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NOTIFICATION OF POLICIES 
 
In addition to the policies contained in this handbook, employees should be aware of the 
Teacher’s Negotiated Agreement and USD 447 Board Policies.   A copy of the Certified 
Handbook shall be posted on the district website. 
 

TERMS AND CONDITIONS OF EMPLOYMENT 
 
EMPLOYMENT  
 
Employment terms of professionally licensed staff (with the exception of administrators) shall be 
governed by the Negotiated Agreement. 
 
 
IDENTITY AND EMPLOYMENT STATUS 
 
All potential employees of the district shall verify their identity and employment status to the 
superintendent. 
 
The superintendent shall maintain a file on all of the district’s employees hired after July 1, 1995, 
proving that each employee has verified identity and employment eligibility on the appropriate 
form.  A copy of a social security card and driver’s license will meet this requirement. 
 
FAIR EMPLOYMENT 
 
There shall be no discrimination on the part of the Board of Education in practices, procedures or 
policies in the hiring, training, assignment, promotion, transfer or disciplining of classified 
personnel on the basis of race, creed, color, religion, national origin, sex or handicap.  To this end 
the Board and employees shall comply with Title VI or the U.S. Civil Rights Act of 1964, Title IX of 
the Education Amendments of 1972, the Rehabilitation Act of 1973, Section 504, and the 
Americans with Disabilities Act. 
 
DUTY DAY 

Teachers shall follow the daily building schedule which shall be no longer than seven (7) hours 
and thirty-five (35) minutes, excluding lunch, as per the Negotiated Agreement.   Administrators’ 
length of day shall not be less than 8 hours and 20 minutes. 

ACCOMMODATIONS FOR DIETARY NEEDS 

At the beginning of each school year or at the time of enrollment, adult staff members are 
responsible for providing a doctor’s statement that communicates any special dietary needs to the 
Food Service Director/designee. Staff whose dietary needs qualify them for an adaptation under 
law shall be provided reasonable accommodations.  

PHYSICAL EXAMINATION AND HEALTH CERTIFICATES 
 
Each new employee who comes in regular contact with pupils shall submit a certificate of health 
signed by a licensed physician of the employee’s choice on a form prescribed by the State 
Secretary of Health and Environment.  The employee will bear the cost of the physician’s 
examination. 
 
An employee who objects on religious grounds to submitting the required health certificate may 
request consideration without prejudice by the Board of Education. 
 
The Board of Education reserves the right to adopt such health standards as it shall deem 
necessary to insure the health, safety and welfare of pupils.  These regulations shall apply to all 
individuals who wish to be employed and to all employees who wish to continue their employment 
with the district. 
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During an employee’s service, the superintendent may require a physical examination by a 
physician specified by the superintendent.  Such examination will be at the district's expense.   
 
COMMUNICABLE DISEASES 
 
Any employee noted by a physician or the school nurse as having a communicable disease may 
be required to withdraw from school for the duration of the illness in order to give maximum health 
protection to other employees/students.  The employee will be readmitted to his/her position upon 
termination of the illness, as authorized by the employee’s physician or as authorized by a health 
assessment team. 
 
The board reserves the right to require a written statement from the employee’s physician 
indicating that the employee is free from all symptoms of the disease. 
 
In the event that an employee’s supervisor, the building administrator or the superintendent has 
been notified that the employee has a communicable disease, the superintendent shall determine 
whether a release shall be obtained from the employee’s physician before the employee returns 
to work. 
 

AIDS 
 
In each case involving an employee with an AIDS, ARC, or a seropositive test for the 
HTLV-III virus, the board shall reserve the right to make a final decision regarding the 
placement of the employee after taking into account the recommendations of the health 
assessment team and the risks and benefits to both the infected employee and to the 
others in the proposed educational setting. 
 
No information regarding employees with communicable diseases shall be released by 
district personnel without the employee’s consent or in order to comply with state or 
federal statutes. 
 
CASE REVIEW 
 
The determination of the appropriate setting for HTLV-III infected individuals should be 
done on a case-by-case basis by a Review Board and should be weighed against the risk 
and benefits to both the infected individual and to others who will share the same setting.  
The superintendent will serve as Chairperson of the Review Board and is the contact 
source for all referred cases.  
 
In the case of an infected employee, the Review Board may consist of, but not 
necessarily limited to, the employee’s physician, appropriate school officials including the 
building administrator, the Board Clerk to keep a written record of the proceedings, 
superintendent of schools and the county health officer.  The school attorney may act as 
an observer to advise the Review Board on legal questions. 
 
CONFIDENTIALITY 
 
The employee, the building administrator, the Board Clerk, the superintendent, the county 
health officer and the school attorney along with other appropriate personnel who would 
be knowledgeable about the employee’s case or health may share information only when 
appropriate under the law.  In some situations, it may be necessary that other personnel 
also be advised.  This will be determined by the superintendent. 

 
ATTENDING WORK WHEN SICK OR EXPOSED COVID-19 
 
No employee shall report to work while running a fever (100.4 or above).   Employees must be 
fever-free for 24 hours without other COVID-19 symptoms and the use of fever reducing 
medications before returning to school or work.  An individual testing positive for COVID-19, must 
be fever-free for 72 hours and at least 10 days passed since the on-set of symptoms. Employees 
diagnosed with COVID-19, who have been in close contact with an individual with a 
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confirmed case of COVID-19, or otherwise required to quarantine due to travel to a COVID-
19 hotspot, should communicate with the school nurse prior to attending work; the school 
nurse in cooperation with the County Health Department will determine when the employee may 
return to work.  Employees exhibiting symptoms of COVID-19 may be sent home from work until 
certified by a physician that they are virus-free. Employees may use sick leave or FMLA leave 
(when applicable) to cover the time away from work due to COVID-19 symptoms or quarantine 
(leave required due to a documented workplace exposure to COVID-19 will not be deducted from 
the employee’s sick leave accrual) 
 
PAY RATE 
 
Pay rate for employees hired for classified jobs not covered by the professional agreement, such 
as bus driving or summer maintenance, will be determined by supervisors and rates of pay will be 
established annually based upon performance, work load, job duties and length of tenure. 
 
Time keeping is to be completed daily and monitored by the immediate supervisor for accuracy 
and completeness. The time will be presented to the board treasurer in such a manner and time 
frame as to accommodate their use in the development of an accurate and timely paycheck or 
direct deposit. Over time usage is to have prior approval through supervisors. 
 
 
REIMBURSEMENT OF EXPENSES WHILE ON SCHOOL BUSINESS 
 
If in the course of your duties for USD 447 expenses are incurred, submit for reimbursement 
within 30 days of incurring said expenses.  Reimbursement limits for meals and other conditions 
may apply.  Meals are limited to a reimbursement of $7 per meal or $21 per day. Employees must 
have approval of their supervisor before incurring expenses for reimbursement.  Reimbursement 
will not be given without proper receipts.  Employees will not be reimbursed for any sales tax 
paid.  Reimbursement will not be paid for expenses submitted after July 31 but incurred in the 
prior fiscal year.   
 
 
SEXUAL HARASSMENT 
 
Sexual harassment shall include, but not be limited to, unwelcome sexual advances, requests for 
sexual favors, and other verbal or physical conduct of a sexual nature when: (1) submission to 
such conduct is made either explicitly or implicitly a term or condition of an individual’s 
employment; (2) submission to or rejection of such conduct by an individual is used as the basis 
for employment decisions affecting such individual; or (3) such conduct has the purpose or effect 
of unreasonably interfering with an individual’s work performance or creating an intimidating, 
hostile or offensive working environment. 
 
No district employee shall sexually harass, be sexually harassed or fail to investigate or refer a 
complaint of sexual harassment for investigation.  Complaints of sexual harassment by 
employees will be promptly investigated and resolved. 
 
Initiation of a complaint of sexual harassment will not adversely affect the job security or status of 
an employee, nor will it affect his or her compensation or work assignment.  Violation of this 
policy shall result in disciplinary action, up to and including termination against any employee. 
 
Employees who believe that they have been subjected to sexual harassment should discuss the 
problem with their immediate supervisor.  If an employee’s immediate supervisor is the alleged 
harasser, then the employee should discuss the problem with the building principal or the 
superintendent who is the coordinator of federal compliance. 
 
Employees who do not believe that the matter is appropriately resolved through this meeting may 
file a written complaint under the district’s discrimination complaint procedure.  Confidentiality 
shall be maintained throughout the complaint procedure. 
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USAGE OF DISTRICT VEHICLE, CELL PHONES, TECHNOLOGY AND OTHER EQUIPMENT 
 
District vehicles, equipment, and other property are for district business use only. Personal use of 
district vehicles is not allowed and individuals are expected to take a direct route to and from their 
school-related destination.  Individuals driving district vehicles are expected to comply with all 
traffic laws and regulations. Failure to do so may result in the loss of driving privileges. The 
district is not responsible for any fines or penalties associated with violations of traffic codes.  
 
Employees must complete the Student Transportation Disclosure Form located in the back of this 
handbook before they may request a district vehicle.  Drivers of district vehicles must notify the 
superintendent if their drivers license is revoked or suspended. 
 
It is the policy of USD 447 that district owned and provided cell phones will be used for district 
business only. Any private usage of district cell phones is prohibited unless it is reimbursed or 
taxed as a benefit.  
 
It is also the policy of USD 447 to prohibit the private usage of district provided laptop computers 
for private/personal business.  
 
FACEBOOK AND/OR OTHER SOCIAL NETWORKING SITES 
 
School Principals will annually remind staff members and orient new staff members concerning 
the importance of maintaining proper decorum in the on-line, digital world as well as in person.  
Employees must conduct themselves in ways that do not distract from or disrupt the educational 
process.  The orientation and reminders will give special emphasis to: 

• improper fraternization with students using Facebook and similar internet sites or social 
networks 

• inappropriateness of posting items with sexual content 
• inappropriateness of posting items exhibiting or advocating use of drugs and alcohol 
• examples of inappropriate behavior from other districts, as behavior to avoid 
• monitoring and penalties for improper use of district computers and technology 
• avoid the use of the school's name and logo on a teacher's personal website 
• the possibility of penalties, including dismissal from employment, for failure to exercise 

good judgment in on-line conduct. 
 
The administration may conduct internet searches or ask an employee to allow access to 
personal websites if administration has reason to believe that materials in violation of USD 447 
policies, state or federal laws have been posted on-line.  When inappropriate use of computers 
and websites is discovered, the School Principal and Superintendent will bring it to the attention 
of the appropriate employees and ask that the content be removed.  Other disciplinary action may 
be taken if deemed appropriate by the superintendent. 
 
The School Board discourages school district staff from socializing with students outside of 
school in person or on social networking websites/programs.  
 
All school district employees, faculty and staff who participate in social networking 
websites/programs, shall not post any school district data, documents, photographs or other 
district owned or created information on any website.  Further, the posting of any private or 
confidential school district material on such websites is strictly prohibited. 
 
School district employees are prohibited from engaging in any conduct on social networking 
websites that violates the law, school board policies, or other standards of conduct.  Employees 
who violate this policy may face discipline and/or termination, in line with other school board 
policies and/or collective bargaining agreements, if applicable.   
 
Nothing in this policy prohibits employees, faculty, staff or students from the use of educational 
websites if such sites are used solely for educational purposes.   
Access of social networking websites for individual/personal use during school hours is 
prohibited. 
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WORKPLACE ATTIRE 
 
Employees shall dress with appropriate formality for the curriculum being taught and the 
particular activity of the day. Employees’ dress shall be modest, neat, and clean. – as stated in 
the Negotiated Agreement. 
 
WORKPLACE INJURIES 
 
Accident reports - Accidents which occur on school grounds or while performing school related 
work duties need to be reported to the central office within 24 hours of their occurrence if at all 
possible. The accident report form can be found in the back of this handbook.  Employees 
needing medical attention following an accident must contact the Board Clerk, who will 
schedule any required medical appointments.  Appointments scheduled by the employee 
on his/her own, will not be paid by worker’s compensation insurance. 
 

INJURIES OCURRING WHEN AN EMPLOYEE IS “UNDER THE INFLUENCE”. 
 
The Workers' Compensation Law clearly states that compensation is not payable if the 
injury was caused primarily by the intoxication of the employee or by the influence of any 
drugs, barbiturates, stimulants or other substances not prescribed by a physician. Under 
the law, the employer may require the employee to submit to a test for the presence of 
any or all drugs or alcohol in his or her system. If the injured worker refuses to submit to a 
drug test, it shall be presumed in the absence of clear and convincing evidence to the 
contrary that the injury was caused primarily by the influence of drugs or alcohol.  
 
RECREATIONAL AND SOCIAL ACTIVITIES 
 
Recreational and social activities are not compensable unless such recreational or social 
activities are an expressly required incident of employment and produce a substantial 
direct benefit to the employer beyond improvement in employee health and morale that is 
common to all kinds of recreation and social life. 
 
INJURIES SUFFERED WHILE TRAVELING TO AND FROM WORK 
 
An injury suffered while going to or coming from work is not an injury arising out of and in 
the course of employment whether or not the employer provided transportation if such 
means of transportation was available for the exclusive personal use by the employee, 
unless the employee was engaged in a special errand or mission for the employer, or 
access to the vehicle was an integral element of the employment.  An employee, who is 
injured while deviating from the course of his employment, including leaving the 
employer's premises, is generally not eligible for benefits unless such deviation is 
expressly approved by the employer. 
 
HORSE PLAY 
 
An employee who is injured during horseplay occurring in the course of the workday is 
not entitled to benefits unless the injured employee is an innocent victim not participating 
in the activity.  

 
DRUG FREE WORKPLACE 
 
The board believes that maintaining a drug free work place is important in establishing an 
appropriate learning environment for the students of the district.  
 
Unless otherwise specified in this policy, the unlawful manufacture, distribution, sale, 
dispensation, possession, or use of a controlled substance or controlled medications (other than 
in accordance with a currently valid prescription therefore) is prohibited on district property, in 
district vehicles, and at school sponsored events.  
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Employees shall not unlawfully manufacture, distribute, dispense, possess, and/or use controlled 
substances or controlled medications (other than in accordance with a currently valid prescription 
therefore) in the workplace or while on duty or while operating any vehicle owned or leased by 
the district Reporting to work or performing work for the district while impaired by or under the 
influence of alcohol or any controlled substance or controlled medication (other than in 
accordance with a currently valid prescription therefore) is prohibited. 
 
Any employee who is convicted under a criminal drug statute for a violation occurring at the 
workplace or while on duty or while operating any vehicle owned or leased by the district must 
notify the superintendent of the conviction within five days after the date of the conviction. A 
conviction means a finding of guilt including a plea of nolo contendree or the imposition of a 
sentence by a judge or jury, or both, in any court of law.  The superintendent shall then ensure 
that notice of such conviction is given to any granting agency within 10 days of receiving notice 
thereof. 
 
Within 30 days after the notice of conviction is received, the school district may impose 
appropriate disciplinary action. Such action may include the initiation termination proceedings, 
suspension, placement on probationary status, or other disciplinary action. Alternatively, or in 
addition to any action other than termination of employment, the employee may be required to 
participate satisfactorily in an approved drug or alcohol abuse assistance or rehabilitation 
program as a condition of continued employment. The employee shall bear the cost of 
participation in such program.  

This policy is intended to implement the requirements of the federal regulations promulgated 
under the Drug Free Workplace Act of 1988. It is not intended to supplant or otherwise diminish 
disciplinary actions which may be taken under board policies or the negotiated agreement. 
 
Compliance with this policy is a specific condition of continued employment in the district. 
 
 
DRUG DOGS 
 
At the request of the administration, law enforcement officers or licensed private agencies 
may use trained dogs on school premises to identify student property which may contain illegal 
or illicit materials and to determine whether materials are present which may threaten the 
general health, welfare and safety of students and/or district employees. 
 
 
CHEMICAL HAZARD COMMUNICATION PROGRAM 
 

Introduction 
 
About 32 million workers are potentially exposed to one or more chemical hazard.  There 
are an estimated 575,000 existing chemical products and hundreds of new ones being 
introduced annually.  This poses a serious problem for exposed workers and their 
employers. 
 

A Hazard Chemical Is Any Chemical That Is a Physical 
Or Health Hazard 

 
Chemical exposure may cause or contribute to many serious health effects such as heart 
ailments, kidney and lung damage, sterility, cancer, burns, and rashes.  Some chemicals 
may also be safety hazards and have the potential to cause fires and explosions and 
other serious accidents. 
 
Because of the seriousness of these safety and health problems and because many 
employers and employees know little or nothing about them, the Occupational Safety and 
Health Administration (OSHA) has issued a rule called “Hazard Communication.”  The 
basic goal of the standard is to be sure employers and employees know about work 
hazards and how to protect themselves; this should help to reduce the incidence of 
chemical source illness and injuries. 
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The above information is taken from the beginning of a publication titled, Chemical 
Hazard Communication, published by the Occupational Safety and Health Administration, 
1988, OSHA 3085 (Revised). 
 
THE CHEMICAL HAZARD COMMUNICATION PROGRAM FOR UNIFIED SCHOOL 
DISTRICT 447 WITH APPROPRIATE MATERIAL SAFETY DATA SHEETS IS ON FILE 
WITH EACH BUILDING CUSTODIAN, DISTRICT MAINTENANCE OFFICE, FOOD 
SERVICE BASE KITCHENS AT THE HIGH SCHOOL AND MIDDLE SCHOOL, ART 
TEACHERS, AND HIGH SCHOOL SCIENCE, PRINTING, AND/OR TEACHERS. 

 
 

GOAL 
 
The goal of the USD 447 Chemical Hazard Communications Program is to comply with 
the Occupational Safety and Health Administration Agency (OSHA) guidelines for 
chemical hazard communication and therefore reduce the risk of illness or injury among 
employees. 
 
The goal of this program is to be achieved through the following areas. 
 

1. Identifying and listing hazardous chemicals in our workplaces. 
2. Obtaining Material Safety Data Sheets (MSDS’s) for each hazardous 

chemical. 
 
 
LOCATION OF ASBESTOS IN USD 447 
 
A full asbestos report is available for review from maintenance supervisor upon request.  

 
HIGH SCHOOL 

 
Room 149 has a fume hood containing asbestos. 
 

CENTRAL OFFICE 
 

Some of the plaster in the superintendent’s office contains asbestos. 
 
Transit panel above door contains asbestos. 
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EMPLOYEE BENEFITS 
 
KANSAS PUBLIC EMPLOYEES RETIREMENT SYSTEM (KPERS) 
 
Employees working three and one-half (3-1/2 hours) or more per day will participate in KPERS. 
 
SALARY REDUCTION BENEFIT PLAN 
 
Employees working at least twenty hours per week may participate in a Salary Reduction Plan in 
compliance with Section 125 of the Internal Revenue Code of 1986.  The purpose of the Salary 
Reduction Plan is to furnish employees a choice of receiving certain tax-free benefits provided by 
the employer (“Qualified Benefits”) in lieu of taxable compensation.  Each eligible employee is 
given a copy of the plan prior to the beginning of each plan year. 
 
FRINGE BENEFIT AMOUNTS 
 

A. Each employee executing a Section 125 salary reduction agreement for benefits shall 
allocate an annual sum to be used for the purchase of: 

 
1. Group Term Life & Accidental Death & Dismemberment 
2. Group Health Insurance 
3. Salary Protection Insurance 
4. Cancer Insurance 
5. Child Care 
 

B. The District will offer a “use or lose" health care benefit as per the Negotiated 
Agreement.  See the Negotiated Agreement for specifics. 

 
C. Employees hired during the year will have fringe benefits prorated accordingly. 
 

 
SICK LEAVE 
 
Refer to the Professional Agreement. 
 
 
FAMILY AND MEDICAL LEAVE 
 
Family and medical leave as required by federal law shall be granted for a period of not more 
than 12 weeks during a 12-month period.  For purposes of this policy, a 12-month period shall be 
defined as a fiscal year beginning on July 1 and ending the following June 30.  Spouses 
employed by the district may only take an aggregate of 12 weeks of leave for a birth or adoption 
of a child or to care for a child with a serious health condition. 
 
Leave is available because of (1) the birth of a son or daughter of the employee and to care for 
the son or daughter; (2) the placement of a son or daughter with the employee for adoption or 
foster care; (3) the need to care for a spouse, son, daughter or parent of the employee because 
of a serious health condition; or (4) a serious health condition of the employee that prevents the 
employee from performing the job functions.  (Leave for reason 1 or 2 must be taken within 12 
months of birth or placement.) 
 
The leave shall normally be unpaid leave.  However, if the employee has any paid vacation, 
personal, sick or disability leave that is available for use because of the reason for the leave, the 
paid leave shall be used first and counted toward the annual family and medical leave.  The 
superintendent will notify the employee of the beginning date of family and medical leave and the 
amount of the employee’s accrued paid leave designated as family and medical leave. 
 
The employee is eligible for family and medical leave upon completion of 12 months of service in 
the district and employed at least 1250 hours during the preceding year. 
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During the period of any unpaid family and medical leave the board shall continue to pay the 
employer's share of the cost of group health benefits in the same manner as paid immediately 
prior to the leave.  Any employee portion of the cost shall be paid by the employee to the clerk of 
the board on the payroll date or other time as the employee and superintendent may agree.  The 
board may terminate group health coverage if the employee payment is not received within 30 
days of the due date. 
 
When leave is foreseeable, the employee shall give written notice 30 days in advance.  If leave is 
not foreseeable, notice will be given as soon as practicable. 
 
 Upon the employee providing notice of need for leave, the employer will notify the 
employee of: 

a. the reasons that leave will count as family and medical leave, 
b. any requirements for medical certification, 
c. employer requirement of substituting paid leave, 
d. requirements for premium payments for health benefits and employee 

 responsibility for repayment if employer pays employee share, 
e. right to be restored to same or equivalent job, 
f. any employer required fitness-for-duty certifications. 

 Family leave (reasons 1 or 2) may not be used intermittently or on a  
 part-time basis without the prior approval of the superintendent. 
 
The superintendent may require an instructional employee to continue leave until the end of a 
semester if the leave begins more than five (5) weeks before the end of a semester, lasts more 
than three (3) weeks and the return would occur during the last three (3) weeks of the semester. 
 
If the leave is for a reason other than the employee's serious health conditions, the 
superintendent may require an instructional employee to continue leave until the end of a 
semester, if: 
 

1. the leave begins in the last five (5) weeks of a semester, will last more than two (2) 
weeks and the return to work would occur in the last two (2) weeks of a semester, or 
 
2. the leave begins in the last three (3) weeks of a semester, and lasts more than five (5) 
days. 

 
 
ABSENCE NOT COVERED BY LEAVE 
 
For each absence not covered by sick leave, bereavement leave, personal leave, court or jury 
duty or vacation, the employee will not be paid.  Salaried employees will have pay deducted at 
their calculated hourly rate of pay for the time of absence not covered by appropriate leave. 
 

 
WORKMAN’S COMPENSATION 
 
The district will participate in workers’ compensation as required by current statute.  The 
combined workers’ compensation benefits and salary received under allowed sick leave, or other 
available leave, shall not exceed one full day’s pay. 
 
For each day that a classified employee receives compensation for disability under the Worker’s 
Compensation Law for compensable illness or accident arising out of or in the course of 
employment, the classified employee’s sick leave salary shall be reduced by the amount of 
worker’s compensation disability payment received by that classified employee. 
 
All employees of the district shall be covered by workers’ compensation.  Workers’ compensation 
coverage is provided for all employees regardless of assignment, length of assignment, and/or 
hours worked per day.  Benefits are for personal injury from accident or industrial diseases arising 
out of and in the course of employment in the district.  
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The workers’ compensation plan will provide coverage for medical expenses and wages to the 
extent required by statute to those employees who qualify; however, the amount of workers’ 
compensation benefits and sick leave benefits shall not exceed a regular daily rate of pay.  An 
employee using sick leave, or other available leave, in combination with workers’ compensation 
will be charged for one full or partial day of sick leave, as provided for in the sick leave policy or 
the negotiated agreement, for each day of absence until the employee’s sick leave is exhausted. 
 
An employee who is off work and drawing workers’ compensation shall be required to provide the 
clerk of the board with a written doctor’s release before the employee is allowed to return to work.  
In addition, should the employee be released to return to work by a doctor and fail to do so, all 
benefits under sick leave shall be ended and those benefits under workers’ compensation shall 
be restricted as provided by current Statutes. 
 
 
 



14 
 

  
 
 

PRIVACY ISSUES 
  
 
HIPAA and FERPA: Student Health Records and Disclosure Requirements  
The Departments of Education and Health and Human Services have issued joint guidance on 
how the Family Educational Rights and Privacy Act (FERPA) and the Health Insurance Portability 
and Accountability Act of 1996 (HIPAA) apply to student health records. The guidance also 
addresses certain disclosures that are allowed without consent or authorization under both laws, 
especially those related to health and safety emergency situations. 

FERPA is a federal law that generally prohibits an institution from disclosing the education 
records or personally identifiable information from education records, without a parent or eligible 
student’s written consent. An eligible student is one who is over 18 years of age or who attends a 
post-secondary institution at any age. FERPA applies to institutions that receive funds pursuant to 
any program administered by the U.S. Department of Education, including medical and other 
professional schools. Please note that if an institution receives funds in this manner, FERPA 
applies to the recipient as a whole, including all its components, such as a department within a 
university. 

“Education records” are broadly defined to include records that are directly related to a student 
and that are maintained by an educational institution or by a party acting for the institution. At the 
elementary and secondary levels, this can include student health records. In post-secondary 
institutions, medical and psychological treatment records of eligible students are excluded from 
the definition of “education records” if they are made, maintained, and used only in connection 
with treatment of the student and disclosed only to individuals providing the treatment. If the 
disclose is for purposes other than treatment, the records are then subject to FERPA’s 
requirements and can only be disclosed with the student’s written consent or under one of several 
enumerated exceptions to written consent. 

HIPAA requires covered entities (health plans, health care clearinghouses and schools) to 
implement appropriate safeguards to protect the privacy of student’s personal identifiable health 
information and to set limits and conditions on the uses and disclosures that may be made of 
such information without parent/student authorization. HIPAA also gives parents rights over their 
health information, including rights to examine and obtain a copy of their health records, and to 
request corrections. 

Whether FERPA or HIPAA apply to a particular set of records first depends on the record holder’s 
status as a FERPA or HIPAA covered entity. In some situations, an entity may be both. For 
example, when a school provides health care to students in the normal course of business, such 
as through its health clinic, it is both a “health provider” under HIPAA and subject to FERPA’s 
requirement. The analysis then hinges on whether the records meet FERPA’s “education” or 
“treatment” records definitions. If the records are education or treatment records under FERPA, 
HIPAA does not apply because HIPAA specifically excludes these records from coverage. For 
example, if a school is a HIPAA covered entity, and the only health records maintained by the 
school are education or treatment records under FERPA, the school does not have to comply 
with the HIPAA Privacy or Security Rules because these records are specifically excluded from 
coverage. 

Other examples of arrangements where either HIPAA or FERPA apply: 

• If a person such as a school nurse acts on behalf of a school subject to FERPA, and 
maintains student health records, these records are education records under FERPA, just 
as if the school maintained them directly, even if the health care is provided to students 
off-site. HIPAA would not apply to these records.  

• FERPA applies to most post-secondary institutions. Student records at post-secondary 
campus health clinics are either education records or treatment records under FERPA, 
even if the school is a HIPAA covered entity. If the student health clinic is open to the 



15 
 

public or school staff or both, the protected health information of the clinic’s non-student 
patients is still subject to HIPAA Privacy and Security Rules.  

• Patient records maintained by a hospital affiliated with a university that is subject to 
FERPA are not typically education records or treatment records under FERPA because 
university hospitals generally do not provide health care services to students on behalf of 
the educational institution. If the hospital runs the student health clinic, clinic records of 
students would be subject to FERPA as education records or treatment records and not 
HIPAA.  

There is a never-ending array of possible situations that may arise when considering the interplay 
between FERPA and HIPAA. Consult legal counsel, the school nurse and/or administration 
when presented with a request for disclosure of student health information to avoid 
inappropriate disclosures or denials for information. 
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USD 447 – Cherryvale-Thayer Schools 
 

WORKERS’ COMPENSATION ACCIDENT/ILLNESS REPORT FORM 
(For reporting work-related injuries/illnesses) 

 
 

The injured worker and supervisor must complete and file this report with the Central Office, 618 East 4th Street, 
Cherryvale, Kansas 67335 WITHIN 24 HOURS of any on-the-job injury. 

 
PART A:     INJURED WORKER’S STATEMENT OF ACCIDENT/ILLNESS  
Employee Name (Last Name, First Name):   
 

  Job Assignment/title: 

Home address:   SSN:  

Home  phone:  Date of Birth:  Work phone:  

Date of occurrence:  Time of accident:  Location of  injury occurrence:  

How was injury incurred:  
 

Time employee began work:  
 

Were you ever treated for a similar condition before:  Body part(s) injured:  

If yes, give details:  
 

 
Employee’s Signature:____________________________________________          Date:_____________________________ 
Part B:  SUPERVISOR’S STATEMENT 
Injury:     Payroll Location:  
Name and address of hospital or physician:   
 

Did injured worker receive 
medical treatment:    

Date:   

Object or machinery causing injury:   
 
Was there contact with any other person’s blood or body fluid:   
 
If yes, name and address of source person:  
 

Did weather conditions contribute to 
occurrence:  

How could a similar occurrence be avoided:   
 

If yes, what were the weather conditions:  
 

Name and phone number of witnesses (if any):   
 
Did injured worker lose time from work:  If yes, first full day of disability:  

Has the injured worker returned to work:   If yes, date returned:  

Supervisor’s Name:  Signature:  

Phone ext:  Date Completed:  
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APPLICATION/AGREEMENT FOR USE OF SCHOOL PROPERTY 
(NON-SCHOOL GROUPS) 

 
FACILITY NEEDED 
_______________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
EQUIPMENT NEEDED 
________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
PURPOSE OF THE MEETING 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
EXPECTED ATTENDANCE 
_____________________________________________________________________________________ 
 
 
IS MEETING OPEN TO THE PUBLIC?  YES ______ NO_____ 
 
WILL SOLICITATION, ADMISSION, OR COLLECTION BE MADE?  YES ______     NO_____ 
 
IF YES, FOR WHAT PURPOSE(S) WILL NET PROCEEDS BE USED?  
 
_____________________________________________________________________________________ 
 
_____________________________________________________________________________________ 
 
DATE OF USE  _______________ 
 
TIME OF USE  _______________ 
 
We hereby certify that we shall be personally responsible, on behalf of our organization for any 
damage or unnecessary abuse of school buildings, grounds or equipment, growing out of the use 
of said facility and/or equipment by our organization.  We agree to abide by and enforce the rules 
and regulations of U.S.D. #447 District governing the non-school use of buildings, grounds and 
equipment, and hereby acknowledge receipt of a copy of said rules and regulations and fee 
schedule. The $25 minimum use charge is due at the time of request. 
 
SIGNED ______________________________________________________________________________ 
 
ORGANIZATION ______________________________________________________________________ 
 
ADDRESS ______________________________________________________________________________ 
 
BUSINESS PHONE ____________________ RESIDENCE PHONE ____________________ 
 
APPLICATION APPROVAL 
 
BUILDING PRINCIPAL (Initial)    APPROVED ________ NOT APPROVED _______ 
 

DATE ________________  
 

 
SUPERINTENDENT OF SCHOOLS (Initial) APPROVED ________ NOT APPROVED _______  

 
DATE ________________ 
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ACCEPTABLE USE POLICY 
 

 
USD 447 Technology & Internet Acceptable Use Policy 

for District Employee’s and Guests 
 

 
The Cherryvale-Thayer School District is proud of the technology we have to offer our district employees.  
We offer Internet access which is accessible on hundreds of computer systems at each campus.  Below is 
the Computer, Local and Wide Area Network (LAN and WAN) and Internet Acceptable Use Policy for 
USD 447.  
 
I I BF    Ac c e p t a b l e  Us e  Gu i d e l i n e s   ( See  I I BG,  I I BGA,  I I BGC)  I I BF  

 Pu r pos e  

 Th e  d i s t r i c t  p r o v i d e s  c o mp u t e r  n e t wo r k  a n d  i n t e r n e t  a c c e s s  f o r  i t s  

s t uden t s  and  emp l oyees .   Th i s  s e r v i c e  a l l o ws  e mp l o y e e s  a n d  s t u d e n t s  t o  

s ha r e  i n f o r ma t i on ,  l e a r n  new  concep t s ,  r e s ea r ch  d i ve r s e  s ub j ec t s ,  and  

c r e a t e  and  ma i n t a i n  s choo l - ba s ed  webs i t e s .   Th e  d i s t r i c t  h a s  a d o p t e d  t h e  

f o l l owi ng  Accep t ab l e  Us e  Gu i de l i ne s  t o  gove r n  t he  c onduc t  o f  t hos e  who  

e l e c t  t o  a cce s s  t he  compu t e r  ne t wor k  o r  d i s t r i c t  I n t e r ne t .  

 Ac c e p t a b l e  Us e  Gu i d e l i n e s  

 Us e r s  s h a l l  a d h e r e  t o  t h e  f o l l o wi n g  g u i d e l i n e s  o f  a c c e p t a b l e  u s e :  

•  Al l  u s e  o f  t h e  I n t e r n e t  w i l l  b e  i n  s u p p o r t  o f  e d u c a t i o n a l  

a c t i v i t i e s .  

•  Us e r s  w i l l  r epo r t  m i s us e  and  b r eaches  o f  ne t wor k  s ecu r i t y .  

•  Us e r s  s h a l l  n o t  a c c e s s ,  d e l e t e ,  c o p y ,  mo d i f y ,  n o r  f o r g e  o t h e r  

u s e r s ’  e - ma i l s ,  f i l e s ,  o r  da t a .  

•  Us e r s  s h a l l  n o t  u s e  o t h e r  u s e r s ’  p a s s wo r d s  n o r  d i s c l o s e  t h e i r  

pa s s wor d  t o  o t he r s .  

•  Us e r s  s h a l l  n o t  p u r s u e  u n a u t h o r i z ed  acce s s ,  d i s r up t i ve  ac t i v i t i e s ,  

no r  o t he r  a c t i ons  common l y  r e f e r r ed  t o  a s  “hack i ng , ”  i n t e r na l l y  

o r  ex t e r na l l y  t o  t he  d i s t r i c t .  
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•  Us e r s  s h a l l  n o t  d i s c l o s e  c o n f i d e n t i a l  i n f o r ma t i o n  a b o u t  

t hems e l ve s  o r  o t he r s .  

•  Us e r  s h a l l  n o t  u t i l i z e  u n l i c e n s e d  s o f t wa r e .  

•  Us e r s  s ha l l  no t  a cce s s  o r  pe r mi t  a cce s s  t o  po r nog r aphy ,  obs cene  

dep i c t i ons ,  o r  o t he r  ma t e r i a l s  ha r mf u l  t o  mi no r s .  

•  St uden t s  s ha l l  no t  d i s ab l e  o r  a t t emp t  t o  d i s ab l e  I n t e r ne t  f i l t e r i ng  

s o f t wa r e .  

 P r oh i b i t i ons  

 A l t h o u g h  t h e  d i s t r i c t  r e s e r v e s  t h e  r i g h t  t o  d e t e r mi n e  wha t  u s e  o f  

t he  d i s t r i c t  ne t wor k  i s  app r op r i a t e ,  t he  f o l l owi ng  ac t i ons  a r e  s pec i f i c a l l y  

p r o h i b i t ed :  

•  Tr a n s f e r r i n g  c o p y r i g h t e d  ma t e r i a l s  t o  o r  f r o m a n y  d i s t r i c t  

ne t wor k  w i t hou t  t he  exp r e s s  cons en t  o f  t he  owne r  o f  t he  

copy r i gh t .  

•  Us e  o f  t h e  n e t wo r k  f o r  c r e a t i o n ,  d i s s emi na t i on ,  o r  v i ewi ng  o f  

de f ama t o r y ,  f a c t ua l l y  i naccu r a t e ,  abus i ve ,  obs cene ,  p r o f ane ,  

s exua l l y  o r i en t ed ,  t h r ea t en i ng ,  ha r a s s i ng ,  o r  o t he r  ma t e r i a l  

p r oh i b i t ed  by  l aw  o r  d i s t r i c t  po l i cy .  

•  Di s s e mi n a t i o n  o f  p e r s o n a l  o r  s t uden t  i n f o r ma t i on  v i a  t he  ne t wor k  

wh en  s uch  i n f o r ma t i on  i s  p r o t ec t ed  by  l aw ,  i nc l ud i ng  t he  Fami l y  

and  Educa t i ona l  R i gh t s  Ac t  o r  S t uden t  Da t a  P r i vacy  Ac t .  

•  Ut i l i z a t i o n  o f  t h e  n e t wo r k  t o  d i s s e mi n a t e  n o n- wo r k - r e l a t ed  

ma t e r i a l .  

•  Ut i l i z a t i o n  o f  t h e  n e t wo r k  a s  a  me a n s  f o r  a d v e r t i s i n g  o r  

s o l i c i t a t i on .  

 Mon i t o r i ng  
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 Th e  s c h o o l  d i s t r i c t  r e s e r v e s  t h e  r i g h t  t o  mo n i t o r ,  w i t h o u t  p r i o r  

n o t i c e ,  any  and  a l l  u s age  o f  t he  compu t e r  ne t wor k  and  d i s t r i c t  I n t e r ne t  

a cce s s ,  i nc l ud i ng ,  bu t  no t  by  way  o f  l i m i t a t i on ,  e - ma i l  t r an s mi s s i ons  and  

r ecep t i ons .   An y  i n f o r ma t i o n  ga t he r ed  du r i ng  mon i t o r i ng  may  be  cop i ed ,  

r ev i ewed ,  and  s t o r ed .   A l l  s u c h  i n f o r ma t i o n  f i l e s  s h a l l  b e  a n d  r e ma i n  t h e  

p r o p e r t y  o f  t he  s choo l  d i s t r i c t ,  and  no  u s e r  s ha l l  have  any  expec t a t i on  o f  

p r i va c y  r ega r d i ng  h i s / he r  u s e  o f  t he  compu t e r  ne t wor k  o r  t he  d i s t r i c t  

I n t e r ne t .  

 I n t e r ne t  Sa f e t y  

 I n  compl i ance  w i t h  t he  Ch i l d r en ’ s  I n t e r ne t  P r o t ec t i on  Ac t  ( C I PA)  

an d  t h e  Kans a s  Ch i l d r en ' s  I n t e r ne t  P r o t ec t i on  Ac t ,  t he  s choo l  d i s t r i c t  w i l l  

i mp l emen t  f i l t e r i ng  and  o r  b l ock i ng  s o f t wa r e  t o  r e s t r i c t  a cce s s  t o  I n t e r ne t  

s i t e s  c o n t a i n i ng  ch i l d  po r nog r aphy ,  obs cene  dep i c t i ons ,  o r  o t he r  ma t e r i a l s  

h a r mf u l  t o  mi no r s .   Th e  s c h o o l  d i s t r i c t ,  h o we v e r ,  c a n n o t  a n d  d o e s  n o t  

g ua r an t ee  t he  e f f ec t i venes s  o f  f i l t e r i ng  s o f t wa r e .   An y  s t u d e n t  wh o  

co n nec t s  t o  s uch  a  s i t e  mus t  i mmed i a t e l y  d i s connec t  f r om t he  s i t e  and  

n o t i f y  a  t e ache r .   An  e mp l o y e e  wh o  a c c i d e n t a l l y  c o n n e c t s  t o  s u c h  a  s i t e  

mus t  i mmed i a t e l y  d i s connec t  f r om t he  s i t e  and  no t i f y  a  s upe r v i s o r .   I f  a  

u s e r  s ee s  ano t he r  u s e r  i s  a cce s s i ng  i napp r op r i a t e  s i t e s ,  he  o r  s he  s hou l d  

n o t i f y  a  t e ache r  o r  s upe r v i s o r  i mmed i a t e l y .   Th e  s c h o o l  d i s t r i c t  

ad mi n i s t r a t i on  r e s e r ve s  t he  r i gh t  t o  p r oh i b i t  a cce s s  t o  any  ne t wor k  o r  

I n t e r ne t  i t  d eems  i napp r op r i a t e  o r  ha r mf u l .  The  s choo l  d i s t r i c t  s ha l l  

i n s t r uc t  s t uden t s  r ega r d i ng  app r op r i a t e  on l i ne  behav i o r  i nc l ud i ng  

cy b e r bu l l y i ng .  

 Pena l t i e s  f o r  I mpr ope r  Us e  

 Ac c e s s  t o  t h e  n e t wo r k  a n d  I n t e r n e t  i s  a  p r i v i l e g e ,  n o t  a  r i g h t ,  a n d  

i napp r op r i a t e  u s e  w i l l  r e s u l t  i n  t he  r e s t r i c t i on  o r  c ance l l a t i on  o f  t he  

acce s s .   Th e  s c h o o l  d i s t r i c t  h a s  t h e  r i g h t  t o  ma k e  t h e  d e t e r mi n a t i o n  o f  
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wha t  cons t i t u t e s  i napp r op r i a t e  u s e  and  u s e  a s  an  educa t i ona l  t oo l .   

I napp r op r i a t e  u s e  may  l e ad  t o  any  d i s c i p l i na r y  and / o r  l ega l  a c t i on ,  up  t o  

an d  i n c l ud i ng  s u s pens i on  and / o r  expu l s i on  o f  d i s t r i c t  s t uden t s  and  

s u s pens i on  and / o r  t e r mi na t i on  o f  emp l oyees .   La w e n f o r c e me n t  s h a l l  b e  

n o t i f i ed  o f  i napp r op r i a t e  u se  wh i ch  may  cons t i t u t e  a  v i o l a t i on  o f  Fede r a l  

o r  s t a t e  l aw ,  and  such  u se  may  r e su l t  i n  c r i m i na l  p r o secu t i on .    
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USD 447 Cherryvale/Thayer Schools 

Request for use of District-owned Vehicle(s) 

Name of Organization/Grade/School:  

Date of Trip:  

Name of Driver: 
 

Destination: 
 

Purpose:
 

Departure Time:  Return 
Time:  

Type of Vehicle requested and how many: Suburban 

Number of Students:  Number of Adults:  
 

Completed by Administration 

Date:  Approved Not 
Approved  

Principal's 
Signature:  

 

Completed by Superintendent or Authorized Personal 

Date:  Approved  Not Approved  

Approver's Signature: 
 

Vehicle(s) 
Assigned:  
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US D 4 4 7-Student  Transportat ion  Disc losure  Form  

 
K.A.R. 91-38-6 requires each prospective school transportation provider to sign a statement 
concerning their criminal and driving record histories.  "School transportation provider" is 
defined in K.A.R. 91-38-1 as "either a school bus driver or a school passenger vehicle 
driver." 
 
The following are required disclosures pursuant to this regulation. 
 

1. Have you been convicted in any state or federal court within the last ten years of any 
felony involving another person or any crime involving a child?  ___________________ 

If so, please explain: 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________ 
  

2. Within the last ten years, have you been convicted in any state of any of the following 
major traffic violations?  If the answer is "yes" to any of the below listed violations, 
please identify the violation(s) and provide explanation for the circumstances below. 

(A) Hit-and-run driving;  
(B) Driving while under the influence of alcohol or drugs;  
(C) Vehicular homicide;  
(D) Reckless driving; or  
(E) Any offense for which the driver’s license was suspended or revoked 
pursuant to K.S.A. 8-254 and 8-255 and amendments thereto. 

 ________________________________________________________________________
 ________________________________________________________________________
 ________________________________________________________________________
 ________________________________________________________________________ 
 
 *For the purposes of this disclosure, a "conviction" means entering a plea of guilty or 
nolo contendre, a finding of guilty by a court or jury, or forfeiture of bond. 
  
 I attest that my above responses are truthful and accurate.  I acknowledge that any 
disclosures given above may affect the district's ability to allow me to transport students, 
regardless of whether provision of student transport is identified as a required job duty or 
is simply incidental to my school employment or sponsorship of or attendance at school-
related activities.   
 
 I hereby authorize USD 447 to obtain my driving record through a local law 
enforcement agency; the Kansas Department of Revenue, Division of Vehicles in accordance 
with K.S.A. 74-2012; and/or through law enforcement agencies in any other states wherein I 
have such a record. 
 
Signed: 
 
__________________________________________________   ________________________ 
Signature of USD Employee or Applicant for Employment  Date 
 
__________________________________________________ 
Printed Name of Employee or Applicant for Employment 
FOR US D 4 4 7  REFERENCE ONLY 
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2022-2023 District Calendar to go here.  



25 
 

 BUS DRIVERS 
 

SECTION I:  EMPLOYMENT 
 
COMPENSATION 
 
Wages shall be determined by the superintendent based upon prior experience and 
years of service. 
 
Benefits 
Reimbursement for Physicals:  Drivers will be reimbursed for their initial DOT Physical 
upon employment with the district.  Subsequent physicals will be reimbursed a 
maximum of $35 each. 
Reimbursement of Licensure Fees:  Drivers will be reimbursed the cost of CDL licensure 
and renewals. 
Health Insurance:  Route drivers working 20 hours per week shall be eligible for one-half 
the full-time benefit amount.  ($310 for the 2021-22 school year).  Drivers scheduled to 
work more than 20 hours per week will receive the full-time benefit amount. 
Sick Leave:  Route Drivers shall be eligible for 10 sick and 3 personal days per year.  A 
“day” shall be defined as 4 hours.  Only route driving time is eligible for paid leave.  
Meals:  Activity drivers shall be eligible for meal reimbursement if required to purchase 
a meal while on a trip.  Meals shall not exceed $10 each without prior approval.  The 
driver should take advantage of free hospitality lounge food and complimentary meals 
provided to bus drivers when eating with the team. 
 
CONDITIONS OF EMPLOYMENT 
 
Licensure 
Bus drivers must have a valid Kansas driver’s license at the time of initial employment 
and be eligible for a Commercial Driver’s License (CDL).  Prior to transporting students, 
the employee must hold a valid CDL with P and S endorsements.   
 
Physicals 
Bus drivers must have an up-to-date Federal D.O.T. Physical (Department of 
Transportation) on file in the personnel office.  D.O.T. Physicals must be performed by 
physicians approved by USD 447.   
 
Pre-Employment and Random Drug Testing 
Employees must pass all pre-employment and random drug testing as required by law.  
Refusal to submit to a random drug test shall be grounds for immediate termination of 
employment. 
 
Driving Record 
Driving records of all bus drivers shall be checked annually with the Kansas Department 
of Motor Vehicles.   

• No driving while intoxicated or under the influence for at least 10 years 
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• No homicide, manslaughter, or assault convictions arising out of the operation of 
a motor vehicle 

• No more than 2 moving violations within the past 36 month 
• No major violations within the last 36 months.  Major violations included, but are 

not limited to the following: 
o Failure to stop at the scene of an accident (hit and run) 
o Driving while license suspended or revoked 
o Reckless driving 
o Possession of an open container of alcoholic beverages 
o Speed contest, drag racing, or attempting to elude an officer of the law, 

or 
o Conviction for driving more than 15 miles per hour over the posted speed 

limit 
 

 
Age 
As per Kansas State Department of Education Regulations, drivers of activity buses shall 
be 21 years of age or older. 
 
Insurability 
The insurance carrier of USD 447 shall have the sole authority to determine insurability 
of a driver.  If USD 447’s insurance carrier refuses to insure a driver to operate district 
vehicles for any reason, any initial offer of employment will be withdrawn; existing 
employees will be terminated from their bus driving position.  Such individuals may 
reapply for other positions within the district for which they are qualified. 
 
Required Training and Safety Meetings 

• Bus drivers must have completed at least 12 hours of bus driver training 
provided by USD 447 or otherwise qualified provider of student transportation.   

• Attend a minimum of 10 safety meetings annually.   
• Drivers must complete the following training with the first 30 days of 

transporting students AND remain current in the following: 
• CPR/First Aid 
• Defensive Driving (recertify every 3 years)  

Exceptions to Training and Safety Meetings – In an emergency situation when no 
other qualified or substitute driver is available, any person holding a valid CDL 
with P & S endorsements and a current DOT Physical may operate a school bus.  
An individual may not drive as an emergency driver more than 5 days during a 
school year. 

 
REQUIRED REPORTING 
 
Bus drivers are required to report anything which could impact their ability to safely 
and/or legally transport students.  Drivers are required to immediately report the 
following issues to the Director of Transportation or the Superintendent if the employee 
is the Director of Transportation. 

• Any traffic violation occurring while on duty 
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• Traffic violations which occur off duty (these must be reported upon returning to 
work and should include a copy of the notice or citation issued) 

• Suspension or revocation of driver’s license for any reason 
• Any medical condition which could impact the driver’s ability to drive safely or 

pass a D.O.T. physical.  This includes being prescribed medication with warnings 
regarding the operation of heavy equipment. 

 
DRIVER’S RESPONSIBILITIES WHEN ILL 
 

1. A driver who becomes ill must report to the Transportation Supervisor as soon as 
possible so a substitute can be found. 

2. A driver should not drive when: 
A. Illness is severe enough to hamper safety. 
B. On medication which when taken may hamper safety. 
C. Illness is contagious. 

3. If a driver becomes ill while on a route or activity trip, the driver should: 
A. Assess his/her condition to see if he/she can return safely. 
B. If safety is compromised, he/she should contact the Transportation Supervisor 

first and/or an emergency number. 
C. The Transportation Supervisor will dispatch a vehicle with a substitute driver and 

see that you get home or to the nearest emergency hospital facility. 
 
POLICY COMPLIANCE 
 
Bus drivers are required to comply with all laws and regulations concerning school 
transportation as well as all USD 447 policies.  A copy of district policies are available 
upon request.  Highlights of major policies pertaining to bus drivers are noted below. 
 
DRUG AND ALCOHOL POLICY 
All USD 447 employees, including bus drivers, are expected to comply with GAOB-Drug 
Free Schools.  A copy of the policy may be obtained by contacting the Director of 
Transportation, Superintendent, or Board Clerk. 
 
TOBACCO POLICY 
All USD 447 employees, including bus drivers, are expected to comply with GAOC – Use 
of Tobacco Products and Nicotine Delivery.  Tobacco use in any form is prohibited in all 
school buildings and school vehicles, including buses.  A copy of the complete policy 
may be obtained by contacting the Director of Transportation, Superintendent, or Board 
Clerk. 
 
BULLYING POLICY 
All USD 447 employees, including bus drivers, are expected to comply with GAAE and 
JDDC –Bullying.  A copy of these policies may be obtained by contacting the Director of 
Transportation, Superintendent, or Board Clerk. 
Bullying often takes place on buses or at bus stops and the bus driver is an important 
part of stopping bullying when it occurs.   
 



28 
 

Bullying means:  Any intentional gesture or any intentional written, verbal, electronic, or physical act 
or threat either by any student, staff member, or parent towards a student or by any student, staff 
member or parent towards a staff member that is sufficiently severe, persistent, or pervasive that it 
creates an intimidating, threatening, or abusive educational environment that a reasonable person, 
under the circumstances, knows or should know will have the effect of:  

• Harming a student or staff member, whether physically or mentally;  
• Damaging a student’s or staff member’s property:  
• Placing a student or staff member in reasonable fear of harm; or  
• Placing a student or staff member in reasonable fear of damage to the student’s or staff 

member’s property.  
Bullying also includes cyberbullying.  "Cyberbullying" means bullying by use of any electronic 
communication device through means including, but not limited to, e-mail, instant messaging, text 
messages, blogs, mobile phones, pagers, online games, and websites.  
 
Any act of bullying by either an individual student or group of students towards a student or staff 
member of the district is prohibited on or while utilizing school property, in a school vehicle, or at 
school-sponsored activities, programs, and events.  This policy applies to students who directly 
engage in an act of bullying, to students who, by their behavior, support another student’s act of 
bullying, and to all staff members and parents who engage in similar behaviors.  
 
TIME KEEPING AND WORK HOURS 
 
Bus drivers are a “non-exempt” employee under federal wage and hour laws and will be 
paid for all hours worked.  The district prohibits “off the clock” work.  Employees should 
accurately record all hours worked on the timekeeping forms provided by the District.  
Time worked includes, but is not limited to, pre- and post-trip inspections, fueling, bus 
cleaning and washing, clerical and/or record keeping, waiting time on activity trips, 
training and safety meetings, and driving.   
 
Drivers will be paid a 2-hour minimum any time he/she is on-duty.  Morning and Evening 
Routes will each have a 2-hour minimum.  Activity trips will each have a 2 hour 
minimum; however, if multiple stops shuttling students are made within this time 
period, this will be considered 1 activity trip. 
 
Hours of Duty Regulations: 

School bus drivers are limited in the number of hours they can drive.  KAR (Kansas 
Administrative Regulation) 91-38-7 states:  
“A school transportation provider shall not drive a school vehicle for more than 10 
consecutive hours or for more than a total of 10 hours in any 15-hour period.”  

  
A new 15-hour period starts after an 8 hour continuous rest break.  

  
A new 10-hour driving period starts after any continuous 8 hour break.    
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Reporting and Leaving Times:   
Thayer route drivers shall plan their schedules to arrive at school no earlier than 7:15 
a.m. but before 7:30 a.m.  Students shall not be let off the bus prior to 7:15 a.m.  
Drivers should arrive for evening pick-up between 3:25-3:30 p.m. 
 
Cherryvale route drivers shall plan their schedules to arrive at school no earlier than 
7:15 a.m. but before 7:30 a.m.  Students shall not be let off the bus prior to 7:15 a.m.  
Drivers should arrive for evening pick-up between 3:25-3:30 p.m. 
 
Activity drivers should arrive at the pick-up location 15 minutes before the scheduled 
departure time when no loading of equipment is involved.  For athletics or other 
activities where equipment must be loaded, the driver should arrive at the pick-up 
location 30 minutes prior to the scheduled departure time.  
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SECTION II:  DRIVER DUTIES AND RESPONSBILITIES 
1. Each school transportation provider shall inspect a school vehicle before its use to 

ascertain that the vehicle is in a safe condition and equipped as required by law, and 
that all required equipment is in working order. The school transportation provider 
shall document each inspection. 

2. If any defect is discovered, students shall not be transported in the vehicle until the 
defect is corrected.  

3. Documentation of the inspections of each school vehicle shall be kept on file for at 
least one year following the vehicle inspection.  

4. A school transportation provider shall not drive a school vehicle for more than 10 
consecutive hours or for more than a total of 10 hours in any 15-hour period.  

5. Each school transportation provider shall ensure that all doors are closed before the 
vehicle is put into motion and remain closed while the vehicle is moving.  

6. Each school transportation provider shall ensure that openings for the service door, 
emergency exits, and aisles are kept clear of any obstructions.  

7. Each school transportation provider shall utilize the driver’s safety belt at all times 
while the vehicle is in motion.  

8. If the school transportation provider leaves the driver’s seat, the parking brake shall 
beset, the motor turned off, and the keys removed.  However, drivers of specially 
equipped buses may leave the motor running to operate a power lift after setting 
the parking brake.  

9. If a school vehicle is refueled during any trip when passengers are being transported, 
the school transportation provider shall unload all passengers from the vehicle and 
turn off the vehicle’s motor before beginning refueling procedures. Fuel shall not be 
transported in any manner, except in the vehicle’s fuel tank.  

10. Following the completion of any trip, each school transportation provider shall 
perform a walk-through inspection of the school bus or activity bus, or a visual check 
of the school passenger vehicle, that the provider was driving, to ensure that all 
passengers have disembarked.  

11. A driver of a school bus or activity bus shall not tow any trailer or other vehicle with 
the bus, while any passenger is on the bus.  

Loading and unloading procedures.  
On routes: 
1. Each school bus driver shall activate the alternately flashing warning lights as 

required by K.S.A. 8-1556 and amendments thereto, at any time that the loading or 
unloading of students occurs on the traveled portion of any roadway.  

2. Each governing body shall adopt procedures for the loading and unloading of 
students, consistent with the requirements of this article of the department’s 
regulations. The procedures shall include the following:  
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(A) Each school bus driver shall load and unload students off the roadway 
whenever adequate space is provided, unless parking the bus off the roadway 
would threaten the safety or stability of the bus or safety of the students.  

(B) Each school bus driver shall direct students who cross the roadway when 
loading or unloading from a school bus to cross only in front of the bus. The 
driver shall ensure that all traffic has stopped and shall instruct students to 
wait for a signal from the driver before crossing the roadway.  

(C) Students shall not be required to cross any divided highway, as defined in 
K.S.A. 81414 and amendments thereto, or any roadway consisting of more 
than one lane of traffic traveling in the same direction excluding turn lanes in 
order to board the bus or to reach the students’ destination upon unloading 
from the bus.  

(D) When the loading or unloading of students takes place on a roadway, the bus 
shall stop in the far right-hand lane of the roadway.  

(E) Each driver shall ensure that all students who have unloaded from the bus 
have moved a safe distance away from the bus before the driver moves the 
bus.  

 At school: 
1. Whenever possible, each governing body shall provide bus parking so that the 

loading or unloading of students is conducted in an area away from vehicular traffic 
and off the roadway.  

2. Before each school’s dismissal time, and where adequate space is available, the bus 
drivers shall park the buses in single file. 

3. If the loading or unloading of students is conducted on the traveled portion of a 
roadway, each bus driver shall park the bus on the side of the roadway nearest to 
the school, with the entry door opening away from the traveled portion of the 
roadway. Buses shall be parked adjacent to curbing, if present. If there is no 
curbing, the buses shall be parked as far to the right of the roadway as possible 
without threatening the stability of the bus.  

4. Each board shall ensure that there is adult supervision during loading and 
unloading procedures at each school building, except at buildings utilized 
exclusively for senior high school students.  

On activity trips: 
1. Whenever possible, each bus driver shall park the bus so that the loading or 

unloading of students takes place in an area away from other vehicular traffic.  
2. The transportation supervisor shall designate, in advance, stops for the loading and 

unloading of buses along each activity trip route.  
In school passenger vehicles:  
1. Each driver of a school passenger vehicle shall park the vehicle in a location so that 

students are loaded or unloaded in an area off the roadway.    
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SECTION III:  OPERATIONS 
 
Accident Reporting 
Accidents involving a school bus or school vehicle shall be reported immediately to law 
enforcement then the District.  Drivers should notify dispatch by radio.  If radio 
communication is not available, notify the Director of Transportation at 620-336-8104 
(office) or 620-305-9426 (cell), or the superintendent at 620-336-8139 (office) or 620-
260-6076 (cell). 
 
Bus Cleanliness 
The driver is responsible for maintaining a clean bus, both inside and out.  At the end of 
each trip, the interior of the bus should be cleared of any trash daily (can be done while 
completing child check).  Any spills should be immediately cleaned up immediately.  The 
driver should sweep the floor and wipe down seats as needed to remove dirt and dust.  
The exterior of the bus should be pressure washed at least monthly.  Windows must 
always be sufficiently clean to allow good driver visibility. 
 
Cell Phone Use 
Cellular telephones, including hands-free and wireless devices or other portable 
communication devices should not be used by drivers while the bus is being operated.  
This includes while the bus is stopped at stop signs, stop lights, railroad crossings, or 
loading and unloading students.  Use includes voice, texting, or any other use.  Cell 
phones should be turned off unless the driver is in an area where two-radios do not 
work.  If the cell phone must be operated for school business or safety-related purposes, 
the driver must pull over and turn off the bus before using the phone.  The phone shall 
not be answered while the bus is in operation. 
 
Child Check 
Following the completion of any trip where students were transported on the bus, the 
driver shall perform a walk-through inspection of the school bus or activity bus to 
ensure that all passengers have disembarked.  This walk through inspection shall include 
walking to the back of the bus, activating the “child check” switch, and visually scanning 
all seats and floor areas for students.   
 
Confidentiality 
Information about students and their families is confidential and protected by federal 
law.  Drivers may not share information about students, family situations, discipline, etc. 
that they may possess due to their work in the school district.   
 
Ear Buds 
Ear buds or any equipment that would interfere with the driver’s ability to hear and 
monitor students and traffic is strictly prohibited while operating the bus. 
 
Eating and Drinking 
Eating while operating the bus is prohibited.  Drinks must be kept in spill proof 
containers.  Drivers may drink non-prohibited beverages on the bus when the bus is 
stopped.  When the bus is in motion, both hands must be free for safe bus operation. 
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Engine Idling 
Idling puts unnecessary wear on bus engines and wastes gas.  Idling is prohibited except 
in the following circumstances: 

• During the portions of pre- and post-trip inspections that require operation of 
the engine 

• During those portions of diagnostic or maintenance activities that require 
operation of the engine 

• If required to operate headlights or four-way flasher warning lights 
• During operation of wheelchair lifts 
• To prevent a safety or health emergency 
• If temperatures require the bus to run in order to warm up the bus interior prior 

to student occupancy. 
Under no circumstances may a bus engine be idled while the bus is being fueled. 
The bus should not be idled when left unattended. 
 
Fueling 
Buses are to be kept at least half-full of fuel at all times.  Under no circumstances shall a 
bus be fueled with students or adults onboard.   
 Fueling Processes 
 When in-district, buses are to be fueled at the following locations:   
 
When traveling out-of-district, the bus should be fueled prior to leaving the district.  
Drivers will be issued a WEX fuel card which is to be used if the b 
Drivers shall enter the following information at the fueling stations: 

• Bus Number 
• Current Bus Mileage 

If the WEX fuel card is used, the driver shall retain a copy of the charge ticket.  The ticket 
shall be turned in to the transportation director at the end of the shift. 
 
Loading and Unloading 
When loading and unloading passengers, the driver should remain on the bus unless a 
passenger requires assistance.  When unloading passengers at school, school personnel 
should be present to supervise students entering the building.  If such supervision is not 
present, the driver should contact the school office by two-way radio and hold students 
on the bus until proper supervision is present. 
 
Park-Out Privileges 
Buses shall only be parked in authorized locations.  For reasons to benefit the District, 
certain employees may be permitted to park a bus or other school vehicle at or near the 
employee’s residence.  All employees “parking out” must have the authorization of the 
Director of Transportation and Superintendent.  Such authorization can be withdrawn at 
any time. 
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Passengers 
No riders, other than students of USD 447, are allowed on the bus without the approval 
of the Director of Transportation.  District principals and the superintendent are allowed 
on the bus or to ride at any time. 
 
Passenger Records 
The district must maintain accurate records of students being transported at all times.   
Route drivers shall have a clip board with a list of all students assigned to the route.  
Each morning and evening, drivers shall mark students as riding when they board the 
bus on the weekly attendance sheet.  This sheet shall be turned in to the transportation 
director weekly. 
Activity drivers shall take a headcount of students and adult passengers riding 
immediately prior to departing from the school.  This number shall be recorded on the 
activity trip sheet.  Prior to departing each subsequent stop (trip location, restaurants, 
etc), the driver shall verify that the same number of passengers is onboard. The activity 
sponsor is responsible for maintaining an accurate record of names and parent contact 
information on activity trips. 
 
Preventable Accidents 
The District’s goal is zero accidents.  The District will investigate all accidents and may 
take corrective or disciplinary action based upon the circumstances. 
 
Radio Communications 
Each bus is equipped with a two-way radio.  Radio traffic is heard on all buses and 
offices in the district.  Driver’s communications shall be for work-related communication 
only.  Communication at all times should be professional and brief.   
 
Refusal to Transport a Student 
Drivers may not refuse to transport a student unless allowing them to board the bus 
would be an obvious danger (student has a gun or knife, for example).  In such a case, 
the driver should immediately contact dispatch to make them aware of the situation.  
The driver may not put a student off of the bus for disciplinary reasons.  Any issue with 
student discipline should be reported to dispatch if immediate assistance is needed.   
 
Route Changes 
The Director of Transportation will seek driver input as routes are created.  Once the 
official route is created, drivers should not deviate from the official route without good 
cause.  In such case, dispatch should be notified if a situation requires deviation from 
the official route.   Routes may be modified mid-year as needed. 
 
Unauthorized Stops 
The driver shall not make unauthorized stops except in an emergency situation.  If 
required to make an emergency stop, the driver should notify dispatch of the situation 
and when it has been resolved.  Under no circumstances shall a bus driver pick up or 
drop off a student at a location which is not part of a scheduled route without 
permission from the Director of Transportation. 
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Student Discipline 
Drivers are responsible for communicating the School Bus Rules established by the 
district (see Rules Section in this document), monitoring student behavior on the bus, 
dealing with minor infractions according to district policy, and reporting major or 
repeated minor infractions to the building principal. 
Bus drivers are authorized to take the following actions as disciplinary steps:   

• Request a student move to a different seat on the bus 
• Assign student(s) to a seat on the bus  
• Stop the bus for a conversation with the student regarding the misbehavior 
• Detain student on the bus when arriving at school for a short conversation about 

rule infractions 
• Calling parents (calling parents is required if there is an issue) 

Drivers shall document all discipline actions taken on the forms provided and turn in 
daily to the building principal.   
Drivers shall contact the building principal to report rule infractions requiring additional 
discipline.  Principals may impose In-School Suspension, Out-of-School Suspension, 
suspend a student from riding the bus, or request a long-term suspension or expulsion, 
as disciplinary consequences.  If a situation arises making it necessary to remove a 
student mid-route, contact the transportation supervisor.  The supervisor or an 
administrator will come to remove the student so that the driver may continue with the 
route.   
 
Seatbelts 
The driver shall wear his/her seatbelt at all times when the vehicle is in motion. 
 
Pre- and Post-Trip Inspections 
The driver shall perform all pre- and post-trip inspections according to training received.  
These inspections shall be documented at the time they are completed.  Documentation 
shall be submitted to the Director of Transportation at the end of each week.   
Should safety defects be found, they are to be immediately reported to the Director of 
Transportation.  No students may be transported in the vehicle until such defects have 
been corrected. 
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SECTION IV:  ACTIVITY TRIP INFORMATION 
 
Sponsors must be responsible for the discipline of students on all activity trips.  They should 
remind the students that there are certain rules that must be followed on any bus trip.  
Eating and drinking on the bus are not permitted due to safety concerns.  If the sponsor feels 
it is absolutely necessary for the students to take sack lunches, the building principal and bus 
driver should first approve this. 
 
Activity drivers who drive district buses to special events are asked to follow these 
procedures: 

1. Make sure the bus is filled with fuel before departure and then fill the bus when you 
return, if possible.   

2. In order to ensure the safety of school bus passengers in the actual emergency, every 
school bus driver assigned to transport students on an activity trip or field trip shall 
assign an evacuation team prior to each trip and explain the emergency procedure to 
the group.  The sponsor must sign the trip card to verify that this was done. 

3. Make sure the bus is cleaned out after your trip. 
4. Ask students to obey the rules that apply to all students being transported on school 

buses. 
5. Return bus and keys to the proper place. 
6. Buses are to be locked when not attended.  If the bus does not lock, then you should 

stay with the bus. 
7. A roster of students going on a field trip should be maintained by the activity 

sponsor.  This roster should contain student name, address, and parent’s name and 
phone number. 
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SECTION V:  EMERGENCY PROCEDURES 
 
In case of an accident or break down while on an activity trip, the driver shall not leave the 
bus. 

1. First try to contact someone by radio.  If no contact, then attempt contact by cell 
phone to the Transportation Director, Superintendent’s Office, or Sheriff’s Office.   

2. If no contact can be made with anyone, send a trip sponsor to nearest house to 
telephone or summons help.  Have them contact:  the Transportation Supervisor, 
Superintendent’s Office, or Sheriff’s Office. 
 

The following information should be given: 
1. The name of the caller 
2. The school district number 
3. The bus number 
4. Location 
5. The phone number where the call is being made from 
6. The problem with the bus, if known   

 
If you call for help and for some reason the problem is corrected, do not leave until help 
arrives or contact is made with the people coming to help. 
 

 
STUDENT ILLNESS ON THE BUS 
 
If a student should become ill while on a regular route the driver should: 

1. Move the child so that the driver can easily monitor the student. 
2. Take what precautions are necessary to see to the comfort and needs of the child. 
3. Contact attendance center where the student is assigned and inform them of the 

illness. 
4. Assess the seriousness of the ailment to see if the student can safely travel to their 

assigned stop. 
5. If the student can travel, take to their assigned stop.  
6. If the student cannot travel, ask the school nurse to meet you at your location.  If the 

school nurse is not available, then the principal or other administrator should come 
and take care of the student.   

7. If a student should release bodily fluid on the bus, the driver should stop as soon as 
possible and use the body fluid clean up kit to take care of the fluids.   
 
 

BODY FLUID CLEAN UP 
 
Procedure for cleaning any contaminated body fluid spill: 
1. Practicing good infection control is the key to protecting yourself and others from 

contracting infectious diseases.  All personnel should follow these general guidelines 
when cleaning up body fluid/spills.  Students will be removed from the area of the spill. 

2. Treat all fluids, (blood, mucus, urine, feces, etc.) as if it is from an infected student and 
are potentially harmful to your health.   
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A. Put on disposable gloves. 
B. Sprinkle disinfecting powder on the spill.  Let it set until all fluid is absorbed. 
C. Using the pick-up spatula, scoop the congealed liquid into a red plastic bag. 
D. Using the hand broom and dustpan, sweep up all traces of the disinfecting 

powder and soil.  Try not to create dust. 
E. Spray aerosol or another disinfecting spray on the contaminated area.  Let set 

for 10 minutes, then wipe with absorbent towel.  Place soiled towel into red 
plastic bag.   

F. Secure the opening of the red plastic bad with the tie. 
G. Remove the disposable gloves and place the gloves and the sealed red plastic 

bag into a second red plastic bag.  Secure with a tie.  
H. Wash hands with an antiseptic alcohol rinse.  Allow to air dry. 
I. Spray deodorizing, disinfectant on area to eliminate any lingering odor and as a 

final step in disinfections, allow to air dry. 
J. Dispose of plastic bags with soil in accordance with regulations. 
K. After all handling and cleaning as been completed, rinse hands with an antiseptic 

alcohol rinse.  Allow hands to air dry. 
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TORNADO PROCEDURES 
 

1. The Superintendent, Transportation Supervisor, or principal shall have authority over 
transportation personnel in determining whether or not transportation vehicles shall 
leave the school during severe weather alerts. 

2. School buses should not leave on a morning or evening run while a tornado warning 
is in effect.  A “Warning” (tornado is threatening—take cover) is not to be confused 
with an alert or watch (tornado is possible).   

3. School buses in route to or from school at the time of a tornado warning have these 
alternatives: 
A. Report all plans to the transportation supervisor if communications are available.   
B. If approved shelter is near, drive there immediately and evacuate students. 
C. If the tornado is sighted and shelter can’t be reached, head the bus at a right 

angle to the tornado and drive out of the area. 
D. If caught in the tornado, students should join hands, leave the bus, lie flat in the 

nearest depression (ditch or ravine), away from the bus. 
E. Following the passage of the storm, the bus driver should contact school 

administration at the office or law enforcement officials as to the safety of the 
students assigned to the bus. 

F. Do not drive through an area where a tornado has recently passed.   
 
SEVERE SNOW STORMS 
 

1. In case of inclement weather, the Superintendent’s Office will announce over radio 
stations KGGF, 1460AM Chanute, and KIND and TV station KOAM as early as possible 
if school is not to be held that day.  The announcements will be repeated regularly 
thereafter until after regular time for the starting of school.    

2. In case it is found necessary to dismiss school after school sessions have already 
begun, an announcement of this dismissal will be made over the same stations and 
repeated at intervals as long as the school and weather bureau deem necessary. 

3. If a bus should stall in the middle of a severe blizzard, the driver should remain 
outwardly calm.   
A. The driver must stay with his/her bus and keep all the students there. 
B. Use the commercial radio to summons help by calling the base station or 

whomever is within pick up distance. 
C. WAIT for help.  Normally, parents and patrons are aware when buses do not 

make their route and organized help will eventually get to the stalled bus. 
D. The motor should be run intermittently to provide heat, but only if the bus sets so 

air currents will carry the exhaust away.  A window should be opened slightly on 
the side of the bus away from the storm, if the motor is running. 

E. The dome light should be kept on after dark to indicate the location of the bus for 
any searching party in the area. 

F. In our area, nearly all routes are accessible to telephone service and residences 
where help can be obtained.  Parents are generally alert and aware if buses are 
late and will seek information as to the location or state of the bus. 

4. In the case of excessive rain—each driver is aware of their low water bridges and will 
re-route. 
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AMBULANCE 
 

1. If you believe someone needs immediate medical attention, call 911 on a cell phone 
if available.  If no cell phone is available, use two-way radio to have dispatch call 911 
for you. 

2. Give an exact location and make sure the receiving party verifies your location. 
3. Give a brief description of the emergency (car, accident, burns, etc.)  Also give the 

number of person needing the ambulance.   
4. Next, contact the Transportation Supervisor and school personnel by radio.  If the 

radio can’t be used, use a cell phone if available to call the Transportation Supervisor 
and the Superintendent of Schools.  If necessary, ask the 911 dispatcher to notify the 
school of the situation. 
 
 

LOW VISIBILITY / SMOKE OR FOG 
1. Slow down.  Being late is not a problem. 
2. Make sure your lights are visible. 

A. Clean all headlights and tail lights. 
B. Use your strobe light. 
C. Use your 4 ways. 

3. Get off the main roadways as much as possible. 
4. If you need to turn around, go to the next intersection, turn onto the roadway, and 

find a place to turn around.  Remember, being late is not a problem.  
 

MUDDY ROADS 
 

An impassable road is a road that a pickup can’t go down.  If a road is declared impassable, 
the parents of the children on that road will be notified where to meet the bus for pickup.  

 
ACCIDENT 

 
1. A bus driver shall immediately notify an authorized law enforcement agency, the 

Transportation Supervisor and the Superintendent of any accident resulting in 
personal injury or property damage.  If the bus is involved in the following: 
A.  A collision between a vehicle and a student crossing a roadway for the 

purpose of immediately boarding a bus or immediately after being 
discharged. 

B. Students or driver injured inside the bus as a result of acceleration, 
decelerations, other movement of the school bus, or while getting on or 
getting off the bus. 

 
No rules, regulations or guidelines will supplement the use of common sense by a 
responsible driver in any emergency situation.  The driver must be prepared to meet his/her 
responsibility for the safety and welfare of the passengers under any situation that may 
arise. 
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HITTING A DEER 
 

1. Check to see if anyone is injured. 
A. If someone is hurt, stay at the scene. 
B. Administer first aid. 
C. Contract Transportation Supervisor or Superintendent. 

2. Check and see what, if any, damage is done to the bus. 
A. If drivable, continue on route and report to local authorities upon return to base. 
B. If the bus is not drivable: 

a. Contact Transportation Supervisor. 
b. Contact a base unit to call for local authorities. 
c. Wait for another bus to transport students. 
d. Stay with the bus. 

3. If there is no damage to the bus and no one is hurt, continue on route and report to 
the Transportation Supervisor. 

 
WEAPONS ON THE BUS 
 
A student shall not knowingly possess, handle or transmit any object that can reasonably be 
considered a weapon at school, on school property or at a school sponsored event.  This 
shall include any weapon, any item being used as a weapon or destructive device, or any 
facsimile of a weapon.  Possession of a firearm or other weapon may result in expulsion from 
school for a period of one calendar year.  The superintendent may recommend this expulsion 
requirement be modified on a case-by-case basis. 
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SECTION VI:  STUDENT TRANSPORTATION POLICIES AND RULES 
 

SCHOOL TRANSPORTATION POLICIES 
 
Eligibility 

• K-12 students living 2.5 miles or more from the school are eligible for 
transportation services. 

o Walking Distance- The district may establish rural bus stops for the 
convenience and efficient operation of bus routes.  No student shall be 
required to walk or travel more than half of a mile from the end of their 
driveway to reach a bus stop. 

• A bus stop has been established at McKinley school for students living on the 
west side of town.  Parents wishing students to be transported to and/or from 
the McKinley bus stop must also complete a Transportation Request Form. 

 
Transportation Request Form 

• Parents must complete a Transportation Request Form before transportation 
will be provided.   These must be completed annually at the time of enrollment 
or whenever a student wishes to begin riding the bus.   

• Due to time necessary to change routing, it may take up to 2 full school days 
following the completion of the Transportation Request Form before the student 
may begin riding the bus.  Parents will be contacted regarding the date 
transportation will begin and estimated pick-up/drop-off times. 

• Students will not be allowed to ride the bus without an approved Transportation 
Request Form on File. 
 

Pick-up and Drop-off Times 
The Bus Driver will contact parents once the Transportation Request Form has been 
approved to provide approximate morning pick-up and evening drop-off times.  Due to 
traffic, road conditions, and the number of students riding or not riding the bus, an 
exact time cannot be given.  Students should be at the morning pick-up location at least 
5 minutes before the scheduled pick-up time.  The bus driver will not wait after the 
scheduled pick-up time.  The bus will not leave the bus stop until the designated pick-up 
time has passed.  Parents may contact the Central Office at 620-336-8139 to confirm if 
they have missed the bus or if the bus is running late. 
 
Approved Stops 
All pick-up and drop-off points will be established by the Director of Transportation.  The 
driver will not discharge riders at places other than the approved bus stops unless there 
is proper authorization from the parent/guardian AND the location is approved by the 
Director of Transportation. 
 
 
Turn Around Points  
Students who live in locations requiring the bus to travel more than 6 additional miles to 
pick up students may be designated a “turn around” point.  If no student will be riding 
the morning route, parents will be required to call the bus driver by a designated time 
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each morning to inform the driver that no one will be riding on that day; this time will 
be based upon the start time of the route.  If multiple trips are made unnecessarily, the 
district reserves the right to institute a “call-in to ride” policy, whereby the parent would 
need to call the night before on days the student(s) will be riding the morning route.  
Parents will be informed in writing if their home is a designated “turn around” point. 
 
Riders or Adults on the Bus 

1. Adults are not permitted to board the bus without permission of the driver, 
school administration, or law enforcement. 

2. Students may take a friend home with them on the bus provided there are 
seats available. Students who are not regular bus route students who wish to 
ride the bus home with a friend must present notes to the driver that are 
signed by a parent/guardian of both the regular rider AND the parent or 
guardian of the friend granting permission.   The school office can also issue 
the note to the bus driver if the parent contacts the school office (please call 
before noon on the day that the friend is to ride the bus). 

 
Video Surveillance 
Video cameras are installed on the bus and will be used to monitor activities on the bus. 
 
Electronics on the Bus 
The district is not responsible for CD players, I-pods, hand-held game systems, cell 
phones, etc. brought on the bus if they are lost or stolen. 
 
 
Responsibility for Vandalism 
Any vandalism to the bus will be charged to the student and/or parent/guardian.  
Students may be suspended from riding the bus until restitution is made. 
 
Reasons Transportation May Be Denied 

1. Lack of approved Transportation Request Form 
2. Suspension from the Bus – Students may be suspended from bus riding 

privileges for a violation of transportation and/or bus rules.  In the case of such a 
suspension, parents will be notified and the suspension will become effective the 
following school day. 

3. Suspension or Expulsion from School – Students who have been suspended or 
expelled from school will not be allowed to ride the bus during the dates of their 
suspension or expulsion. 

4. Communicable disease or Matters of Public Health – If a student has been sent 
home from school by order of the school nurse of County Health Department, 
that student will not be permitted to ride the bus to or from school until the 
issue is resolved. 
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BUS STOP SAFETY RULES 
1. Be on time at your designated bus stop.  Students shall be at their assigned stops 

at least 5 minutes before the bus is scheduled to depart in the morning.  After 
school, students shall quickly exit the building to board the bus. 

2. Do not play in the street or on private property.  Wait for the bus in a safe 
place—well off the roadway. 

3. Wait until the bus comes to a complete stop before entering.  Once the bus has 
come to a complete stop and the door is opened, and it is safe, enter in an 
orderly manner.  Go to your assigned seat immediately.   

4. Watch the driver before crossing the street or road.  Students who must cross 
the street or road to board the bus should make eye contact with the driver and 
watch for the driver’s signal that traffic is clear and that is it safe to cross the 
street. 

5. When loading at school, all students must be on their bus by departure time.  For 
safety, once the driver has closed the door, and the buses have started to roll, 
students will not be allowed to get on their bus.  Do not run after the bus. 

6. After leaving the bus, cross at a designated street crossing where possible.  If a 
designated street crossing is not available, walk 10 feet in front of the bus and 
wait until your driver ensures that it is safe and instructs you to cross.  Never 
cross behind the bus. 

 
 
RULES FOR RIDING THE SCHOOL BUS 

1. Follow all instructions from the school bus driver.   
2. Classroom conduct is to be observed at all times on the bus.  All school rules 

apply on the bus and at bus stops. 
3. Students may be assigned to a specific seat.  Stay in the seat.   
4. Do not distract the driver in any way.   
5. Talk quietly while on the bus.  Be silent at all railroad crossing and stop signs. 
6. All objects, hands, legs, and head must remain in the bus at all times. 
7. Remain seated at all times the bus is in motion.  Ask permission to be out of your 

seat if it is not your time to exit the bus. 
8. Ask permission before lowering windows on the bus. 
9. Keep the aisle clear 
10. Eating and/or drinking on the bus only with permission of the driver.   
11. All trash goes in the wastebasket  
12. Students may not mark, cut, scratch, damage, or deface any part of the bus.  
13. Items not allowed on the bus include the following:  glass objects, animals, 

skateboards, scooters, inflated balloons, laser pointers, weapons, or explosive 
items, any tobacco or electronic cigarette products, matches, lighters, any items 
that are a health or safety hazard, or other items prohibited by school policy. 

14. Any electronics must be used with headphones. 
15. Student may not talk on the cell phones on the bus.  Texting, e-mailing, surfing 

the internet, etc is allowed provided the content itself is not in violation of 
school policies and headphones are used or sound is turned off.  Cell phones 
may not be used in any way that distracts the driver. 
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16. Toys are to be kept in backpacks.   
17. Large objects may not be transported on the bus.  If in question whether or not 

an object can be safely transported, please check with the bus driver in advance. 
18. Do not tamper with or exit from the Emergency Exit unless instructed to do so by 

the bus driver. 
 

Violations of school bus rules will be handled on an individual basis between rider and 
driver.  Bus drivers are expected to communicate with parents regarding violations of 
rules occurring on the bus.   If a problem continues, parents will be contacted and the 
school administration will take progressive actions.  Immediate loss of transportation 
and/or In-School or Out-of-School Suspension or Expulsion may occur depending on the 
severity of the violation.  Remember, school transportation is a privilege, not a right.  
School bus transportation can be suspended or terminated for willful misconduct or 
endangering the overall safety of the bus or its occupants.   

 
Drivers shall be familiar with all school rules for students and communicate them to 
students.  Drivers shall consistently enforce rules with students in a manner that 
stresses the driver cares for the student and his/her safety and the safety of all on the 
bus. 
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VERIFICATION OF NOTICE OF THE POLICIES OF USD 447 
 
(Please sign and return this form to the Central Office located at 618 East 4th Cherryvale, 
Kansas 67335) 
 
As a staff member of USD 447 I have read and understand the contents of this 
Handbook.  
 
 
Name: ________________________________________ Date: ___________________ 
 


