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8000 TRANSPORTATION POLICY 
School of choice is still for all of Duncan Public 
Schools, but those students who live within a 
transportation area for an elementary school will 
receive priority for enrollment at that school.  Current 
students attending an elementary school outside their 
transportation area may continue to attend their school 
or apply for a transfer to the elementary school within 
their transportation area. The attendance boundaries 
have been set to assist in equalizing attendance, and 
balance our transportation routes. 
 
 Obstruction to driver’s view or control—

Overloading school bus 
 

(a) No person shall drive a vehicle when it is so 
loaded, or when there are in the front seat 
such a number of persons, exceeding three, as 
to obstruct the view of the driver to the front 
or sides of the vehicle or as to interfere with 
the driver’s control over the driving 
mechanism of the vehicle. 

(b) No passenger in a vehicle shall ride in such 
position as to interfere with the driver’s view 
ahead or to the sides or to interfere with his 
control over the driving mechanism of the 
vehicle. 

(c) No school bus shall be operated on the streets 
or highways in this state when loaded with 
passengers in excess of the number for which 
such bus is designed to carry.  The number of 
passengers determined by the local school 
board, which the bus is designed to carry, 
shall be posted in a conspicuous place on the 
bus. 

 
 Lost Child Procedures 

 
I. School Activity, Athletic and Field Trips 

Occasionally a student is lost while on an activity, 
athletic or field trip.  In that event, the following 
will be our policy concerning this emergency. 
A. When only one bus is on the trip and a child 

is lost the bus will not be moved, or an adult 
will stay at that location in case the child 
returns.  The teacher will then: 
1. Place the bus driver in charge of the students, 

with instructions for all to remain on the bus. 
2. The teacher should retrace the route to 

where the child was last seen, and then 
return to the bus. 

3. If the child has not been found, the police 
should be called giving them: 
a. The approximate location of the 

child last seen. 
 b. The time the child was last seen. 
c. A description, age and etc. of the child 

4. Then the teacher should notify their building 
Principal 

5. Return to the bus, and again retrace the route.  
Then return to the bus. 

6. After an hour of searching, and waiting with 
the bus remaining in the exact location, where 
the children were unloaded, call your 
building Principal.  Inform him/her that you 
are returning to Duncan and that the local 
authorities will continue to search. 

 
If the child is found during any of these searches, 
notify the police, your building Principal, and return 
home. If you are unable to contact your Principal, 
notify the Assistant Superintendent or the 
Superintendent. 
 
B. When there are two or more buses on the same 

activity, athletic or field trip, all but one bus may 
return with as many children as safety will permit.  
However, one bus (not a car) must remain with a 
teacher.  The single bus procedure will be 
followed. 

C. When a suburban or single bus is used and the 
teacher is the driver, the teacher must remain with 
the students.  If the group is too large, to retrace 
the route to where the child was last seen, take 
them all with you to call the police and the 
building Principal.  Do not move the suburban, or 
bus in case the student returns.   

D. For Senior High Students Only – if cars are 
accompanying the bus or buses on the trip, all 
buses may return home after: 
1. Retracing the route. 
2. Calling the police and building Principal 
3. A car and the sponsor shall remain and 

continue the search.  However, someone must 
remain with the car where the buses were 
parked that will recognize the missing person. 

Once the child is found, notify the police and the 
building Principal and return home. 
Principals:  When you are notified of a lost child, call 
the parents immediately and inform them of the lost 
child and the procedure that is being followed. 
 
II. School Bus Route 

A. First Time Boarding Students 
1. Students boarding a bus for the first time 

will secure a bus pass from the 
Transportation Department. 

2. School site personnel should contact 
Transportation Department and the bus 
driver before placing a student on a bus. 

B. Students That Miss Their Bus Stop 
1. If a student is on a bus and misses their 

bus stop, the bus driver will contact the 
Transportation Department by radio. 

2. The bus driver will keep the child on the 
bus and return the child to his/her school 
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of attendance.  The child will be left in 
the care of the Principal. 

3. Under no circumstances should a student 
be released at a bus stop that is 
unfamiliar to that student. 

C. When the Transportation Office is notified of 
a child being lost between the child’s school 
and his/her bus stop, the Transportation 
Office will do the following: 
1. Secure the name, grade, and description 

of the lost child. 
2. Obtain the location where the lost child 

was last seen. 
3. Make sure the following persons have 

been notified: 
a. Parent 
b. Police 
c. School Principal 
d. Superintendent’s Office 

4. Stay in constant contact (over radio) with 
bus driver to gather information 
concerning incident. 

5. Transportation will dispatch two search 
personnel in two different vehicles to the 
last known location to begin searching 
for lost child. 

6. Bus driver will assist in the search when 
his/her route is completed. 

7. After ten (10) minutes of searching with 
no results, the police will be called to 
assist in the search for the lost child. 

8. Search will continue until the child is 
found. 

 
III. School Transportation Vehicle Breakdown 
Procedure 
 
When a breakdown occurs on an activity, athletic or 
field trip call one of the following people: 
LeeAnn Arredondo  252-3496  
David Bartnicki -Mechanic 252-3556 or 656-1482 
Steve Cordell       252-3496 or 656-6101 
  
The person called will instruct the sponsor on steps to 
be taken for completion of the trip. 
 
When a sponsor requests transportation, it shall be the 
Principals duty to review these policies with each 
sponsor. 

8000-1 DISTRICT TRANSFER 
POLICY 
 
Request for transfer of Duncan Public School students 
under I.D.E.A./504 will be given priority along with 
siblings and students living within a transportation 
area.  All other requests for transfer will be considered 
on first-come, first-served basis.  No transfer to an 
elementary school site will be considered if the 

transfer would cause the district to expend or lose 
funds according to state class size mandates.  Also, no 
district transfer will be considered at the secondary 
level if any teacher’s class load would exceed one 
hundred thirty-eight (138) students in a subject that 
must meet the one-hundred forty- (140) maximum 
requirements.  No in-district transfer will be 
considered until just prior to school beginning.  The 
only exception is when the school in which they wish 
to attend is full or it is deemed a necessity by the 
district the student attends outside the attendance area.  
Transportation of transferred students will be the 
responsibility of their parents/guardian unless required 
by law.  Once a transfer is approved it will remain in 
effect until a change is requested.  No transfer for a 
student who is under disciplinary action (i.e. 
suspension) will be considered. 
 
Transportation will be provided first within a 
transportation area for students who live 1½ miles 
from their attending school or students who must cross 
a major highway or main street will also be 
transported.  In addition, “cluster” stops may be 
provided in a transportation area for students living 
closer than 1½ miles from school. Except in the case 
of students under I.D.E.A./504 Duncan Public Schools 
will not transport across transportation areas. 

8001 USE OF SCHOOL VEHICLE 
ALL persons wishing to utilize vehicles belonging to 
Duncan Public Schools to be used during the school 
year for transportation purposes are to meet the 
following guidelines: 
1. For a sixteen- (16) passenger vehicle, the driver is 

required to have in his possession: 
 A current Class B-CDL with passenger 

endorsement and no air brake restriction. 
 A current State Certification Card. 
 A current Physical Card. 
 

2. Student Groups (with sponsor) are to have FIRST 
PRIORITY. 

 
3. Teachers, administrators, and support personnel 

may use on an availability basis.  (If one of these 
groups has requested a vehicle and student group 
later needs one, the vehicle will go to the student 
group.)  Request will be granted on the base of 
FIRST COME, FIRST SERVE. 
 

4. Vehicles are to be used strictly for school 
business. 

 
5. Persons needing a vehicle for longer than four (4) 

days need to state the circumstances to their 
supervisor. 

 
6. All out of state trips MUST be approved in 

advance by the Duncan Board of Education for 
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vehicles being used to take students out of state 
but if no students will be riding then use of School 
Vehicles going out of State will only need the 
Superintendent or Assistant Superintendent’s 
approval. 

 
7. A TRANSPORTATION REQUEST form should 

be filled out by the person-requesting vehicle and 
approved by their supervisor, principal, athletic 
director, etc. The request must include departure 
and return date and time.  To be announced 
(TBA) will not be allowed. 

 
8. Every effort should be made to turn in a 

TRANSPORTATION REQUEST at least five (5) 
school days prior to the trip.  The original 
transportation request form should be sent by 
school mail or brought by the transportation 
office.  Do not fax copies. 

 
9. The TRANSPORTATION REQUEST will be 

evaluated and a vehicle assigned if one is 
available. 

 
10. The TRANSPORTATION REQUEST will then 

be sent back to the person-requesting vehicle 
either confirming vehicle or explaining denial. 

 
11. The transportation department will have the 

responsibility of returning the request to those 
persons making the request. 

 
12. ALL vehicle keys, pike passes, and gasoline credit 

cards and trip inspection sheets shall be checked 
out from the transportation office.  The individual 
requesting the vehicle will be responsible for the 
proper return of all items checked out. 

 
13. Coaches, teachers or sponsors cannot send 

students to check out or turn in keys, pike passes, 
gasoline credit cards or trip inspection sheets. 

 
14. There will be no OUT OF TOWN FIELD TRIPS 

the last two weeks of the school year without 
Superintendent or Administrative Assistant's for 
transportation approval. 

 
15. There will be no IN TOWN FIELD TRIPS the 

last week of the school year without 
Superintendent or Administrative Assistant's 
approval. 

 
16. ALL FIELD TRIPS will not leave before 8:30 

a.m. and must be back at their school site and 
unloaded by 2:00 p.m. 

 
17.  ACCIDENTS MUST BE REPORTED 

PROMPTLY TO THE PROPER 
AUTHORITIES. 

 

18. The person to whom the vehicle is assigned will 
make certain that the number of passengers riding 
in the vehicle does not exceed the vehicle 
capacity. 

 
19. Vehicles should be returned in reasonably clean 

condition unless prior arrangements are made. 
 
20. Any deficiencies in the vehicle should be noted on 

the trip inspection sheet that is turned into the 
transportation office. 

 
21. Vehicles must be returned to the Bus Barn on or 

before stated return time.  No vehicle is to be kept 
over night unless requested and assigned for that 
day. 

 
22. DRIVER AND PASSENGERS must fasten seat 

belts in vehicle where belts are provided. 
 
23. School sponsored ACTIVITY TRIPS that are 

sanctioned by the Secondary Activity Association, 
in which a school vehicle cannot be provided, the 
District will pay 2/3 of the cost of a charter bus, 
and the school site will pay 1/3 of the cost of the 
charter bus. 

 
24. Any other student ACTIVITY TRIPS that a 

school vehicle cannot be provided will be 
evaluated on individual bases.  Charter buses may 
be used at a cost to the school site of sixty-five 
(65) percent and at a cost to the District of thirty-
five (35) percent. 

 
25. Each driver of a vehicle belonging to the Duncan 

Public Schools shall at all times while operating 
said vehicle refrain from any activity that detracts 
or might detract from the drivers’ ability to 
operate the vehicle in a safe manner.  Specifically, 
each such driver is prohibited from using, while 
operating such vehicle, any cellular phone, 
including, without limitation, any hands-free 
feature associated or provided with such cellular 
phone.  Operating a vehicle is defined for the 
purpose of this policy as “being physically in 
control and responsible for the safe operation of 
the vehicle while the vehicle is in motion or not in 
motion, but in the flow of traffic, e.g. while 
stopped at a traffic signal, stop sign, yield sign, 
etc.”  In the event a driver needs to send any 
communication from any cellular phone in his 
or her possession, such driver should first pull 
off the street or road into a safe area and come 
to a complete stop before making or completing 
such communication.” 

 
26. All person s wishing to utilize a school vehicle 

must submit to random drug testing when 
appropriate. 
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27. School Personnel utilizing school vehicles during 
the summer should follow item #8 in policy 
#8001.  If available a bus/suburban may be 
provided. 

 
28. School personnel driving a bus will not be paid 

for driving time for activities during the summer 
that are outside of their contracted season.  

8002 SCHOOL BUS PROGRAM 
School of choice is still for all of Duncan Public 
Schools, but those students who live within a 
transportation area for an elementary school will 
receive priority for enrollment at that school.  Current 
students attending an elementary school outside their 
transportation area may continue to attend their school 
or apply for a transfer to the elementary school within 
their transportation area. The attendance boundaries 
have been set to assist in equalizing attendance, and 
balance our transportation routes. 

8003 SCHOOL BUS PROGRAM 
(REGULATIONS) 
The following rules and regulations shall govern the 
conduct of school bus passengers.  Parents are 
required to sign an acknowledgment that they have 
read the transportation guidelines.  If a student is 
found in violation of the guidelines, the student will be 
subject to appropriate discipline.  Except in cases of 
handicapping conditions, bus riding is a privilege 
rather than a right.  Therefore, students who abuse the 
privilege may be suspended from riding the bus. 
 
1.  Responsibilities of Parent or Guardian: 

A. Have the student(s) ready for school each 
morning when the bus arrives at the 
designated bus stop.  Stop times are 
approximate.  Allow 10-15 minutes before or 
after official stop time for bus to arrive. 

B. Notify the Transportation Office in the event 
that a student will not be riding the bus on a 
given day. 

C.   Report any change of address to the central 
enrollment office.  Follow up at the 

        transportation office for bus stop change. 
 D.   By state law, if a student is suspended from 

bus privilege, it is the responsibility of the 
parent/guardian to ensure student attends 
school. 

 
2.  Responsibilities of the Transportation Department 

A. The driver will arrive at the designated bus 
stop every morning and come to a stop. 

B. The driver is not required to wait on any 
student who is not prepared to board the bus at 
the time the bus arrives. 

C. If a student is not at the bus stop for three (3) 
consecutive days without making contact with 
the driver or transportation office, the stop 
may be considered inactive and the bus will 
not come by again until the parent contacts the 
transportation office. 

D. If the driver confiscates an item from a student 
for any reason, the item will be returned to the 
student as he/she leaves the bus at the end of 
the school day, provided the item is legal to 
possess.  

 
3.   Bus Stops 
    Students will be picked up at their bus stop 

according to their proof of residence  
     and returned to their bus stop according to 

their proof of residence only. 
 

A. Students are not allowed to ride a bus stop 
according to their proof of residence without 
official authorization.  To obtain emergency 
authorization, a parent or guardian must first 
contact the Principal’s Office at least 24 hours in 
advance.  If permission is granted, the Principal 
will then be asked to send a written request from 
the parent or guardian and signed by the Principal 
to the bus driver.  

B. If a child resides in a split family residence or at 
multiple addresses, and would like a bus pass 
permitting transportation to and/or from a 
secondary address, proper court documentation 
must be provided and kept on file at the 
transportation office. 
 
Bus stops are public property 10’ from the curb or 
roadway only.  Students are not allowed on 
private property while waiting for the bus. 

 
 
4.   Responsibilities of the Student: 

 A.  Follow all rules and regulations. 
 B.  Assist in keeping the bus safe and clean at all 

 times.  Books, lunches, or other      
       items should not be left on the bus. 

  C.  Help assure the safety and comfort of small 
 children on the bus. 
E. Riders are expected to be courteous to fellow 

bus riders and the driver. 
F. In case of an emergency, students are to 

remain in the bus, unless told to do otherwise 
by the bus driver. 

G. When loading or unloading, walk at least ten 
(10) feet in front of the bus, stop, check 
traffic, and wait for the bus driver’s signal, 
before crossing the street. 

 
5. Rules for Bus Conduct: 

A. Follow the directions of the driver the first 
time they are given. 

Adoption Date:  Revision Date(s): 7-2003, 6-29-04, 
7-11-06, 6-5-12, 7-16-13 
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B. Take a seat without crowding or pushing and 
remain seated while bus is in motion; aisles 
must be kept clear. 

C. Keep arms, hands and head inside the bus at 
all times.  Do not yell out bus window. 

D. Do not talk to the driver while the bus is in 
motion, except in an emergency. 

E. Do not fight or scuffle on the bus. 
F. Disruptive or unsafe behavior will not be 

permitted in or around the bus. 
G. Do not throw any object on or from the bus 

for any reason.  Throwing of any object is 
strictly forbidden. 

H. Never stop in front of or behind the bus, or 
crawl under the bus 

I. Loud talking and laughing or unnecessary 
confusion is not permitted. 

J. Use or possession of any kind of tobacco, 
matches, lighters, weapons, or fireworks is 
forbidden 

K. Do not use unacceptable language or engage 
in improper behavior on the bus. 

L. Unauthorized food and drink are not allowed 
on the bus.  Food or drink on the bus is at the 
driver’s discretion.   

M. Students may use electronic devices, such as 
MP3 players, IPods, phone texting, etc., as 
long as it is not disturbing to other riders or 
the driver.  The driver has discretion. 

N. Students may not have balloons, yo-yos, hard 
candy, gum, or other distracting items on the 
bus.   

O. Do not tamper with the bus or any equipment 
on the bus. 

P. Do not vandalize the bus, inside or out 
(includes tearing or cutting of seats, writing 
on seats or walls of bus, breaking of 
windows, lights, etc.).  Any damage to the 
bus or seats must be reported to the driver. 

Q. Remain seated until the bus comes to a 
complete stop. 

R. Leave the bus in an orderly manner and 
ONLY at your designated stop. 

 
6.    Bus Infractions by Category: 

A. Category I Violations 
1. Failure to face forward and stay seated 

in the seat 
2. Disruptive or excessive noise 
3. Rowdiness and horse play on the bus 
4. Unauthorized eating or drinking on the 

bus (Authorization may be given by the 
driver only.) 

5. Possession or use of any distracting 
items  

6. Leaving paper, trash, or other debris on 
the bus 

 7.   Any action deemed by the driver as a minor 
infraction. 

B.    Category II Violations 

1. Not obeying driver instructions 
2. Arguing with the driver 
3. Putting any part of body or yelling outside 

bus window 
4. Interfering with the driver when driving or 

instructing or disciplining another rider 
5. Disruptive or unsafe behavior 
6. Any act which endangers other riders or the 

driver  
7. Throwing objects inside or out of  the bus 
8. Vandalizing the bus   

C.  Category III violations: 
1.    Fighting, spitting, bullying, pushing, or 

creating an unsafe environment  
2.    Use or possession of tobacco, alcohol, drugs 

or any illegal and/or dangerous  
       articles or substances, and/or weapons 
3.    Sexual misconduct or sexual harassment 
4. Tampering with any safety device or 

equipment on the bus  
5. Vandalism of bus, inside or out (includes 

tearing or cutting of seats, writing 
        on seats or walls of bus, breaking of 

windows, lights, etc.) 
 
7.    Consequences for Bus Infractions 
       A.  Category I Bus Infractions for Elementary   

 Students 
     1st Infraction Warning/Assigned 
 Seat/Letter home to parents 
  2nd Infraction 3-day Bus Suspension 
 3rd Infraction 5-day Bus Suspension 
 4th Infraction 10-day Bus Suspension 
 5th Infraction 30-day Bus Suspension 
 

Category I Bus Infractions for Middle School and 
High School Students 

 1st Infraction Warning/Assigned Seat/Letter 
 home to parents/Lunch Detention 
 2nd Infraction 5-day Bus Suspension 
 3rd Infraction 10-day Bus Suspension 
 4th Infraction 30-day Bus Suspension 
 5th Infraction Remainder of the Semester Bus 
 Suspension* 
 

B. Category II Bus Infractions for all students 
 1st Infraction5-day Bus Suspension 
 2nd Infraction 15-day Bus Suspension 
 3rd Infraction 30-day Bus Suspension 

4th Infraction  Remainder of the Semester Bus 
Suspension* 

       C.   Category III Bus Infractions for all students 
 1st Infraction 15-day Bus Suspension 
 2nd Infraction Reminder of the Semester Bus 
 Suspension* 
 
*  If infraction happens within the last two weeks of 
the semester, suspension will carry over through the 
next semester. 
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8.  Disciplinary procedures 
A. Consequences of misbehavior will be 

determined by the severity of violation and 
action, and the number of previous offenses.  

B. Driver will tell students the behavior he or 
she expects. 

C. Driver will attempt to verbally correct the 
behavior. 

D. Whenever the driver feels it is necessary, he 
or she will write a Bus Conduct Report on the 
misbehaving student. 

E. The bus driver will deliver the bus conduct 
report to the Transportation Officer no later 
than the morning following the day a 
discipline problem occurs. 

F. The Transportation Officer will review the 
conduct report and determine the appropriate 
action concerning the discipline procedure 
according to policy.  He/she will then contact 
the school principal who will administer 
proper discipline action for the student’s 
offense. 

G. Video cameras are installed in the buses to 
record behavior problems.  The recordings 
will be maintained only long enough to 
resolve the matter.  Video may be viewed by 
transportation officials, site principals, and 
other pertinent personnel. 

 
9.    Consequences 

A. A collaboration between school principals 
and/or assistant principals and the 
transportation officer will determine the 
punishment for a misbehaving student. 

B. Consequences will become more severe at the 
higher categories of violation. 

C. If it is determined that the student’s behavior 
warrants suspension, the following procedure 
will be in effect: 
1. Principal will attempt to contact parent 

or guardian. 
2. One copy of the Bus Conduct Report 

will be mailed home to the parent or 
guardian by the school.  The report will 
indicate that the student has been 
suspended from the bus.  It will give the 
starting and ending dates of the 
suspension. 

3. Under bus suspension, the student will 
be allowed to ride the bus home on the 
day of the notice.  Suspension will begin 
the next day. 

4. At the end of the suspension period, the 
driver will allow the student on the bus 
again, subject to good behavior. 

 
10.  Parent Complaint Procedures 

The Duncan Public School bus drivers have the 
safety of our children as their primary goal.  
When problems occur they will be dealt with in a 

prompt and professional manner.  The following 
guidelines have been established to insure that 
problems will be directed to the proper 
authorities. 
A. Adults are prohibited from boarding a bus 

during a route to discuss a problem directly 
with a driver. 

B. Complaints concerning bus drivers are to be 
directed to the Transportation Department at 
252-3496. 
 

11.  Additional information: 
A.  Drivers do have the authority to assign seats. 
B.  No animals (pets) 
C.  The bus driver is not required to wait for 

students who are in detention. 
   

Adoption Date:  Revision Date(s): 6-28-05,7-09-
07, 5-29-10,7-12-11, 2-14-12, 7-
16-13 

8004  EXTRACURRICULAR USE OF 
SCHOOL BUSES 
It is the policy of the Duncan Board of Education to 
allow the use of school buses or other district-owned 
vehicles for the transportation of students participating 
in school-sponsored activities under the following 
conditions: 
 
Bus or district-owned vehicle use for educational field 
trips and by student organizations is accepted as an 
extension of classroom activities. 
Student participating in such activities must return in 
the same vehicle in which they departed unless 
permission is granted to return with parents. 

8005 TRANSPORTATION 
EMPLOYEES DRUG TESTING  
A. General Provisions 
 
It is the policy of the Duncan Board of Education to 
comply with the Omnibus Transportation Employee 
Testing Act of 1991 and to establish programs that 
help prevent accidents and injuries resulting from 
misuse of alcohol and controlled substances by drivers 
of commercial vehicles.  Unless specified in other 
Board Policies, these rules apply to any employee 
holding a Commercial Driver's License and involved 
in transporting students.  
 
1. Notice to Employees: All existing or prospective 

drivers will be provided a copy of the 
Transportation Policies.  The superintendent or 
designee shall, before performing an alcohol or 
controlled substance test, notify the driver that the 
test is required. 
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2. Alcohol Concentration: No driver shall report 
for duty or remain on duty requiring the 
performance of safety-sensitive functions while 
having an alcohol concentration of 0.04 or greater.  
A driver testing less than 0.04 but more than 0.02 
cannot go back to work until at least 24 hours has 
passed and a new test shows the alcohol 
concentration has dropped below 0.02. 

 
3. Behavior or Appearance: No driver shall report 

to a duty requiring the performance of safety-
sensitive functions or remain on such duty if 
exhibiting characteristics through behavior or 
appearance of alcohol or controlled substance use. 

 
4. Possession: No driver shall be on duty or operate 

a school owned vehicle while the driver possesses 
alcohol or controlled substance. 

 
5. On-Duty Use:  No driver shall use alcohol or 

controlled substance while performing safety-
sensitive functions. 

 
6. Pre-Duty Use:  No driver shall perform safety-

sensitive functions within eight (8) hours after 
using alcohol or controlled substances. 
 

7. Use Following Accidents: No driver who has an 
accident while performing safety-sensitive 
functions shall use alcohol or controlled 
substances for eight (8) hours following the 
accident, unless the driver has been given a post-
accident test. 

 
8. Test Procedures: Testing may be conducted by 

the employer, outside contractor, or consortium, 
or any other entity. 

 
(a) Alcohol Testing: Testing for alcohol use 

shall be conducted by a Breath Alcohol 
Technician (BAT) through the use of an 
Evidential Breath Testing Device (EBT).  
Alcohol testing is to be conducted in a 
location that affords privacy sufficient to 
prevent unauthorized persons from seeing or 
hearing test results.  An alcohol test result of 
greater than 0.02 concentration shall require a 
confirmation test. 

 
(b) Controlled Substance Testing: The terms 

"controlled substance" or "controlled 
substances" shall include the following: 
Amphetamines, Methamphetamines, 
Cannabinoids (Marijuana), Cocaine 
metabolites, opiates (Heroin, Morphine, 
Codeine), and PCP (Phencyclidine).  A 
medical technician trained in urine sample 
collection in an approved location will take 
samples.  Samples will be transported to a 
HHS (formerly NIDA) laboratory to be 

tested.  Results of the test will be given to a 
Medical Review Officer (MRO) who will 
determine disposition.  Adulterated samples 
(those with contents not usually found in 
human urine or in unusual concentrations) 
and substituted samples will be treated as 
positive drug tests.  Samples that are diluted, 
if positive, will also be treated as positive 
drug tests.  If a diluted sample tests negative, 
the district may require that an additional 
sample be provided subject to direct 
observation.  Provided, with respect to a 
diluted sample in a preemployment test, the 
district may require an immediate retest, but 
such test will not be conducted subject to 
direct observation. 

 
9. Therapeutic Medications:  Any driver who uses 

or for whom therapeutic medication(s) have been 
prescribed is required to notify the district, in 
confidence, that he/she is taking or may take such 
medication(s) on the advice of an appropriate 
prescribing authority.  While drivers who provide 
such notice are not required to disclose the 
name(s) of the medication which is or may be 
used, each driver who provides such notice is also 
required to provide in connection with such notice 
a certification from the prescribing authority that 
the medication(s) being taken or which may be 
taken will not adversely affect or impair the 
driving skills of such driver.  The failure by any 
employee covered by this policy to furnish to the 
transportation office on or before the 1st day of 
September of any school year an appropriate 
certification from the prescribing health care 
authority, if required above, shall result in the 
immediate loss and forfeiture by such employee 
of all extra curricular assignments and pay for 
such assignments during the school year in which 
such failure shall occur. 

 
10. Refusal.  No driver shall refuse to take any 

alcohol or controlled substance test when required 
by this policy or the Omnibus Transportation 
Employee Testing Act of 1991, or the rules or 
regulations adopted in enforcement thereof.  A 
driver will be considered to have refused to take 
an alcohol or controlled substance test if he/she: 
 
(a) Fails to appear for any test (except a pre-

employment test) within a reasonable time; 
 
(b) Fails to remain at the testing site until the 

testing process is complete; 
 
(c) Fails to provide an adequate amount of saliva 

or breath for any alcohol test; 
 
(d) Fails to provide a sufficient breath specimen, 

and a physician has determined, through a 
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required medical evaluation, that there is no 
adequate medical explanation for the failure; 

 
(e) Fails to undergo a medical examination or 

evaluation, as directed by the employer as 
part of any insufficient breath procedure; 

 
(f) Fails to provide a urine specimen for any 

drug test required by this policy or DOT 
agency regulations; 

 
(g) In the case of a directly observed or 

monitored collection in a drug test, fails to 
permit the observation or monitoring of the 
provision of a specimen; 

 
(h) Fails to provide a sufficient amount of urine 

when directed, and it has been determined, 
through a required medical evaluation, that 
there is no adequate medical explanation for 
the failure; 

 
(j) Fails or declines to take a second test that the district 

or the collector has directed be taken; 
 
(j) Fails to undergo a medical examination or 

evaluation, as directed by the MRO as part of 
the verification process; 

 
(k) Fails to cooperate with any part of the testing 

process; 
 
(l) Fails to sign any required certification; or 
 
(m) Is reported by the MRO as having a verified 

adulterated or substituted test result. 
 

B. Required Testing: 
 
At a minimum the district shall purchase or have 
access to an evidential breath test device.  More 
invasive testing techniques may be required by the 
district at no cost to the employee. 
 
1. Pre-employment/Pre-duty Testing: Prior to the 

first time a driver performs safety-sensitive 
functions, the driver shall undergo testing for 
alcohol/controlled substances.  The district may 
test during the hiring process, just before starting 
the safety-sensitive function, or both. 

 
2. Post-accident Testing: As soon as practical during 

the eight (8) hours following an accident 
involving a school-owned vehicle, the district 
shall test the driver for the presence of alcohol and 
controlled substances.  Post-accident testing will 
be required if (a) there is a fatality, and/or (b) 
there is an injury requiring medical treatment 
away from the accident scene and the driver 
received a moving traffic citation, and/or (c) there 

was damage to a vehicle requiring that it be towed 
from the scene, and the driver received a moving 
traffic citation.  If the test is not administered 
within two (2) hours following the accident, the 
school district must prepare and maintain on file a 
record stating why the test was not promptly 
administered.  After eight (8) hours has passed, 
the district must cease attempts to administer the 
test and record why the district was unable to 
administer the test.  A driver who is subject to 
post-accident testing who leaves the scene of an 
accident without a valid reason prior to 
submission to such test may be deemed by the 
district to have refused to submit to testing.  
Nothing in this subsection shall be construed to 
require a delay to necessary medical attention for 
an injured person or the seeking of assistance in 
responding to the accident.  The district shall 
provide drivers with necessary post-accident 
information, which includes procedures and 
instruction prior to the driver operating a vehicle 
so that drivers will be able to comply with the 
requirements of this section. 

 
3. Random Testing of Drivers: The district shall, at 

various times, randomly select drivers for 
unannounced alcohol or controlled substances 
testing.  The selection of drivers to be tested shall 
be by a scientifically valid method so that each 
driver shall have an equal chance of being tested 
each time testing occurs. 

 
(a) The dates for the testing of randomly selected 

drivers shall be spread reasonably throughout 
the school year. 

 
(b) The number of drivers to be tested shall equal 

an annual rate of 50% for controlled 
substances and 25% for alcohol of the total 
number of drivers employed by the district or 
as specified by the governing agencies. 

 
(c) The district shall require that each driver who 

is notified of selection for random testing 
proceed to the testing site promptly at the 
selected time. 

 
(d) Drivers shall be tested before, during and 

immediately after they perform their duties. 
 
4. Reasonable Suspicion Testing:  The district shall 

require any driver to submit to an alcohol test (or 
test for controlled substances) when the district 
has reasonable suspicion to believe the driver has 
violated the prohibitions in this part.   

 
(a) The district's determination that reasonable 

suspicion exists shall be based on specific, 
contemporaneous, articulable observations 
concerning the behavior, appearance, speech, 
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or body odors of the driver.  The required 
observations shall be made by a supervisor 
who is trained in detecting the symptoms of 
alcohol and/or controlled substance misuse. 

 
(b) Alcohol and/or controlled substance testing is 

authorized by this section only if the 
observations required by paragraph 4. are 
made during or just preceding the period of 
the work day that the covered driver is 
driving, just before the driver performs 
his/her safety-sensitive function, or just after 
he/she has driven. 

 
5. No Return to Duty: Any driver who engages in 

any conduct prohibited by this policy, other than 
refusing to submit to an alcohol or controlled 
substance test, or who otherwise violates any 
applicable federal rule or regulation, shall 
immediately, upon the occurrence of such 
prohibited conduct or violation, be discharged 
from all safety-sensitive duties, and each extra 
duty assignment of which such safety-sensitive 
duties form any part, if the driver is a teacher 
holding a commercial driver's license, or shall be 
suspended without pay pending the outcome of 
termination proceedings if the driver is a support 
employee holding a commercial driver's license.  
Any driver with commercial driver’s license 
whose alcohol or controlled substance test is 
ruled positive will follow all guidelines directed 
by the Omnibus Transportation Employee 
Testing Act of 1991 or the Oklahoma 
Department of Transportation.  All expenses 
accrued, from the process to be reinstated, will 
be the responsibility of the employee. 

  
6. Refusal.  Any support employee, holding a 

commercial driver's license and involved in 
transporting of students, who refuses to submit to 
an alcohol or controlled substance test, as required 
by this policy or the Omnibus Transportation 
Employee Testing Act of 1991, shall be subject to 
the following: 

 
a. Each such employee who refuses to submit to 

an alcohol or controlled substance test shall, 
immediately upon such refusal, be suspended 
without pay from all of his or her duties and 
shall remain suspended without pay until 
such time as said employee takes and passes 
the test he or she refused to take.  In the event 
such employee does not take and pass such 
test within ten (10) days of the date of the 
original refusal, the superintendent shall give 
the employee notice of his or her right to a 
hearing by reason of his or her suspension 
and shall further initiate proceedings for the 
termination and/or non-reemployment of such 
employee; and 

 
b. Each such employee who refuses to submit to 

an alcohol or controlled substance test may 
also be subject to the possible forfeiture of his 
or her commercial driver's license in the 
manner provided by law. 

 
Any teacher, holding a commercial driver's license and 
involved in the transporting of students on a part-time 
basis or as part of any extra duty assignment, who 
refuses to submit to an alcohol or controlled substance 
test, as required by this policy or the Omnibus 
Transportation Employee Testing Act of 1991, shall 
be subject to the following: 
 

a. Each such employee who refuses to submit to 
an alcohol or controlled substance test shall, 
immediately upon such refusal, be discharged 
from such bus driving duties and if such bus 
driving duties are part of any extra duty 
assignment, such employee shall also be 
discharged from such extra duty assignment.  
In his or her discretion, the superintendent 
may reinstate all of such duties if such 
discharged employee, within ten (10) days of 
the original refusal, takes and passes the test 
such employee refused to take. 

 
b. Each such employee who refuses to submit to 

an alcohol or controlled substance test may 
also be subject to the possible forfeiture of his 
or her commercial driver's license in the 
manner provided by law. 

 
C. Maintenance of Records 
 
The district shall maintain records of its 
alcohol/controlled substance misuse prevention 
program.  The period of retention for these records 
shall be as follows: 
 
1. Five Years: Record of driver alcohol/controlled 

substance test with positive results; 
documentation of refusals to take required tests; 
calibration tests for EBTs (evidential breath test 
devices), and driver evaluation and referrals. 

2. Two Years: Records related to the collection 
process and training. 

3. One Year: Records of negative test results 
 
Questions regarding any aspect of this policy should 
be directed to the director of Transportation or the 
Superintendent of Duncan Public Schools. 
 
Adoption Date:  Revision Date(s): 7-30-08 

8006 TRANSPORTATION  POLICY 
Duncan Public School believes that our most precious 
resource is our students. The Transportation 
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Department bears the responsibility of ensuring that 
our students are delivered to and from school and 
school activities both safely and on time. 
 
We at Duncan Public Schools dedicate ourselves to 
ensuring this community that our school bus drivers 
receive the proper training, leadership, and support 
necessary to enable them to successfully execute their 
duties. 
 
A. Buses:  The Duncan School District recognizes 

that in Oklahoma transportation is a service 
provided by the school district.  The school 
district wants to assure the community that 
transportation services are provided in a manner 
that accomplishes the following goals: 
1.  Students will be transported in the safest 

manner possible. 
2.   Transportation services will be cost effective. 
3.   Transportation services will be assigned in 

an equitable manner. 
 
B. Bus Maintenance Policies:  
1.   All school vehicles used by the district will meet 

or exceed any and all state and federal minimum 
safety standards. 

2. All school vehicles will be inspected annually by 
a certified Department of Public Safety inspector.  
In addition, all school vehicles which transport 
students will be inspected daily by the driver of 
the vehicle and annually by the Transportation 
mechanic. 

3.  Any school vehicle deemed unsafe shall 
immediately be placed out of service until all 
necessary repairs are made. 

4. It shall be the responsibility of the driver of any 
school vehicle to report in writing, to the 
transportation office, when routine maintenance 
repairs should be made. 

5. All work, inspections, preventive maintenance, 
and repairs on school vehicles will be recorded by 
the transportation mechanic, on the appropriate 
forms, and filed in the Transportation Office. 

6. The Transportation Department will practice 
preventive maintenance. 

 
C. School Bus Drivers Performance 

Responsibilities  
1. All drivers will hold a valid license to drive a 

school bus, which will include Commercial 
Chauffeurs License and Oklahoma State 
School Bus Driver's Certification, which 
includes attending a school bus driver's 
training course approved by the State 
Department of Education. 

2. All drivers shall have an annual health 
certificate signed by a physician licensed by 
the state filed in the office of the 
Superintendent or designee attesting that such 
physician has examined the applicant and that 

the applicant has no sign or symptoms of ill 
health, and otherwise, from the evaluation of 
such physician, physically and mentally 
capable of safely operating a school bus.  The 
exam will be given prior to the beginning of 
each school year. 

3. Any person with diabetes requiring insulin by 
injection shall not be eligible for a school bus 
certificate. 

4. All school bus drivers must have not less than 
20/50 vision (Snellen) in each eye and not 
less than 20/30 vision (Snellen) with both 
eyes and a minimum field of vision of 70 
degrees horizontal median vision in each eye. 

5. The use of tobacco by a school bus driver is 
not permitted during the operation of the bus 
while hauling pupils.  The use of any 
intoxicating or non-intoxicating alcohol 
beverage by the driver eight (8) hours prior to 
or during the operation of a school bus is 
strictly prohibited.  The use of any controlled 
dangerous substance on a school bus is 
strictly prohibited. 

6. Substitute and activity school bus drivers 
shall meet all requirements prescribed for 
regular bus drivers. 

7. All new drivers shall have a felony check 
prior to employment.  No driver will be 
employed who has been convicted, pleaded 
guilty or solo contender to a felony during the 
last ten (10) years. 

8. The driving records of all school bus drivers 
shall be checked annually to insure they meet 
all State Board of Education requirements for 
certification. 

9. The Duncan School District will comply 
completely with the Transportation 
Employees Drug Testing Policy. 

10. All mandatory safety regulations for school 
buses will be observed. 

11. The use of a cell phone while operating a moving 
school bus is strictly prohibited. In the event of an 
emergency, the bus driver shall exit the roadway 
and come to a complete stop before using a cell 
phone.  

12 The bus driver will maintain discipline when 
students are on the bus and report 
undisciplined students to the proper authority. 

13. All bus drivers will keep assigned bus clean. 
14 The bus drivers will keep to assigned 

schedule. 
15 Buses will be checked before each operation 

for mechanical defects. 
16 The proper authorities will be notified in case 

of mechanical failure or lateness. 
17 Students will be discharged only at 

authorized stops. 
18. Bus drivers will exercise responsible 

leadership when on out of district school 
trips. 
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19 Only authorized students will be transported. 
20. Bus drivers will report all accidents to the 

Director and the police and will complete 
required reports. 

21. Bus drivers will enforce regulations against 
smoking or chewing tobacco and eating on 
the bus. 

22. Bus riding regulations will be enforced by the 
bus driver. 

 
D. School Bus Inspections: 

1. Drivers shall perform a daily pre-trip safety 
inspection of the vehicle.  The driver shall 
make a daily written report describing the 
condition of the bus and a listing of any 
deficiencies.  Their report is to remain on file 
with the Superintendent or designee for a 
period of ninety (90) days. 

2. At least twice during each school year, each 
pupil who is transported in a school vehicle 
shall be instructed in safe riding practices, 
and participate in emergency evacuation 
drills.  Their instruction should be conducted 
during the first two weeks of each semester. 

 
 
 
E. (Students) Legally Transported 

1. A student must live in a school district 
authorized by law to furnish transportation. 

2. A student must live one and one-half (1 1/2) 
miles or more by commonly traveled road 
from the school attended.  Students living less 
than one and one-half (1 1/2) miles from 
school may be transported, but shall not be 
counted in determining state aid. 

 3. Transportation may be provided for 
kindergarten age students to and from school 
during normally scheduled morning and 
evening bus operations. 

4. The Duncan Public School District will 
provide transportation for an eligible special 
education student when transportation has 
been identified as "related service" necessary 
to enable the student to receive the 
educational services outlined in his/her 
Individualized Education Program (IEP). 

5. No school bus shall be permitted to operate 
on any private driveway.  All school bus 
stops shall be selected with the safety of the 
children at the bus stop the first 
consideration.  Whenever possible, a bus stop 
shall be located within one fourth (1/4) mile 
of the home of every child being transported. 

6. No bus stop shall be established in which the 
student must cross a roadway having more 
than two- (2) travel lanes. 

7. No school bus shall be permitted to operate 
on any privately constructed or maintained 
roadway without a written wavier of liability 

executed by the controlling association or 
parties.  It shall be the responsibility of the 
association or parties to obtain the liability 
wavier from the Duncan School to complete 
the form and return it as directed. 

8. No bus stop shall be established in which a 
school bus must back up in order to complete 
a regular route. 

9. No school bus will be utilized for any activity 
trip prohibited by Oklahoma State 
Department Regulations. 

 
F. Bus Accidents: 
In the event of an accident, the following procedures 
shall be strictly followed by the bus driver. 
 
1.  The bus must stop and the driver should remain 
calm and preserve the scene, no matter how minor the 
accident may seem.  Do not move the vehicle unless 
authorized to do so, or unless its location may result in 
further damage or is creating an immediate hazard to 
students or other drivers.  Set the parking brake, 
activate four way flashers and turn off the engine.  (If 
driver must exit the bus, remove the keys.)  Evacuate 
the students from the school bus if necessary and 
render first aid to the best of the driver’s abilities to 
any injured students. 
 
2.  The driver will notify the proper authorities and the 
transportation supervisor, giving the location of the 
crash, any known injuries, and what assistance is 
needed.  Do not discuss the accident with anyone other 
than law enforcement officers, the transportation 
supervisor, or the school superintendent or designee. 
 
If the accident occurs during regular route times, the 
transportation department will notify the proper 
school(s) and parents of the students on the bus, giving 
only accurate and factual information, making no 
admission of fault or accusations. 
 
3.  The superintendent or designee shall be responsible 
for any communications with the various press or 
media outlets. 
 
4.  The driver will obtain the names of all passengers 
on board and their seating location.  A Personal Report 
of Accident form will need to be filled out and turned 
into the transportation supervisor. 
 
5.  All school bus accidents shall be investigated and 
the proper reports shall be submitted to the State 
Department of Public Safety and the State Department 
of Education. 
 
6.  In the event of any serious school bus accident, or 
an accident that may involve personal injury, the 
transportation department will immediately inform the 
school insurance carrier. 
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G. Special Bus Privileges: 
1.   Students will be allowed to exit their regular 

bus at a different location only if they have a 
written authority from a parent or guardian. 

2.   Students will be permitted to change buses 
(routes) in the case of a family emergency. 
Notification must be made to the school prior 
to scheduled boarding time. 

 
H. Equipment 

1. School owned vans will be used to transport 
“Adults Only”. 

2. School owned suburbans, at this time, may be 
used to transport eight (8) or less students or 
adults excluding operator. 

3. Transportation equipment used to transport 
ten (10) or more students at one time shall 
meet all the minimum standards required for 
type A, B, C, and D buses. 

 
I.      School Bus Route 

A. First Time Board Students 
1. Students boarding a bus for the first time 

will secure a bus pass from the 
Transportation Department. 

2. School site personnel should contact 
Transportation Department and the bus 
driver before placing a student on a bus. 

 
B. Students That Miss Their Bus Stop 

1. If a student is on a bus and misses their 
bus stop, the bus driver will contract the 
Transportation Department by radio. 

2. The Transportation Department will 
dispatch a vehicle to pick up the child or 
have the bus driver keep the child on the 
bus and return the child to his/her school 
of attendance.  The child will be left in 
the care of the Principal. 

3. Under no circumstances should a student 
be released at a bus stop that is 
unfamiliar to that student. 

C. When the Transportation Office is notified of 
a child being lost between the child’s school 
and his/her bus stop, the Transportation 
Office will do the following: 
1. Secure the name, grade and description 

of the lost child. 
2. Obtain the location where the lost child 

was last seen. 
3. Make sure the following persons have 

been notified. 
a. Parent 
b. Police 
c. School Principal 
d. Superintendent’s Office 

4. Stay in constant contract (over radio) 
with bus driver to gather information 
concerning incident. 

5. Transportation will dispatch two search 
personnel in two different vehicles to the 
last known location to begin searching 
for lost child. 

6. Bus driver will assist in the search when 
his/her route is completed. 

7. After ten (10) minutes of searching with 
no results, the police will be called to 
assist in the search for the lost child. 

8. Search will continue until the child is 
found. 

 
D. School Transportation Vehicle Breakdown 

Procedure 
 

When a breakdown occurs on an activity, athletic or 
field trip, the person called will instruct the sponsor on 
steps to be taken for completion of the trip. 
 
When a sponsor requests transportation, it shall be the 
Principals duty to review these policies with each 
sponsor. 

 8007 SCHOOL PROVIDED VEHICLES 
The School District may provide vehicles for use in 
the performance of an employee’s duties.  Employees 
may not operate School District motor vehicles 
without proper licenses as required by state law for the 
type of motor vehicle being operated.  The purpose of 
this policy is to establish the rules and procedures 
regarding the use of school-owned motor vehicles that 
are assigned to staff members on a twenty-four (24) 
hour basis.  The Superintendent of Schools may 
authorize vehicle take-home privileges to employees 
whose job responsibilities, in the sole discretion of the 
Superintendent, demand such privileges.  Vehicle 
take-home privileges are a significant cost to the 
School District in the form of fuel and additional wear 
and tear on the vehicles.  Therefore, it is the desire of 
the Board that take-home privileges be limited to those 
employees who are regularly required on a weekly 
basis to perform duties at nights and on weekends. 
 
All motor vehicles assigned to the staff members, 
pursuant to this policy, are authorized for home-to-
work transportation and for travel to and from official 
events.  Take-home vehicles are not authorized for 
personal use.  However, because staff members who 
drive such motor vehicles to and from work have no 
other form of transportation available during the work 
hours, the following exceptions are authorized: 

 
a) Travel to and from lunch, or medical 

appointments, provided that the distance 
traveled is reasonable, and 

 

Adoption Date: 12-12-06 Revision Date(s):10-09-12 
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b) Personal errands on the way to and from 
work, or during the lunch break, if the errand 
requires only a minor deviation from the 
normal route traveled, and the nature of the 
errand is not inconsistent with the type of 
motor vehicle being used. 

 
With the prior approval of the Superintendent of 
Schools or Transportation Director, a staff member 
may use a take-home motor vehicle to respond to a 
personal emergency situation such as the illness of a 
family member.  Provided, such approval shall be 
granted only on a case-by-case basis. 
 
 All staff members who have authorized take-home 
privileges of a school-owned motor vehicle, excluding 
school buses, are solely responsible for any tax 
liability associated with this benefit.  Accordingly, per 
IRS regulations, the School District will add $3.00 per 
day to the reported wages of all staff members who 
have take-home privileges of a school-owned motor 
vehicle for each such day.  This amount will be 
included as taxable wages on each such staff 
member’s W-2 form. 
 
The staff members shall be responsible for 
maintaining the motor vehicles in sound mechanical 
order and good appearance.  All operational costs shall 
be borne by the School District.   
 
In the event that any support employee or other 
employee designated by the Superintendent, is 
required to travel in his or her personal vehicle from 
his or her residence to a School District facility to 
perform school-related duties after normal work hours, 
the School District will reimburse such support 
employee for such mileage at the then currently 
allowable IRS Reimbursement Rate for Business 
Mileage.  Such employee must submit such mileage to 
the School District on a proper mileage reimbursement 
form.  Such mileage should be submitted on a monthly 
basis. 

 

 8008 SAFE OPERATION OF SCHOOL 
VEHICLES AND PROCEDURES AT 
RAILROAD CROSSINGS 

 
All drivers of school vehicles are expected to drive in 
a safe and proper manner.  They shall obey all traffic 
laws, maintain student discipline in the vehicles, make 
any necessary routine checks on the vehicle before 
operating such vehicles and perform all duties 
associated with the safe operation of school vehicles. 
 

A driver of a District school bus, a driver of any 
school vehicle having a gross vehicle weight rating or 
gross combination weight rating, or gross vehicle 
weight or gross combination weight of 10,001 pounds 
or more, whichever is greater, and a driver of any 
school vehicle designed or used to transport more than 
fifteen (15) passengers, including the driver, whether 
any such vehicles are occupied or unoccupied by 
passengers, shall not cross a railroad track or tracks at 
grade unless the driver of such vehicle first stops such 
vehicle within fifty (50) feet of, and not closer than 
fifteen (15) feet to, the tracks listens and looks in each 
direction along the tracks for an approaching train, and 
ascertains that no train is approaching.  When it is safe 
to do so, the driver may drive the vehicle across the 
tracks in a gear that permits the vehicle to complete 
the crossing without a change of gears.  The driver  
shall not shift gears while crossing the tracks. 
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