are normal for this position. These are not to be construed as exclusive or all-inclusive. To perform this 
job successfully, an individual must be able to perform each duty satisfactorily. Other duties may be required and assigned. 

Strategic Planning and Execution: 

• Assist the Superintendent in the development, implementation, and monitoring of strategic plans and district-
wide initiatives. 

• Ensure effective execution of the district's vision, goals, and objectives across all departments and schools. 

• Collaborate with district leadership to drive improvement in academic achievement, operational efficiency, and 
equity initiatives. 

• Lead special projects or initiatives as assigned by the Superintendent, ensuring timely completion and alignment 
with district priorities. 

Operational Leadership: 

• Act as a key liaison between the Superintendent and district leadership, facilitating effective communication and 
collaboration. 

• Oversee and streamline district operations to improve workflow, decision-making, and overall organizational 
effectiveness. 

• Manage the Superintendent's priorities and ensure appropriate follow-up on key action items, ensuring 
operational efficiency. 

Communication and Stakeholder Engagement: 

• Serve as a point of contact for internal and external stakeholders, including board members, district staff, and 
community partners. 
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Chief Communications Officer  

• Develop and maintain communication protocols to ensure clarity, consistency, and transparency across the 
district. 

• Prepare and review reports, presentations, and briefings for the Superintendent and other district leadership for 
meetings, board presentations, and public engagements. 

• Facilitate cross-departmental communication and collaboration to ensure district-wide initiatives are 
understood and supported by all relevant stakeholders. 

Leadership Support and Management: 

• As a member of the Executive Team, advise the Superintendent on critical organizational and operational issues, 
providing thoughtful analysis and recommendations. 

• Foster a culture of accountability, collaboration, and continuous improvement. 

• Monitor key performance metrics and outcomes, ensuring alignment with district goals and strategies. 

• Provide high-level support to the Superintendent during school board meetings, community engagements, and 
internal meetings. 

Crisis Management and Problem-Solving: 

• Proactively identify challenges and potential issues, developing solutions that align with district objectives. 

• Lead crisis response efforts in coordination with district leadership, ensuring smooth communication and 
resolution during emergencies. 

• Performs other job-related duties as assigned 
 
 

JOB REQUIREMENTS 

Skills, Knowledge, and Abilities  

• Enthusiasm and interpersonal skills to relate well with students, staff, administration, Board of Education, parents, 
and the community  

• Outgoing, proactive personality and polished, professional image  
• Excellent verbal and written communication skills  
• Ability to collaborate across departments and campuses  
• Excellent organizational skills and the ability to motivate others  
• Ability to plan, prioritize and coordinate multiple projects and meet quick deadlines  
• Ability to take a project from concept to completion with minimal supervision or direction  
• Ability to design and prepare brochures, newsletters, presentations and press releases  
• Proficient skills in social media applications and web design  
• Working knowledge of HTML and CSS  
• Demonstrated creativity in producing videos and multimedia projects  
• Proficient skills in basic graphic design and desktop publishing  
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Chief Communications Officer  

QUALIFICATIONS: 

• Bachelor’s degree required. Public relations, journalism, mass media, communications, or education-related 
discipline preferred.  

• Five or more years working experience in journalism, mass communication or public relations preferred 
• Two or more years of website/social media management experience preferred  

 

Physical Demands/Environmental Factors: 

• Standard office equipment including personal computer, camera, video camera 
• Prolonged sitting; occasional bending/stooping, pushing/pulling and twisting 
• Repetitive hand motions including frequent keyboarding and use of mouse; occasional reaching 
• Occasional light lifting and carrying (less than 15 pounds) 
• May work prolonged or irregular hours; frequent district-wide and state-wide travel 
• Work with frequent interruptions 

 
 

Nothing in this job description limits management’s right to assign or reassign duties and responsibilities to this job at any 
time. The duties listed above are intended only as illustrations of the various types of work that may be performed. The 
omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical 
assignment to the position. The job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and requirements of the job change. 

 

Physical Requirements: 

Light work, normal office environment 
 
Work Days: 
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This document is uncontrolled when printed.  Oak Ridge Schools Job Description (IS-M7-P1-F1) 
Communications Coordinator  

 

Job Title: Communications Coordinator 

Department: Communications Salary Schedule: Support – Grade 27 

FLSA Status: Exempt – Administrative State Academic 
License (Y/N): No 

Reports To: Chief Communications Officer Supervises: None  

 
Job Goal: 

The Communications Coordinator at Oak Ridge Schools plays a key role in enhancing the district’s public image and 
facilitating effective communication with staff, students, parents, and the broader community. This role supports the 
management and maintenance of the district’s new website, provides implementation and communication support for the 
ParentSquare platform, manages the district's social media presence, and creates professional press releases to ensure 
clear, consistent, and engaging communication. 

 
Essential Responsibilities: 

The following duties are normal for this position. These are not to be construed as exclusive or all-inclusive. To perform this 
job successfully, an individual must be able to perform each duty satisfactorily. Other duties may be required and assigned. 

• Finalsite Website Management: 
o Assist with the day-to-day management and updates of the Oak Ridge Schools website. 
o Collaborate with departments and schools to ensure timely and accurate information is displayed. 
o Implement design, layout, and functionality improvements as needed to enhance user experience. 
o Troubleshoot website issues and liaise with technical support when necessary. 

 
• ParentSquare Support: 

o Provide administrative support for the ParentSquare communication platform, including user 
management, troubleshooting, and feature optimization. 

o Assist staff and parents with platform use, answering questions and offering training as needed. 
o Monitor and ensure the quality of communications sent through the platform to align with district 

standards. 
 

• Social Media Management: 
o Create, schedule, and publish engaging and informative content to promote school news, events, and 

achievements. 
o Oversee and execute the district’s social media strategy across platforms such as Facebook, Twitter, 

Instagram, and others. 
o Respond to community questions and messages on social media in a timely and professional manner. 
o Analyze social media metrics to assess performance and recommend improvements. 

 
• General Communications Support: 

o Draft, edit, and distribute press releases and media advisories for Oak Ridge Schools. 
o Collaborate with school leaders and staff to gather information on newsworthy events and achievements. 
o Maintain relationships with local media outlets to ensure coverage of district activities and news. 
o Assist with the development of newsletters, email campaigns, and other digital communication efforts. 
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Communications Coordinator  

o Monitor public perception of the school district and recommend proactive communication strategies to 
maintain a positive image. 

o Attend and document district events, providing live updates on social media when necessary. 
 

• Collaboration and Project Coordination: 
o Work closely with the Chief Communications Officer to coordinate with other departments, schools, and 

community stakeholders to ensure alignment and consistency of messaging. 
o Support the Chief Communications Officer with Project Management responsibilities to forward the 

district's vision, goals, and objectives across all departments and schools. 
o Perform other duties as assigned by the Chief Communications Officer. 

 
• Customer Service & Engagement 

o Coordinate with school and district staff to ensure consistent interaction with customers and families.  
o Identify opportunities to improve customer service practices with internal and external customers, district 

wide. 
o Identify customer service best practices and create training materials that uphold district standards for 

customer service excellence. 
• Performs other job-related duties as assigned 

 
 

Qualifications: 

• Relevant certifications, education and experience will be considered for this role. Degree in communications, 
public relations, marketing, or a related field is preferred.  

• Excellent organizational and multitasking abilities. 
• Strong interpersonal and communication skills, with the ability to work effectively with diverse stakeholders. 
• Experience in website management, particularly with platforms like Finalsite or similar content management 

systems. 
• Familiarity with ParentSquare or other school communication platforms is preferred. 
• Experience with newsletter creation. 
• Proven experience in social media management and content creation. 
• Strong writing and editing skills, particularly in crafting press releases and professional communications. 
• Proficiency in graphic design software (e.g., Canva, Adobe Creative Suite) is a plus. 

 

Physical Demands/Environmental Factors: 

• Standard office equipment including personal computer, camera, video camera 
• Prolonged sitting; occasional bending/stooping, pushing/pulling and twisting 
• Repetitive hand motions including frequent keyboarding and use of mouse; occasional reaching 
• Occasional light lifting and carrying (less than 15 pounds) 
• May work prolonged or irregular hours; frequent district-wide and state-wide travel 
• Work with frequent interruptions 

 
 

Nothing in this job description limits management’s right to assign or reassign duties and responsibilities to this job at any 
time. The duties listed above are intended only as illustrations of the various types of work that may be performed. The 
omission of specific statements of duties does not exclude them from the position if the work is similar, related or a logical 
assignment to the position. The job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and requirements of the job change. 
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Communications Coordinator  

 

Physical Requirements: 

Light work, normal office environment 
 
Work Days: 
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304 New York Ave,      Oak Ridge, TN 37830 

 
 
 
  
 
 

Memorandum 

To:  Dr. Bruce Borchers, Superintendent 

From:  Jenifer Van Dyke, Finance Director 

Date:  10/17/2024 

Re:  Recommendation for Food Service Equipment Purchase 

I recommend that Oak Ridge Schools Board of Education approve the purchase of Food 
Service Equipment from Webstraunt.com in the amount of $43,095.82. Quotes were 
obtained from thee (3) vendors as shown in the attached quote sheet. Funding for this 
purchase will come from Food Service equipment line item in the Cafeteria fund.  

Please let me know if you have questions or need additional information. 

 

 

 
Oak Ridge Schools 

 

Business Office 

Telephone (865)425-9004 
Fax: (865)425-9060 

 



Item Qty Description Unit Price Ext Price Unit Price Ext Price Unit Price Ext Price
1 1 Single Door Refridgerator 2,179.00$     2,179.00$     3,610.08$     3,610.08$     4,066.50$     4,066.50$     

1 1 Pizza Mrchandiser 1,019.99$     1,019.99$     1,055.35$     1,055.35$     2,371.60$     2,371.60$     

1 1 Countertop Heated Display 479.99$        479.99$        549.00$        549.00$        745.37$        745.37$        

2 2 Refridgerated Deli Case 1,549.00$     3,098.00$     1,549.00$     3,098.00$     2,236.36$     4,472.72$     

2 2 Trash Cart with Hinged Lid 1,119.00$     2,238.00$     1,897.00$     3,794.00$     511.82$        1,023.64$     

7 7 Sheet Pan Rack 349.99$        2,449.93$     1,206.00$     8,442.00$     397.96$        2,785.72$     

1 1 Table with Drawers 24"x72" 989.10$        989.10$        2,811.89$     2,811.89$     2,626.94$     2,626.94$     

1 1 Hot Holding Cabinet 3,085.00$     3,085.00$     3,085.00$     3,085.00$     5,187.67$     5,187.67$     

15 15 Shelving 5-Shelf Unit Polymer Coated 1,006.00$     15,090.00$   1,102.96$     16,544.40$   331.60$        4,974.00$     

4 4 Tray Dispener 2,088.00$     8,352.00$     2,088.00$     8,352.00$     2,088.00$     8,352.00$     

4 4 Utility Cart 3 Shelves 277.00$        1,108.00$     221.50$        886.00$        221.50$        886.00$        

3 3 Stainless Steel Table 30"x60" 179.99$        539.97$        269.99$        809.97$        1,030.74$     3,092.22$     

1 1 Robocoupe Food Processor 1,337.00$     1,337.00$     1,337.00$     1,337.00$     1,337.00$     1,337.00$     

1 1 Smallwares 1,129.84$     1,129.84$     1,370.29$     1,370.29$     2,835.93$     2,835.93$     

Req. No.

Shipping and Handling

                                   Total: 43,095.82$  55,744.98$  44,757.31$  
                                      Terms:

                            Delivery Date:

                                FOB Point:

                                                               Phone Number

Quote taken by:         Kristina Barnard and Tammie Pyke               

                                                                Quote Number
                                                               Contact Name

                                                             Address

Oak Ridge Schools Competitive Quote Sheet
Work Order # 

                                                     Vendor Name Webstraunt.com Katom.com Chefsdeal.com
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Total Budgeted 
Revenue,

$72,884,637

Total YTD 
Revenue, 

$12,716,961

$0 $10,000,000 $20,000,000 $30,000,000 $40,000,000 $50,000,000 $60,000,000 $70,000,000 $80,000,000

LOCAL TAXES

CHARGES FOR CURRENT SERVICES

OTHER LOCAL REVENUES

STATE OF TENNESSEE

FEDERAL GOVERNMENT

OTHER SOURCES (NON-REVENUE)

Total Revenue

LOCAL TAXES
CHARGES FOR

CURRENT
SERVICES

OTHER LOCAL
REVENUES

STATE OF
TENNESSEE

FEDERAL
GOVERNMENT

OTHER SOURCES
(NON-REVENUE) Total Revenue

Percent of Budget 7.76% 62.99% 28.86% 19.33% 112.80% 24.82% 17.45%
Year-To-Date 1,702,588.12 190,861.38 261,644.38 6,571,540.78 110,894.53 3,879,431.74 $12,716,961
FYTD Budget 21,954,350.00 303,000.00 906,492.94 33,995,080.06 98,310.00 15,627,404.00 $72,884,637

General Fund Revenue Budget to Actual Summary - September, 2024



Total Budgeted 
Expenditures,  
$75,708,960

Total YTD Expenditures,  
$14,940,639

$0 $10,000,000 $20,000,000 $30,000,000 $40,000,000 $50,000,000 $60,000,000 $70,000,000 $80,000,000

Salaries & Wages

Benefits

Contracted Services

Supplies & Materials

Other Charges

Debt Service

Capital Outlay

Total Expenditures

Salaries & Wages Benefits Contracted
Services

Supplies &
Materials Other Charges Debt Service Capital Outlay Total

Expenditures
FYTD % 18.66% 14.55% 19.61% 32.29% 31.67% 54.33% 20.54% 19.73%
FYTD Activity 8,784,344.14 1,853,099.10 880,973.07 1,639,517.43 754,509.92 350,000.00 678,195.03 $14,940,639
FYTD Revised Bdgt 47,078,364.08 12,736,942.04 4,487,813.31 5,077,993.90 2,382,305.09 644,205.00 3,301,336.58 $75,708,960

General Fund Expenditure Budget to Actual Summary by Object 
September, 2024
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General Federal Food Service Special ECC
Description Fund 141 Fund 142 Fund 143 Fund 145 Fund 146

Beginning Fund Balance July 1, 2024 20,036,067.15 0.00 1,695,609.24 27,731.99 323,595.26

Plus YTD Revenue per books 9/30/24 12,716,960.93 348,503.03 459,048.07 9,350.00 156,577.85

Less YTD Expenditures per books 9/30/24 ` (14,940,638.69) (852,396.90) (436,453.91) (31,559.84) (105,883.08)

Revenues Over (Under) Expenditures as 
of 9/30/24 (2,223,677.76) (503,893.87) 22,594.16 (22,209.84) 50,694.77

Ending Fund Balance per books as of 
9/30/24 17,812,389.39 (503,893.87) 1,718,203.40 5,522.15 374,290.03

Encumbrances and Deferred Revenue -$                                                  51,999.47$                                        
Inventory
Restricted for Career Ladder Program 277.57
Restricted for Operation of Non-Instructional Services  (CCI) 16,200.00 916,203.93 374,290.03
Committed for Other Purposes (Vehicles- ERR Fund) 0.00
Committted for Other Purposes (Device Replacement) 3,000,000.00
Assigned for Instruction- Coordinated School Health 1,285.59
Assigned for other local grants
Assigned for Instruction - Education Foundation Grant 10,629.84
Assigned for Instruction (APSI-ORHS) 7,207.22
Assigned for Support Services FRC Local Funds (56)  5,522.15
Nonspendable-Prepaid Expenditures

Assigned to Balance FY25 Budget 2,824,323.00 0.00 750,000.00
Unassigned Fund Balance 9/30/24 11,952,466.17$                  -503,893.87 0.00 0.00

Total Fund Balance 9/30/24 17,812,389.39 (503,893.87)$                        1,718,203.40$                    $5,522.15 374,290.03$                                                      

Combined Fund Balance and YTD Operating Statement Summary
September, 2024

Fund Balance Restricted/Committed/Assigned Status



 

 

Oak Ridge Schools 

2nd Attendance Period 

October 2, 2024 

These numbers reflect the 2024-2025 Skyward Student Management System (Entity) active student enrollment count as 

of October 2, 2024. 

The total includes 20 private school and home-schooled students receiving Special Ed services. 

 



School P3 P4 K 1 2 3 4 5 6 7 8 9 10 11 12

Total     

PK-12    

2024-25

Previous 

1st RP 

2024-25

Diff

Total       

PK-12     

2023-24

Preschool 95 130 225 214 11 227

Glenwood 81 69 80 79 67 376 378 -2 365

Linden 96 108 106 108 103 521 521 0 525

Willow Brook 72 95 76 79 89 411 413 -2 414

Woodland 74 75 82 99 96 426 425 1 448

JMS 183 177 186 171 717 721 -4 707

RMS 202 198 180 187 767 769 -2 745

ORHS 443 416 411 369 1639 1647 -8 1606

Enrollment 2024-25 95 130 323 347 344 365 355 385 375 366 358 443 416 411 369 5082 5088 -6 5037

Prev. 1st RP 2024-25 81 133 323 344 345 368 357 386 377 368 359 447 419 411 370 5088

Difference 14 -3 0 3 -1 -3 -2 -1 -2 -2 -1 -4 -3 0 -1 -6

This report compares the 2024-25 2nd RP period enrollment with the 2024-25 1st RP period.

Oak Ridge Schools

October 2, 2024

Enrollment Entity Counts 2nd RP 2024-25



 

* Percentages have been rounded to the nearest whole number.

Attendance Graphs
The graphs below display excused and unexcused absence totals, entity counts, and attendance percentages by grade and reporting period. 

The data was compiled using information from attendance detail and summary reports and entity counts reports.
Reporting Period 2: 8/20/2024-9/17/2024

K 1 2 3 4 5 6 7 8 9 10 11 12

Excused 5% 4% 4% 4% 4% 5% 5% 4% 4% 6% 7% 7% 7%

Unexcused 2% 2% 2% 2% 2% 2% 2% 3% 2% 3% 4% 6% 4%
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Percentage of Absences by Grade Level

Excused Unexcused



2020-21 RP1: 7.3% RP2: 5.8% RP3: 8.1% RP4:11.6% RP5: 9.9% RP6: 7.5% RP7: 5.3% RP8:  8% RP9: 5.4%

2021-22 RP1: 6.3% RP2: 6.7% RP3: 6.3% RP4: 7.7% RP5: 6.9% RP6: 5.8% RP7: 6.3% RP8:  8% RP9: 5.9%

2022-23 RP1: 4.9% RP2: 4.4% RP3: 5.5% RP4: 11% RP5: 4.7% RP6: 6.1% RP7: 4.8% RP8: 4.9% RP9: 4.9%

2023-24 RP1: 4.3% RP2: 4.2% RP3: 5% RP4: 7% RP5: 6.9% RP6: 5.1% RP7: 6.2% RP8: 4.7% RP9: 4.5%

2024-25 RP1: 3.3% RP2: 4.3%

Goal

5.5

2020-21 RP1: 4.3% RP2: 4.3% RP3: 6.1% RP4: 7.7% RP5: 9.1% RP6: 7.9% RP7: 6.2% RP8: 5.6% RP9: 5.3%

2021-22 RP1: 4.4% RP2: 4.2% RP3: 4.8% RP4: 6.4% RP5: 5.8% RP6: 4.6% RP7: 5.5% RP8: 5.4% RP9:  5%

2022-23 RP1: 3.2% RP2: 4% RP3: 4.4% RP4: 8.9% RP5: 5.4% RP6: 5.8% RP7: 4.5% RP8: 4.1% RP9: 7.1%

2023-24 RP1: 3.3% RP2: 3.7% RP3: 4.1% RP4: 5.8% RP5: 4.8% RP6: 4.8% RP7: 4.7% RP8: 3.3% RP9: 5.8%

2024-25 RP1: 3.0% RP2: 3.6%

Goal

5
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2020-21 RP1: 6.1% RP2: 7.1% RP3: 7.3% RP4: 11% RP5:11.7% RP6: 8.9% RP7: 6.9% RP8: 7.5% RP9: 6.4%

2021-22 RP1: 6.1% RP2:  6% RP3: 6.4% RP4: 6.9% RP5: 6.6% RP6: 6.5% RP7: 8% RP8: 6.6% RP9: 7.4%

2022-23 RP1: 3.6% RP2: 4.7% RP3: 7% RP4: 10% RP5: 6.4% RP6: 8.1% RP7: 5.3% RP8: 5.3% RP9: 6.9% Goal
2023-24 RP1: 4.9% RP2: 4.4% RP3: 5.5% RP4: 7.7% RP5: 7% RP6: 5.9% RP7: 6.2% RP8: 4.3% RP9: 6.3%

2024-25 RP1: 4.4% RP2: 5.9%

Goal

6

2020-21 RP1: 4.1% RP2: 4.9% RP3: 6.2% RP4: 7.1% RP5: 7.1% RP6: 5.9% RP7: 5.5% RP8: 5.9% RP9: 5.3%

2021-22 RP1: 4.5% RP2: 4.1% RP3: 4.8% RP4: 6.7% RP5: 5.9% RP6:  5% RP7: 4.7% RP8: 4.5% RP9: 5.2%

2022-23 RP1: 2.6% RP2: 3.7% RP3: 5.2% RP4: 6.6% RP5: 4.5% RP6: 6.7% RP7: 5.4% RP8: 3.7% RP9: 4.9%

2023-24 RP1: 3.1% RP2: 3.5% RP3: 4.3% RP4: 6.2% RP5: 5.6% RP6: 5.2% RP7: 5.2% RP8: 2.9% RP9: 4.5%

2024-25 RP1: 3.1% RP2: 4.6%

Goal

4
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2020-21 RP1: 2.2% RP2: 4.1% RP3: 3.4% RP4: 4.5% RP5: 3.8% RP6: 5.7% RP7: 3.7% RP8: 5.1% RP9: 4.7%

2021-22 RP1: 5.1% RP2: 4.2% RP3: 4.9% RP4: 5.9% RP5: 6.8% RP6: 5.4% RP7: 5.3% RP8: 4.9% RP9: 6.1%

2022-23 RP1: 3.1% RP2: 4.6% RP3: 5% RP4: 8.7% RP5: 4.7% RP6: 5.5% RP7: 5.1% RP8: 4.3% RP9: 5.3%

2023-24 RP1: 3.8% RP2: 4.4% RP3: 4.5% RP4: 5.6% RP5: 5.3% RP6: 5.3% RP7: 5.1% RP8: 4% RP9: 5.3%

2024-25 RP1: 3.6% RP2: 4.2%

Goal

4.5

2020-21 RP1:  2% RP2: 2.3% RP3: 3.4% RP4: 4% RP5: 2.7% RP6: 3.3% RP7: 2.8% RP8: 5.6% RP9: 5.1%

2021-22 RP1: 4.2% RP2: 4.7% RP3: 5.4% RP4: 5.8% RP5: 5.9% RP6: 5.5% RP7: 5.6% RP8: 5% RP9: 5.3%

2022-23 RP1: 4.4% RP2: 4.5% RP3: 5.4% RP4: 9.7% RP5: 6.1% RP6: 6.8% RP7: 5.5% RP8: 4.8% RP9: 5.8%

2023-24 RP1: 3.9% RP2: 4.2% RP3: 4.4% RP4: 5.8% RP5: 4.8% RP6: 5.2% RP7: 5.1% RP8: 4% RP9: 6.2%

2024-25 RP1: 3.9% RP2: 5.5%

Goal

5
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2020-21 RP1: 3.6% RP2: 4.6% RP3: 5.5% RP4: 9.9% RP5: 6.8% RP6:  3.8% RP7: 5.8% RP8: 7.1% RP9: 5.1%

2021-22 RP1: 7.2% RP2: 6.2% RP3: 6.9% RP4: 7.3% RP5: 9.2% RP6: 8.2% RP7: 7% RP8: 8.2% RP9:  6%

2022-23 RP1: 6% RP2: 6.3% RP3: 6.6% RP4: 9.8% RP5: 6.6% RP6: 8.7% RP7: 6.5% RP8: 8.2% RP9: 6.3%

2023-24 RP1: 5.8% RP2: 6.3% RP3: 7.1% RP4: 8.7% RP5: 6.4% RP6: 7.3% RP7: 6.9% RP8: 8.3% RP9: 7.3%

2024-25 RP1: 6.2% RP2: 7.1%

Goal
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