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TITLE INDEX

Mission Statement:
Our mission statement is to graduate 100% of our students, 
college and career ready. 

District Goals:
Union Public Schools strives to create a safe, positive 
environment that leads to:
 l  Academic success for all students
 l  Actions based on responsibility, respect, 
      trustworthiness, fairness, caring and citizenship
 l  Expanded opportunities for learning
 l  Excellence for all employees
 l  Enhanced Union pride

NCA Accreditation:
All Union elementary schools are accredited by the North 
Central Association.  This accreditation is based on the 
school’s ability and willingness to meet and sustain the 
preconditions for quality expressed in the precise, objective 
standards established by the commission on schools.  Each 
school has a committee that establishes goals and objectives 
for its students. The committees are composed of parents, 
teachers, administrators, and support personnel.

School Procedures

Attendance:
Daily school attendance is one of the most important 
indicators of student achievement. Therefore, students are 
expected to be on time to school every day, for the entire day, 
unless sick or otherwise excused. 

Oklahoma State Law requires regular student attendance.  
See Board Policy #5025 for more information.

Behavior Expectations:
Union Public Schools believes that a positive school 
atmosphere is the responsibility of each individual in the 
school community. Each school establishes guidelines 
for behavior expectations, and parents and students are 
informed of those guidelines by teachers and principals, 
who can answer any questions regarding behavior 
expectations or procedures at the school.

School Hours for 2021-2022:

Early Childhood Education Center (3 years old)
Monday-Friday:  7:45 a.m. - 3:00 p.m.

Elementary Schools (Grades Pre-K - 5)
Monday-Friday:  8:15 a.m. - 2:57 p.m. 
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Virtual Days

On Virtual Days, students will complete assignments at home while 
teachers are involved in collaboration and training.
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Crisis Management:
Each elementary school has a crisis management team. 
The team consists of the principal, counselor, and 
representatives from the teaching and support staff. 
Parent representatives may also participate in committee 
meetings. The team has developed a procedure to meet 
unforeseen situations that may affect the entire school. 
Each school has a lockdown procedure to address the 
possibility of an intruder or other emergency situation 
which requires students to be restricted in a designated 
area for their safety. If a disaster or crisis occurs, parents 
are encouraged not to come to the school or call so the 
phone lines can remain open for emergency use.

Additionally, Union Public Schools has emergency 
procedure guidelines that are approved by the Board of 
Education and posted in each classroom. The Emergency 
Procedures Manual outlines school procedures to be 
followed during emergency situations.

Drills:
Fire
1. Each building has its own fire alarm signal and 

procedure.
2. Students will know and use the proper exit from the 

building.
3. Students will evacuate the building immediately.
4. Students will not take time to take any articles, books, 

coats, etc., with them.
5. Students will move away from the building and 

remain outside until they receive other instructions.
6. Teachers will see that students leave the rooms as 

quickly as possible in an orderly manner with  
no running or shoving.

7. Teachers will take their class roster with them and call 
roll when clear of danger.

8. Students must follow procedures without talking so 
instructions can be heard.

Tornado/Disaster
1. Each building has its own tornado alarm signal  

and procedure.
2. Students will take cover in areas designated by  

the building principal.
3. Students should kneel or crouch on their knees and 

elbows, with their head between their knees and their 
hands clasped over the back of their head.

4. Parents are encouraged not to come to school to  
pick up children in the event of tornado warnings  
during school hours.

5. Students must follow procedures without talking   
so instructions can be heard.

Lockdown
1. Each building has its own lockdown signal and 

procedure.
2. Students must follow procedures without talking so 

instructions can be heard.
3. Each site will conduct at least two lockdown drills per 

year.

Early Dismissals:
1. Teachers are not responsible for students who  arrive 

before or stay beyond designated school hours. 
Students in need of before- or after-care supervision 
at school must be enrolled in EDP.

2. Parents must send a note or call the office when 
early dismissal is necessary or when someone other 
than the parent will be picking up and signing out 
the student. A valid reason must be given for early 
dismissal. Valid reasons include illness, medical 
appointments, deaths or funerals, and absences of an 
emergency nature as determined by the principal.

3. Principals have final approval or disapproval for 
dismissal.

4. All students must be signed out by a parent/guardian 
in the office for any early dismissal.

5. Parents may not go directly to the student’s classroom.

Field Trips:
Union Public Schools recognizes that there are occasions 
when it would be greatly beneficial to the students to 
make a trip outside their home school. In view of the 
large number of classes throughout the district, it is also 
recognized that it would be a major expense for each of 
them to take field trips during the school year. Therefore, 
budget permitting, the following guidelines will apply:
1. District-sponsored trips will be limited to one trip 

per  grade level, per building per year.
2. Trips which are not directly related to career education 

or the specific classroom subject will not be approved 
by the principal.

3. All trips must be approved and arranged through 
building principals and the transportation department 
subject to the availability of the transportation budget 
and bus availability.

Grading Scale:
Grades PK-3 use a mastery reporting system which 
indicates a student’s mastery of skills, or progress on the 
development of skills. PK-3 teachers provide information 
to parents about report cards and assessment of students.

Grading Scale for Grades 4-5:
 100% - 90% = A
 89% - 80% = B
 79% - 70% = C
 69% - 60% = D
 59% - 0% = U
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Homework/Makeup Work when Absent:
1. Homework is used primarily for reinforcement, 

make-up, and/or completion of unfinished classroom 
assignments.

2. Students should strive to work hard at school;  
therefore, less homework will be necessary and   
students will have more time for extracurricular   
activities and family involvement.

3. Teachers may have planned activities during the year 
which require some work to be done outside of class.

4. Students will have as many days as absent plus  
one day to complete makeup work. It is the child’s  
responsibility to make sure the work is turned in   
to each teacher. If work is not turned in on time,   
teachers’ late work procedures may be enforced.

5. Homework is the student’s responsibility. Students 
may share this work with their parents and seek their 
help when needed.

6. If students cannot do the assigned work, they  
should check with the teacher the following day.

7. Students should have a definite time and place for  
doing schoolwork at home. Turn off the TV at this  
time and the work will go more quickly.

8. All assignments should be carefully and neatly 
prepared and turned in on schedule.

9. Requests for school work for absent students should  
be limited to those occasions where students will be 
absent for more than two days. When a student is 
absent for one or two days, makeup assignments will 
be given to the student when he/she returns to school. 
Requests for assignments for extended absences 
should be made as early in the day as possible to 
allow teachers to process the assignments during their 
planning time so that classes are not interrupted. If 
the request is made before 9:30 a.m., the assignments 
can usually be picked up after school. Please call the 
office to check the status of the request before picking 
up homework or makeup work. No penalty is given 
for makeup work as long as it is turned in or made up 
in the same number of school days the student was 
absent plus one extra day.

Parents should understand that more work may be given 
in class as the need arises, and students will be responsible 
for checking with the teacher upon their return.

Immunization Requirements:
The following immunizations verified by doctor, nurse or 
authorized health clinic:

Pre-Kindergarten:  
4 DPT, 3 OP, 1 MMR, 3 Hepatitis B, 
2 Hepatitis A, 1 Chickenpox

Kindergarten, 1st, 2nd, 3rd, 4th & 5th Grades:  
5 DPT*, 4 OP, 
2 MMR, 3 Hepatitis B, 
2 Hepatitis A, 1 Chickenpox

*  Unless the fourth dose DPT and third polio were given on or 
after the fourth birthday.

If you have questions, please contact your physician or 
the Tulsa City-County Health Department.  Exemption 
forms are available for those who have medical, personal 
or religious reasons for exemption.

Internet Use:
Parents must read Board Policy #1601, included at the 
back of the handbook in the section which contains 
complete Board policies pertaining to students.  

Parents should complete a Student Internet Access form if 
they are requesting that their child not have access to the 
Internet at school.

Leaving the Building/Grounds:
Under no circumstances will a student be granted 
permission to leave the building/grounds unless the 
school is notified by a parent/guardian and the student 
is signed out in the office by a parent or parent designee.

Legal Custody:
A parent or guardian who has legal custody of a child 
and does not wish the other parent, parents, or persons 
to have access to the child should present the proper legal 
documents to the principal to establish custody rights.  
All parents, custodial and non-custodial, have a right to 
view student records unless the proper legal documents 
have been presented to the building principal prohibiting 
such action.

Lost and Found:
1. Lost and found items will be turned in to the office 

and placed in a designated area.
2. Articles not claimed will be given to a charitable   

organization at the end of each semester.
3. Please label all items of clothing and lunch containers 

brought to school. 

Money:
When it is necessary to send money to school, please put 
it in an envelope with the child’s name, teacher’s name, 
the amount enclosed and how the money is to be used.  
Send a check or the correct change if possible.  Students 
may not sell or purchase personal items at school.

Parent-Teacher Conferences:
Parent/Teacher conferences are scheduled twice per year.  
These conferences are designed to promote understanding 
and cooperation between home and school for the benefit 
of students.  Additional conferences may be scheduled at 
the request of the parent, teacher, or principal.

Parking Lot Safety:
When picking up or dropping off students, parents should 
follow the posted rules or follow the direction of the staff.  
Visitors should park only in designated parking places.

Parties:
1. All parties are scheduled and sponsored by the  

administration, teacher, or parent organization.
2. Pre-Kindergarten through fifth grade may have  

two parties each year.
3. Pre-Kindergarten and Kindergarten have the option 

of two additional parties: Fall Fun and Spring Fun.
4. Birthday parties are not allowed.
5. Healthy snacks are encouraged.
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Personal Property:
In an attempt to keep the focus of the school on academic 
issues, principals ask that no personal property be brought 
to school.  Personal property is defined as anything that 
is brought to school by the student that does not directly 
support a particular lesson or educational activity 
assigned by the teacher.  This includes but is not limited 
to trading cards (i.e., “Pokemon,” sports cards, etc.), 
gum, candy and other food (except as part of lunch or 
classroom snack), skateboards, skate shoes, rollerblades, 
electronic devices (Walkman, portable CD players, Game 
Boy, virtual pets, etc.), laser devices, pictures, posters, 
games, toys, and excessive amounts of money.  

For the safety of other students, bicycles and scooters are 
not permitted at some schools.  Students should check 
with the school office prior to riding bikes or scooters to 
school.

Cellular phones, and/or wireless telecommunication 
devices should not be brought to school without consent 
of the principal (Board Policy #5052). To obtain consent, 
the parent/legal guardian must present a written request 
that the student be allowed to use a cellular phone and/
or wireless telecommunications device due to medical 
necessity. Such a statement must be verified by a 
practicing physician.  

The written consent for use of a cellular phone, and/or 
wireless telecommunications device shall be maintained 
in the student’s file. Teachers shall be notified of those 
students who are authorized to use a cellular phone, 
and/or wireless telecommunications device.  A student 
found to be in violation of this policy may be disciplined 
according to Board Policy # 5050. 

In addition to the distraction of these items to the learning 
process, they can be a source of conflict between students.  
They can become lost or damaged as well.  For the benefit 
of everyone, all of these items should be kept at home 
where they are safe and do not interfere with the school’s 
focus.  The school will not be responsible for lost, stolen, 
or damaged personal property. 

Rights to Education Records 
& FERPA Statement of Rights:
Parents and students are guaranteed the right to inspect, 
as well as seek addition to or deletion from, all education 
records which are kept by the school concerning 
individual students.  

These records include the student’s transcript and any 
other recorded information which is identified by the 
student’s name. The Family Educational Rights and 
Privacy Act (FERPA) affords parents and students over 
18 years of age (“eligible students”) certain rights with 
respect to the student’s education records.

They are:
1. The right to inspect and review the student’s education 

records within 45 days of the day the district receives 
a request for access. Parents or eligible students 
should submit to the school principal (or appropriate 
school official) a written request that identifies the 
record(s) they wish to inspect.  The principal will 
make arrangements for access and notify the parent 
or eligible student of the time and place where the 
records may be inspected.

2. The right to request the amendment of the student’s   
education records that the parent or eligible   
student believes are inaccurate or misleading.

Rights to Education Records & FERPA Statement of 
Rights (Cont.):

Parents or eligible students may ask the district to amend 
a record that they believe is inaccurate or misleading.  
They should write the school principal, clearly 
identify the part of the record they want changed, 
and specify why it is inaccurate or misleading. 

If the district decides not to amend the record as 
requested by the parent or eligible student, the 
district will notify the parent or eligible student of the 
decision and advise them of their right to a hearing 
regarding the request for amendment.  Additional 
information regarding the hearing procedures will 
be provided to the parent or eligible student when 
notified of the right to a hearing.

3. The right to consent to disclosures of personally 
identifiable information contained in the student’s  
education records, except to the extent that FERPA 
authorizes disclosure without consent.

One exception which permits disclosure without 
consent is disclosure to school officials with legitimate 
educational interests.  A school official is a person 
employed by the district as an administrator, 
supervisor, instructor, or support staff member 
(including health or medical staff and law enforcement 
unit personnel); a person serving on the School 
Board; a person or company with whom the district 
has contracted to perform a special task (such as an 
attorney, auditor, medical consultant, or therapist); or 
a parent or student serving on an official committee, 
such as a disciplinary or grievance committee, or 
assisting another school official in performing his or 
her tasks.

A school official has a legitimate educational interest 
if the official needs to review an education record in 
order to fulfill his or her professional responsibility.

Upon request, the district discloses education records 
without consent to officials of another school district 
in which a student seeks or intends to enroll.  (NOTE:  
FERPA requires a school district to make a reasonable 
attempt to notify the student of records request 
unless it states in its annual notification that it intends 
to forward records on request.)
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The following student directory information may  
be published or transmitted by Internet without   
prior parent consent:

• Student’s name, address, telephone, date and 
place of birth;

• Student’s participation in officially recognized   
activities, sports, weight and height of members 
of athletic teams;

• Student’s date of attendance, name of school, 
degrees and awards received;

 
Parents may request in writing that the above directory 
information not be published or transmitted by the  
school district.
4.     The right to file a complaint with the U.S.  
        Department of Education concerning alleged 
        failures by the district to comply with the 
        requirements of FERPA.  

The name and address of the office that administers FERPA are:  
Family Policy Compliance Office 
U.S. Department of Education
400 Maryland Avenue, SW
Washington DC  20212-5901

The office of the Superintendent of Schools shall maintain 
the official FERPA policy.

School Cancellations:
1. Road conditions on Union Public Schools’ bus  

routes are the determining factor used to decide if 
school will be in session.

2. Bus routes throughout the school district are checked 
by transportation personnel in the early evening 
(before 10:00 p.m.) and early morning (before 6:00 
a.m.).

3. Additional information regarding notification of  
cancellation of school and ice routes may be  f o u n d 
in the transportation section of the handbook.

School Programs:
1. Assembly programs are scheduled by buildings.
2. Teachers seat students for assemblies.
3. Parents are honored guests.

Security of students and staff at school is essential.  Please 
help school personnel maintain a secure environment by 
complying with the following procedures:
1. Parents are welcome to visit school.  Please make 

prior arrangements with school personnel and check 
in at the office upon arrival.

2. Parents and visitors may not go into the classrooms 
or onto the playground without the principal’s 
approval.  

3. Students are not allowed to bring other children as   
visitors to the classroom.

4. All visitors wishing to visit in a classroom while 
class is in session must make prior arrangements 
through the principal and teacher. Length of time 
for observations is limited to 15 minutes. Visitors/
parents must be accompanied at all times by an 
Administrator. Principals may limit the number and 
lengths of observations or visits.  See School Board 
Policy 1450

5. Parents, siblings and/or visitors may not participate 
in recess or play on equipment during school hours 
without the principal’s approval.

Student Withdrawals:
A parent or guardian must contact the school by written 
notice, phone, or in person before withdrawal procedures 
will begin.  Failure to follow proper withdrawal 
procedures may result in a student’s records not being 
sent to the receiving school.

Tardiness:
1. All students entering school other than the regular 

time must report to the office for an admit to class.
2. Parents must write a note or telephone the school 

office to explain the reason for a student’s tardiness.  
Tardiness is a disruption to the normal conduct of 
classroom activities; therefore, students are required 
to be punctual.  Repeated tardiness may lead to 
disciplinary action by the school, a home visit by 
school personnel, and/or notification of the district 
attorney for legal action.

3. Consult the school office for site procedures.

Telephone:
1. Students are not allowed to make or receive phone 

calls at school.
2. The principal will determine if an emergency situation 

exists before granting permission for a student to use 
the phone.

3. Parents calling teachers should leave a message for 
the teacher, including a telephone number, so teachers 
may return phone calls during a planning period.

SERVICES/PROGRAMS

Counseling Services:
The school counselor is primarily concerned with the 
application of developmental principles in the school 
through counseling, consultation, and coordination.  
School counselors focus on the preventative aspects of 
guidance.  They also possess a knowledge of the elementary 
school program which includes the curriculum, the 
learning process, and the school organization.

Services provided by the elementary school counselor 
include:
1. Helping children with special needs.
2. Providing crisis intervention when necessary.
3. Helping to develop personalized programs, when 

applicable, based on each child’s needs.
4. Consulting with teachers, parents, administrators, 

and others.
5. Explaining test results to help students and parents 

understand and use the information appropriately.
6. Maintaining a good public relations program.
7. Facilitating parenting classes.

English Learners (EL) Program:
Union Public Schools provides appropriate services for 
students who need English language acquisition support.  
Specialized instruction is available for students who 
qualify at all elementary schools.  For the grading policy 
for EL students, see Board Policy #5033.
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Extended Day Program:
The Union Extended Day Program (EDP) was created to 
provide safe, alternative education child care, enhancing 
the child’s extended day.  Recognizing the busy lifestyles 
of today’s family, the district attempts to work in 
partnership with home and parents.  In the morning, 
children will have the opportunity for activities and 
quiet time.  Afternoon session will include a snack and 
activities of the child’s choice: outdoor play, homework, 
gym games, and indoor games and toys.  All of our 
programs are licensed by the Oklahoma Department of 
Human Services (DHS).  Our DHS licensing compliance 
file is located in the Parent Resource area and is available 
for parents to view.

EDP Hours
Before School  -  6:45 a.m. - until school day starts 
After School  -  school release – until 6:00 p.m.

EDP Enrollment
Only children enrolled for in-person learning at the Rosa 
Parks ECEC, Union elementary schools or 6/7th Grade 
Center may participate in EDP at their home school site.  
(Exception: all Union in-person learning elementary 
students are eligible to enroll in Fall Break, Spring Break 
and Summer Break camps).  A child may enroll in the 
before school session, the after school session or both.  
The enrollment process and payments must be completed 
online.  The first month’s tuition (August and September) 
and a non-refundable registration fee per child are due 
upon enrollment. 

EDP Open Door Policy
Parents are welcome and invited to visit EDP at any time!  
We encourage your participation. 

EDP Parent Sign-In and Sign-Out
Someone must accompany every child inside the 
building and sign the child(ren) in each morning. 
Under no circumstances may a child come into EDP 
without someone signing them in. Children may never 
be dropped off at the door. In the afternoon, all children 
must have someone come into the building and sign 
them out at the end of each day. 
Once a student is signed out from EDP, he/she may not 
return later that afternoon.  This allows us to keep an 
accurate count of all EDP students at all times.

If the parent or guardian wishes to make any changes 
regarding authorized persons to pick up the child, medical 
info, etc., changes must be submitted on the proper forms 
to the EDP Site Supervisor.

EDP Absences
Parents must CALL the EDP school site office if their child 
will be absent. This is essential for your child’s safety! A 
$10.00 Finder’s Fee will be charged if parents are called 
to locate a student. Students must attend school each day 
they attend EDP. If a child is not in school at the end of the 
school day, he/she may not attend EDP.

EDP Medical Information
In conjunction with the enrollment forms, a medical 
information form must accompany your enrollment.  Our 
Extended Day Program employees do not have access to 

the school’s medical records after hours.  We must have 
separate information and an authorization form from 
the parent or legal guardian to administer maintenance 
prescriptions and provide emergency medical treatment 
in the even we are unable to reach the parents, or the 
person listed as an alternate emergency contact.

Students presenting special needs will be reviewed on 
an individual basis to assess the need for reasonable 
accommodations.  Minimal entry criteria:  student must 
demonstrate independence in mobility, communication, 
and daily living skills. All students must be able to 
function independently.  Students must be able to 
remain with the EDP group at all times and function 
independently in a large group setting (50+) in the gym, 
cafeteria, playground etc.

Return to School Update
During this time of uncertainty with COVID 19, EDP will 
comply with all DHS, Tulsa County Health Department 
and district. Watch daily at your site for any written 
updates regarding health policies.  Email notifications 
will also be utilized.  We want to work with you to ensure 
the safety of all our students.

EDP Health Policies
In accordance with Tulsa Health Department guidelines, 
ill children may not come to EDP children with diarrhea, 
vomiting, fever, eye infections, head lice, unexplained 
rash, or any sign of illness will be sent home.  A child 
must be fever free and medication free for 24 hours before 
returning to school and/or EDP.  If a child arrives ill at 
EDP, a parent will be called immediately to pick them up 
and the child will be isolated from other students.

EDP Financial Agreement  
Union Public Schools Extended Day Program 
Financial Agreement 

Please read carefully!
Tuition: Tuition and fees will be billed according to the 
program selection you indicate on this online enrollment 
form. August (1/2 month) and September tuition 
along with registration fees are required at the time of 
enrollment. Monthly tuition covers the first through the 
last day of every month and is required in advance.  
No other pro-rate or exceptions apply. Any break in 
continued service will require re-enrollment and payment 
of the $25 non-refundable registration fee. Please note, 
enrollment fees for the Extended Day Program are 
separate from the required tuition rates and will not be 
applied toward tuition. 

EZChildTrack Parent Portal can be accessed at
https://www.ezchildtrack.com/union/parent/ 
for the following items:

Statements: Statements can be viewed on the EZChildTrack 
Parent Portal @ https://www.ezchildtrack.com/union/
parent/.  Statements will not be mailed. Tuition is charged 
to your account on the 5th of the preceding month; i.e., 
online statements for October can be viewed on Sept. 5th 
and due in full on Sept 15. Tuition fees are always due in 
full on the15th of the preceding month.
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All online payments must be made through the 
EZChildTrack Parent Portal. 

All fees must be paid online using EZChildTrack, or by 
dropping your payment - check or money order only - 
payable to Union Public Schools in the deposit drop box 
on the east side of the Education Service Center (ESC) at 
8506 E. 61st St. Please secure your payment in a sealed 
envelope labeled EDP with your name, phone #, account 
#, child’s name and school site.  Payments placed in drop 
box by 7:30 AM will allow a child to attend afternoon 
EDP (this does not apply to newly enrolled students). 
Payments made through US mail (not recommended) 
and bank bill pay must be received by the 15th of the 
preceding month to avoid late payment fees. Parent 
access to the ESC is very limited and is by appointment 
only due to COVID 19 restrictions. School sites cannot 
accept payments. Autopayments can be set up by visiting, 
https://www.ezchildtrack.com/union/parent/, please 
note, autopayment settings are the responsibility of the 
account holder and will not be edited or cancelled by The 
District.  

Late Payment Fees: A late payment fee of $10/child will 
be assessed to any account not paid by the 15th of the 
month, no exceptions.

Suspensions: Payments must be made by the 15th of 
the month. Please be prompt with your payment. All 
accounts not paid in full by the dates on the EDP Payment 
Schedule (including late payment fees, late pick up fees 
and finder’s fees) will result in immediate suspension 
from EDP on the date listed on the Payment Schedule 
(i.e., Oct. tuition & any fees incurred in Sept. that were not 
paid by Oct. 4th).  On the suspension date, if your account 
remains unpaid, your child will not be allowed to attend 
morning EDP &/or will be sent to the school office after 
school for you to pick them up.  It is your responsibility 
to pay your bill and keep your child enrolled in EDP.  
Payments must be received by 5:00 P.M. in the ESC drop 
box or online by 11:59 P.M. the day before suspensions to 
attend AM EDP. Payments made online by 1:00 P.M. or in 
the drop box by 7:30 A.M. may attend PM EDP (but not 
AM EDP).  Please note:  billing does not stop and credits 
are not given on suspensions.

Insufficient Check: Insufficient checks will be assessed 
a $15 charge per offense.  After two insufficient check 
offenses, the account will be placed on a money order or 
credit card basis only.

Chargeback Fee: Any credit card chargeback fees will be 
assessed a $25.00 fee per occurrence.

Late Pick Up Fees: A late fee of $5 will be charged for 
pickups after 6:00 P.M.  Beginning at 6:05, an additional 
$1.00 per minute will be charged if a parent/guardian 
is delayed in picking up a child.  Multiple late pickup 
charges may result in suspension from the program.  NO 
EXCEPTIONS!

Please Note: Be aware of the time we close - 6:00 p.m. If 
you have not picked up your child by 6:30 p.m. or sent 
an authorized person to do so, we will make every effort 
to contact a person designated as an emergency contact. 

If we are unsuccessful, we will have no alternative other 
than to contact the police department to handle the matter. 
 
Withdrawals/Changes: Charges do not stop until the 
completed withdrawal form is received in the EDP 
General Billing Office.  If parent/guardians wish to 
withdraw from the program, they must submit the 
proper withdrawal form 15 days in advance.  Changes 
to the program session must be made at least 24 hours 
prior to effective date of the change.  Proper forms can be 
obtained from the Extended Day Supervisor at your site 
or the EDP General Billing Office, or online at https://
www.unionps.org/EDP.  Students with a suspended 
account and balance remaining for more than 30 days 
will be immediately withdrawn from the program. 
Students withdrawn from the program must pay the non-
refundable $25 registration fee each time they re-enroll, 
no exceptions.  

Finder's Fee: Parents are required to notify EDP staff 
by telephone call (no texting) or email to site supervisor 
if their child will be absent.  If a phone message is left, 
the EDP supervisor is required by DHS to call you back 
to confirm that you called.  A $10 Finder's Fee will be 
applied each time EDP staff has to locate a student!

DHS Subsidy: Account Holders with DHS subsidy are 
responsible for swiping their child in and out of EDP each 
day. If a swipe is missed, The District will not be paid 
by DHS. As a result, the daily rate will be posted to the 
child’s account and will become the responsibility of the 
account holder. All late fees and suspensions rules will 
apply to any past due accounts. 
There are no same day enrollments!  A child may attend 
EDP the day following enrollment and payment of all 
fees.

For questions regarding this financial agreement, please 
contact our financial department at unionezchildtrack@
unionps.org or call 918-357-6086. For questions related 
to enrollment and other Extended Day Program details, 
please call 918-357-6030. 

EDP Extreme Weather Policy
Extended Day will not be in session if school is cancelled 
due to inclement weather conditions.  The condition 
of the roads on the Union Public School bus routes 
determines whether school will be in session.  The bus 
routes throughout the school district are checked by 
transportation personnel in the early evening (before 
10:00 p.m.) and early morning (before 6:00 a.m.).  Local 
television and radio stations are notified only if school is 
to be cancelled.  Parents may also check the Union Public 
Schools website at www.unionps.org for information.

EDP Behavior Expectations
Behavior expectations are the same as those used during 
the school day.
1.  Stay with your EDP Supervisor or EDP Assistant.
2.  Use inside voices while in the building.
3.  Physical education equipment and activities are limited 
     to the gym and playground.
4.  Respect the rights of others.
5.  Put away games, activities, and toys at the end of your 
     session.
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6.  Roll call is a quiet time.  Listen when your EDP Supervisor     
    or Assistant is talking.
7.  If masks are required at any point in the school year, 
    students and parents must always wear a mask, unless 
    eating or drinking.
8.  Follow all behavior guidelines.

EDP Behavior Management & Guidance
Discipline is required to be constructive and educational, 
as well as appropriate to the child’s age and circumstances.  
Positive discipline methods are used by staff.  Harsh 
or physical discipline is never used.  DHS behavior and 
guidance policies will be adhered to at all times.
Simple issues will be addressed by redirecting a child to 
another area or activity.  If that does not work, the problem 
will be discussed with the child and a verbal redirection 
or warning and/or an alternative activity will be given to 
the child.  Most issues are dealt with in this manner, with a 
successful outcome for both child and staff.  
Serious issued will be written up for parents and child to 
discuss with staff and sign.  After three write-ups, a child 
will be suspended for three days.  If the problems are not 
resolved the child will be permanently suspended from the 
program, including camps.

See EDP Handbook for the full Behavior
Management and Guidance policies.  

EDP reserves the right to dismiss any child if the EDP 
Coordinator and staff determine that the program cannot 
meet the needs of the child and/or the EDP staff cannot 
guarantee the child’s safety.  Failure to comply with any 
of the terms of the parent contract may also result in 
termination from the program and all camps.

EDP Camps
The Extended Day Program Camps are offered throughout 
the school year. Camps offer a variety of exciting activities 
for your children when alternative educational child care 
is needed and school is not in session. Camp hours are 
6:45 a.m. - 6:00 p.m. (unless otherwise specified). Camp 
locations rotate at elementary sites throughout the district. 
The camps are typically available during: fall break, spring 
break (M-Th Only), and 8-9 weeks of summer break. Camps 
are not offered on snow days or on any major holiday. 
(Camp availability is subject to change without notice).  A 
list of camps and the locations of camps for the school year 
will be provided each school year.

EDP Camp Enrollment
Camp is processed by a separate online enrollment that is 
available approximately three weeks prior to the camp date.  
A camp flyer is distributed to each elementary school EDP 
site and is available during regular EDP hours. Information 
is also available on the school website.

Additional EDP Information
• Transportation is the responsibility of the parent/

guardian.
• The Union Public Schools dress code will be followed.
• Additional information is available in the EDP 

Handbook.
• EDP Location: EDP is assigned to a specific building 

area in each school.  Please check with school office 
personnel for the designated area.

• Website – Additional information can be found on 
the Union Public Schools website, www.unionps.org, 

under Parents/Students tab and then Extended Day 
Program tab.

• Contacts for Extended Day Program and Camps:
EDP/Community Education Manager

  Lorrie Field (918) 357-6024, 
EDP Office Secretary (918) 357-6030, 

EDP General Billing Office (918) 357-6086.
Food Services:
1. For the 2022-2023 school year, USDA will continue to 

allow schools to provide free meals to all students. A 
la carte items will still be available to purchase daily. 
Schools can accept either a daily cash payment or a 
pre-paid dollar amount for a la carte items.

2. Even though all will receive free meals, families are 
still highly encouraged to continue filling out the Free 
& Reduced Meal Application per household online 
through the district’s website at www.unionps.org 
and going to Departments> Support Services> Child 
Nutrition> Free/Reduced Meal Application. This is 
important for many reasons:

• Provides district with significant federal funding 
for schools

• Families may qualify to receive other benefits 
including direct PEBT benefits from the 
Department of Human Services

3. For parents visiting their child during lunch, adult 
meals can be purchased: $2.00 for breakfast and $4.15 
for lunch

4. Union Public Schools is excited to offer MySchoolBucks 
online payment service for meals! This service offers 
a quick, easy, and safe way to add money to your 
student’s meal account using a credit/debit card. 
MySchoolBucks provides

• Convenience- Available 24/7 on the web or with 
the Mobile App for your iPhone, Android or 
Windows phone! 

• Efficiency- Make payment for all your students, 
even if they attend different schools within the 
district. Eliminate the need for your students to 
take money to school. 

• Control- Set low balance alerts, view account 
activity, recurring/automatic payments, check 
balances, and more! 

• Security- MySchoolBucks adheres to the highest 
security standards, including PCI (MasterCard 
Payment Card Industry standard) and CISP (Visa 
Cardholder Information Security Program).

• A program/convenience fee will be charged per 
transaction (approximately $1.95).

• To locate and utilize MySchoolBucks, you will 
need to go to Union Public Schools website, 
www.unionps.org, and go to Departments > 
Support Services > Child Nutrition> Online 
Payments or go to www.MySchoolBucks.com 
directly.

5.  Several advantages of pre-payment are:
• Students may pay for an entire month or an 

entire semester.
• Money is deposited in each child’s lunch 

account.
• The child no longer needs to carry money to 

school on a daily basis risking the possibility of 
losing it. 
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Gifted/Talented Education:
Union Public Schools meets the needs of identified 
students at each elementary school through the services 
and consultation of an Enrichment Specialist. Districtwide 
identification procedures are used to identify students 
needing services, and appropriate activities are planned 
at the students’ schools. For the district’s policy regarding 
gifted/talented education, see Board Policy #5503.   

Health Services:
1. Each school has a nurse on duty during school hours 

to handle accidents and illness, administer medication, 
and monitor contagious conditions.

2. Schools do not have facilities to take care of children who 
are ill for an extended period of time.

3. If a child becomes ill at school, a parent or parent 
designee must come to school to pick up the child.  
Photo ID will be required to release the child.

4. Children who are ill may not return to school  
until their temperature has remained normal (below  
100°) for 24 hours without fever-reducing agents.

5. Every effort should be made to give children  
their medication at home to avoid disruption of  
the educational process. The school does not  
stock any medications for student use.  It is the parent’s 
responsibility to supply any medication they want 
their child to receive and to complete the necessary 
forms for medication administration.

6. If a child requires medication during the school  
day, a Parental Authorization Form must be   
completed and accompany all medications sent  
to school.  Medications given on a daily basis for  
longer than two weeks will also require written   
consent from a physician.

Medications must be in the original containers   
with dosage and prescribing directions in place. 
Over-the-counter medications must have directions 
specifying a children’s dosage.  Over-the counter 
medications without directions for children will 
not be administered without a written order from a 
licensed physician.  

Parental authorization must include the following 
information:
  A.  Name of child to receive medication.
  B.  Name of medication.
  C.  Dosage and any special instructions.
  D.  Date(s) and time(s) medication is to be 
   administered.
  E.  Signature of legal guardian.

7. Nurses monitor contagious conditions and ensure 
compliance with Board Policy #5015 (located in 
the back of this handbook). Common conditions 
requiring exclusion from school include:

• Temperature of 100° or greater
• Vomiting and/or diarrhea
• Purulent drainage from the eyes
• Purulent drainage from the ears, nose, or mouth
• Purulent drainage from a wound
• Uncontrollable coughing

• Head lice
• Scabies
• Undiagnosed symptoms that could possibly   

be contagious
*Before returning to school, the student may be required to 
present a certificate from a health care provider verifying 
the student is no longer contagious.

Vision Services:
Good vision is essential to your child’s learning. It is 
mandated by Oklahoma state law that the parent or 
guardian of each student enrolled in kindergarten at 
a public school in this state shall provide certification 
to school personnel that the student passed a vision 
screening within the previous twelve (12) months or 
during the school year.  Students enrolled in first or 
third grade at a public school in this state shall provide, 
within thirty (30) days of the beginning of the school year, 
certification to school personnel that the student passed a 
vision screening within the previous twelve (12) months.  

Annual vision screenings will be provided through the 
office of your school nurse.  

A vision screening does not substitute for a comprehensive 
eye examination by an eye care practitioner.  If you have 
any concerns about your child’s vision, contact an eye 
care practitioner about an eye examination.

Multi age/Looping/Single-Grade Classrooms:
Union’s elementary program offers a variety of 
educational opportunities designed to meet individual 
student needs.

Primary Multi age Program - Union’s Primary Multi age 
Program is an option available to first and second grade 
students and is designed to give every child opportunities 
for success on his or her own path of growth.  A multi age 
classroom consists of a mixed-age group of children who 
stay with the same teacher for more than one year.  

The children, teacher, and parents become a unique 
“family” of learners as the students progress through 
skills as quickly as their development will allow.  
Those needing more time to master skills can do so 
without “being held back.”  High achieving students also 
do well in this setting, often achieving above their grade 
level in course work. 

Multi age - the practice of blending two or more grades 
with the same teachers for more than one year. Students 
are placed in flexible groups according to need, ability, 
and interest. Older children improve leadership skills.  
Children collaborate and form stable relationships over 
the course of their two-year journey. Strong student-
teacher-parent relationships are promoted.

Looping - the practice of a group of students staying with 
the same teachers for more than one year. All students are 
at the same grade level. Children collaborate and form 
stable relationships over the course of their two-year 
journey. Strong student-teacher-parent relationships are 
promoted.
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Single-Grade Classrooms - These classrooms are self-
contained. All students are at the same grade level. They 
follow a grade level core curriculum through a blend 
of teacher and student-centered instruction. Students 
experience the consistency of one primary classroom 
teacher.

PTA:
Each elementary school has an active Parent-Teacher 
Association.  The PTA sponsors many activities and adds 
to the total school program.  Information regarding the 
PTA may be obtained by contacting the school office.

School Policies
Included at the back of the handbook are all Board of 
Education policies pertaining to students. Parents and 
students are encouraged to read these carefully.

Special Services:
The Union Public School District makes every effort to 
locate, evaluate and to educate, in the least restrictive 
environment, all special needs children, ages three 
through 21, under the provisions of the Individuals 
with Disabilities Education Act of 1997, Americans 
with Disabilities Act of 1990 and Section 504 of the 
Rehabilitation Act of 1973. 
This notice is a Child Find project to make patrons 
aware of the availability of special education and related 
services for students with disabilities. Programs  and 
services are provided for eligible students in the areas 
of specific learning disability, deaf/hearing impairment, 
visual impairment, orthopedic impairment, other health 
impairment, multiple disabilities, mental retardation, 
speech or language impairment, emotional disturbance, 
traumatic brain injury, and autism. If you have or know 
of a child who may have a significant disability which 
adversely affects educational performance, please contact 
the Special Services office at the Education Service Center, 
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Department of Transportation

Bus Rider Guidelines

A Guide for Students and Parents
2022-2023

 Susan Pettit ..................................................... Director of Transportation
 

30th edition, 2022-2023 School Year

NOTICE
Safety is the overriding concern in all transportation policies and procedures.  

The rules and procedures outlined are intended as guidelines and may be amended or altered
as needed to assure the safety of all students riding Union Public Schools buses.

Parents Wanted as Union Bus Drivers
Driving a school bus may be the perfect opportunity for you as a Union parent to assist the district 
and earn some money in the process.  A typical schedule includes two hours in the morning and 
two in the afternoon, leaving plenty of time to spend with your children.  Besides the hourly pay, 
we offer a Student Ride program, which allows our bus drivers to take their children with them on 
their routes.  If you are interested in becoming a driver, please apply at www.unionps.org or apply 
at the Union Education Service Center, 8506 E. 61st Street, between 8:00 a.m. and 5:00 p.m. Monday 
through Friday.
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From the Director

Dear Parents of Union Schools Students:

Union is pleased to provide the Union Public Schools 
Bus Rider’s Guidelines for students and parents. This 
handbook contains information about bus service, 
student behavior, safety and disciplinary guidelines, and 
other pertinent information. Although it is not possible to 
include all policies, practices, and procedures concerning 
school transportation, this handbook does provide as 
much information as necessary to give you and your 
children a better understanding of the district’s bus 
service and the importance of bus rider safety and good 
behavior.

You should be pleased to know that school buses are still 
one of the safest forms of transportation. Despite this, 
there are steps that can be taken to make the ride to and 
from school even safer.  

It is the district’s goal to provide the safest transportation 
possible.  One way we attempt to reach this goal is by 
providing training for our drivers, including initial 
training for new drivers and continuing in-service 
training.

All school bus drivers in the state of Oklahoma must be 
certified to drive by the State Department of Education. 
To obtain this certification, a driver must attend a 25-hour 
training course and successfully complete all written and 
driving examinations. The Union district also provides 
additional training of up to 40 hours each year.

Even though we emphasize bus safety and careful 
driving to our drivers, they cannot consistently drive the 
bus safely without the cooperation of the students. Bus 
safety is not just the driver’s responsibility but also the 
responsibility of all students who ride the bus as well.  
Distractions such as student misbehavior can divert the 
driver’s attention from the road and jeopardize the safety 
of all passengers.

We will be counting on your help to instruct your child 
and reinforce the need to follow the bus driver’s directions 
and obey bus rules.

We hope you will find this handbook informative, and we 
wish your child a safe, happy and educational year.

Sincerely,
Susan Pettit, Director of Transportation

Parents Responsibilities:
The task of transporting students safely and efficiently can 
only be successfully accomplished with the cooperation 
and help of parents, who are encouraged to reinforce 
safety guidelines with their children.  All of these policies 
are designed to help insure a safe and pleasant ride for all 
students.  Knowledge and support by parents concerning 
student responsibilities and disciplinary guidelines will 
help the children retain their privilege of riding a school 
bus. 

Listed below are responsibilities parents should assume 
in order to reach the goal of a safe ride for everyone: 
1. Make sure your children are at the bus stop five 

minutes before scheduled bus arrival.  Be sure they 
dress appropriately for the weather since they may 
have to wait in the rain or cold.

2. Supervise your children to, from, and at the bus stop 
for their safety and protection.

3. Equip your children with backpacks or book bags  
which free their hands for balance and holding onto 
the bus handrail.  As a safety precaution, be sure your 
child’s backpacks, clothing, or other items do not 
have long straps or drawstrings.

4. Teach your children the rules for safe bus riding.
5. Teach your children their address, phone number, 

and bus number.
6. Report illegal and/or unsafe school bus driving to 

the transportation department.     
7. Assume responsibility for the behavior of your 

children while riding the bus and at the bus stop. 
If bus riding privileges are revoked, parents must 
provide transportation to and from school until 
privileges are reinstated.

8. All motorists should know and obey the Oklahoma   
school bus stop law: O.S. 47, Section 11-705.
A. The driver of a vehicle meeting or overtaking a  
 school bus that is stopped to take on or 
 discharge school children, and on which the 
 red loading signals are in operation, is to stop 
 his vehicle before it reaches the school bus 
 and not proceed until the loading signals are 
 deactivated and then proceed past such school 
 bus at a speed which is reasonable and with due 
 caution for the safety of such school children 
 and other occupants.
B.  If the driver of a school bus witnesses a 
 violation of the provisions of sub-section (A) of 
 this section, he shall report the violation, the 
 vehicle color, license tag number, and the time 
 and place such violation occurred to the law 
 enforcement authorities. The law enforcement 
 authority shall issue a letter of warning on the 
 alleged violation to the person in whose name 
 the vehicle is registered.

Student’s Responsibilities:
Before Bus Arrives
1. Arrive at the bus stop five minutes before the bus is 

due.  Dress appropriately for the weather.  You may 
have to wait in the rain or cold.

2. Wait for the bus at least ten feet back from the 
roadway and wait until the bus comes to a complete 
stop before approaching.

3. Form a single line and enter the bus in an orderly 
manner(with no pushing or shoving).

4. Have your bus badge ready to scan. Put your 
backpack on backwards or have your lanyard ready.

When Entering the Bus
1. When entering bus, always use the handrail.
2. Scan your bus badge as you enter the bus.
3. Once you have entered the bus, find a seat quickly.
4. Carry belongings in a backpack or book bag and if 
something falls under or around the bus, tell the driver. 
NEVER TRY TO PICK IT UP YOURSELF!
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While on the Bus
1. All rules for the classroom apply to the bus. No loud 

talking or yelling is permitted.
2. Always cooperate with the bus driver and other 

school officials.
3. Remain seated facing forward at all times, do not 

change seats, and keep feet out of the aisle. Bus seats 
are designed to protect you in an accident and can 
only do so if you are sitting properly.

4. Do not be destructive. Throwing objects on or off the 
bus is strictly prohibited.  Students and their parents 
may be held responsible for damage to the bus or 
property outside the bus.  

5. Harmful items, such as drugs, vaping, tobacco, 
alcohol, knives, weapons, etc., are strictly prohibited.

6. Be courteous to your bus driver and fellow passengers. 
Use no profane language or gestures.

7. Help keep the bus clean.
8. Keep all parts of the body inside the bus at all times.
9. No food or beverages of any kind are permitted.  

Lunches may be taken to school if kept inside a lunch 
box or in a backpack/book bag.

10. Only those items that can be safely held in your lap 
or stored under the seat will be permitted on the bus.  
Musical instruments are subject to this requirement.

11. Remain absolutely quiet when the bus is approaching 
and stopped at railroad crossings.

When Leaving the Bus
1. Exit the bus in an orderly manner (no pushing or 

shoving).
2. Scan your bus badge as you exit the bus
3. If you must cross the street, walk away from the  

bus and forward about 12 feet until you can see the 
driver’s face.  Cross only after the driver motions for 
you to cross.  Check traffic as you cross the street. 
Never cross behind the bus.

4. If something falls under or near the bus, tell the 
driver. NEVER PICK IT UP YOURSELF! 

5. Move about six feet away from the bus and stay away 
from the wheels. Do not attempt to grab any part of 
the bus or run after it.

6. Never attempt to crawl under the bus for any reason.
7. Go directly home after leaving the bus, do not return 

to it for any reason.

Eligibility to Ride a Bus:
Students in grades K-12 who legally reside within the 
boundaries of the school district and live more than one 
and one-half miles from the school are eligible for bus 
service.

Parents are responsible for providing transportation for 
students who are on intra-district transfer or in the Pre-K 
program. 

Students must ride the same bus every day. Bus routes 
are developed based on the number of students living 
in a specific area and on counts of students who have 
previously ridden the bus from that area.  If students 
who do not live in the area ride, the result may be over-
crowding of a bus.  For safety reasons, students are 
required to use the same bus stop in the morning and 
afternoon, every day.  A student should not be let off at 
a different stop without a bus pass issued by the school 

office.
Riding a Different Bus:
The primary purpose of Union Schools bus service 
is transportation for eligible students to and from 
home. Therefore, students are expected to ride their 
neighborhood bus each day to and from school and get 
on and off at the designated stop closest to their home.

Students who wish to ride a bus other than their 
neighborhood bus, must obtain a pass by sending an 
email to buspass@unionps.org describing the reason, bus 
number, and student information for approval. No bus 
pass will be issued by the Transportation Department 
without 72 hours prior notice.

Students who are new to a bus route and who intend 
to ride that bus continually should obtain a bus pass 
from the principal who will indicate on the pass that the 
student will ride that bus on a regular basis. This will 
notify the driver that the student is a permanent addition 
to the bus and avoid confusion the first time the student 
attempts to ride the bus.

Field Trips and Activity Trips:
Transportation is also provided, when feasible, to 
transport students attending various academic or 
competitive events. Students riding the bus on field trips 
or activity trips are expected to follow the same rules 
which apply to students riding buses to and from school 
on a daily basis. 

Activity trip transportation is provided only for students, 
teachers, coaches, and parent sponsors.  Parents (and pre-
school children) wishing to participate in activity trips 
must provide their own transportation.

Disciplinary Guidelines
A student’s behavior on the bus directly impacts the 
safety of all other students on the bus. To safely transport 
students, the bus driver must be able to concentrate on 
driving the bus without distractions from students who 
are misbehaving; therefore, unacceptable behavior by 
students will not be tolerated and will ultimately result in 
loss of bus-riding privileges. 

Parents are requested to instruct their children in 
appropriate bus behavior and tolerance. Please help 
reinforce the authority of the bus driver just as you would 
a teacher’s authority in the classroom.

Drivers are trained to recognize and deal appropriately 
with misbehavior.   Many times, the best way to keep 
children out of trouble is to separate them from other 
children who cause trouble or cause them to act out. For 
this reason, the bus driver’s first level of disciplinary 
action is to assign a seat. Parents or the child may request 
an assigned seat to keep the student out of trouble.

Generally, but not in all cases, the bus driver may take 
the following approach in handling many bus discipline 
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problems:
Disciplinary Guidelines (cont.):

First Offense - Verbal warning or correction by 
driver. Documentation of the drivers’ steps will be 
sent to school principal. 

Second Offense - Assigned seat and an unsafe 
conduct report is sent to the school principal.

Third Offense - Parent contacted by phone or mail.  
Unsafe conduct report will be sent to the school 
principal. The third offense may result in a loss of bus 
privileges. 

Fourth Offense - Unsafe conduct report will be sent 
to the school principal or assistant principal which 
may result in loss of bus privileges.       

**If student behavior has not changed after these steps, 
student may lose bus privileges for the remainder of the 
school year.

The consumption of food and or drinks is not permitted 
on school buses.  Failure to comply may result in loss of 
bus riding privileges for three days or more.

Students who severely misbehave, directly jeopardize the 
safe operation of the school bus, or directly challenge the 
authority of, or make disrespectful comments or actions 
toward the bus driver or other school official will lose 
their riding privilege without receiving warnings! A 
partial list of severe violations includes, but is not limited 
to: vandalism, fighting, gang-related involvement, 
failure to cooperate with driver or other official, abusive 
or defiant language, threats, gestures, written words or 
pictures directed toward driver or other official, and the 
possession or use of tobacco, drugs, alcohol, or weapons of 
any kind.  Severe violations may also result in immediate 
disciplinary action up to and including school suspension 
and/or legal action.

Emergencies:
In the event of an emergency on the school bus, students 
must always cooperate with the bus driver.  Students 
should remember to remain calm and be quiet so they can 
hear the driver’s instructions.  This is especially critical 
if it becomes necessary to evacuate the bus due to an 
immediate hazardous condition.

Snow and Weather Emergencies:
There is always the possibility during the winter months 
that inclement weather may hinder transportation 
services.  Even rain often causes delays in bus schedules.  
Parents should remind students on days when there is 
snow or ice and school is in session, that buses will often 
run late.

School Closing:
To determine if school has been dismissed parents and 
students may listen to the radio or watch the T.V.   Listed 
are a few of the stations that generally receive school 
cancellation information before 6:00 a.m.

FM 102.3/AM 740- KRMG, TV 6 - KOTV, TV 2 - KJRH,
TV 8 - KTUL, TV 23 - KOKI

In addition, parents may receive a recorded message 
concerning school closings, or may check the district’s 
social media and website at www.unionps.org.

Late Buses:
Despite everyone’s best efforts to keep the buses on time, 
it is inevitable that buses will sometimes be late.  Route 
sheets distributed at the beginning of each school year list 
estimated pick-up times at each bus stop.  As the school 
year proceeds, passengers will get a more realistic idea of 
when the bus will actually arrive.

Sometimes unforeseen situations occur that prohibit the 
bus from being on time, such as a mechanical breakdown 
or traffic congestion due to an accident or inclement 
weather. When these situations occur, the transportation 
department makes every effort to get a bus back on 
schedule; however, it is not always possible.  Each bus 
will go by all bus stops, regardless of how late the bus is 
running.

Parents are encouraged to wait with their children at 
the bus stops.  Parents who cannot stay at the bus stop 
with their children should have contingency plans with 
neighbors and with their children on what to do if the bus 
is late or if the child should miss the bus.  

Lost and Found:
Items left on the school bus will generally be kept on 
the bus by the driver for one day and then turned in to 
the respective school and placed in the school’s lost and 
found area.

Students should ask their bus driver if the lost item was 
retrieved.  Drivers are to check the bus between each 
load; however, they are unable to prevent forgotten items 
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from being removed by other students on the same run.
Compliments & Complaints:

About Bus Drivers/Bus Service
Patrons and parents are encouraged to recognize bus 
drivers when a compliment is deserved.  This can be 
accomplished by writing a letter to the Transportation 
Director at Union Public Schools, 8506 E 61st. Street, 
Tulsa, OK 74133 or by calling the Dispatcher at (918) 
357-7063 between the hours of 8:00 a.m. and 5:00 p.m.  
Parents and patrons may also call the same number with 
problems and concerns.

Concerning Student Behavior
Parents and students should report problems with 
other students on the bus to the bus driver.  Please do 
not distract the driver while children are loading or 
unloading, and keep conversation with the driver to a 
minimum.

Other children are waiting for the bus at the next stop 
and extended conversation with the driver may cause 
other traffic to be delayed and/or cause an accident.  The 
transportation office welcomes meetings and conferences 
between parents and drivers and will assist in resolving 
any problems the driver is unable to resolve.

Bus Stops:
All bus stops must meet State of Oklahoma safety 
standards.

The transportation department will accept requests for 
bus stop location changes; however, before a stop will 
be changed, the following factors will be taken into 
consideration.

1. Is the stop location safe?
2. When possible, stops will be located at a public 

place such as a park or at the residence of a 
student who rides the bus.

3. Stops will be as centrally located as possible for 
the  neighborhood being served and in such 
a manner that the average walking distance is 
approximately the same as the average walking 
distance for all other children districtwide.

A stop change, addition, or deletion will not be 
considered if the result of the change and how it affects 
the students is not consistent with the type of bus stop 
all other students in the district must use.  The goal is to 
allocate the available bus stops to all students as fairly as 
possible, serving all neighborhoods equally.

While attempts are made to locate stops where children 
may find shelter from the weather, it is not always 
possible to do so.  Students should dress appropriately 
and be prepared to wait in the rain or cold for an 
extended period.

A student’s behavior at a bus stop prior to the arrival of 
the bus is the responsibility of the parent.  Destruction 
of property and/or vandalism at a bus stop by a student 
is a civil matter and will be handled by the police.  
Continued destruction of property or harassment of 
property owners will result in the stop being moved to 
another, perhaps inconvenient, location or elimination of 
the stop.  Misbehavior at the bus stop may result in loss 
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HOW TO BOARD THE BUS SAFELY
WHEN CROSSING THE STREET

HOW TO CROSS ROAD SAFELY
WHEN LEAVING THE BUS

ALWAYS try to be at your bus stop 5 
minutes before the bus arrives.

1. STAY
on your side of the street, far 

away from traffic.

2. WAIT
In a single line for bus to stop and 

for driver’s signal to cross.

3. CHECK
traffic in both directions

4. CROSS
walk directly across, about 15 feet in 

front of the bumper

1. WALK
away from the bus and about 15 

feet along the side of the road 
until you can see the driver‘s face.

2. STOP AND WAIT
for driver to signal you 

across the roadway. 3. CHECK
the traffic in both directions--if you see a 
vehicle that has not stopped, go back to 

the bus immediately.

4. WALK
quickly across if all vehicles 

have stopped.

GO directly home.
Do not come back to the bus.

5. BOARD
the bus immediately.
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