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INTRODUCTION

This handbook is designed to outline our general policies, practices and requirements for
maintaining a SAFE and efficient transportation system. USD 377 will continue to upgrade
policies, procedures and requirements; therefore, some items herein are subject to
change. All individuals affected will be notified in writing of changes in district policy.

The transportation of students to and from school is a necessary part of a sound educational
program. Competent and professional school bus drivers and uniformity in operation of buses must
be realized if a SAFE, efficient and economical transportation program is to be maintained. Driving
a vehicle the size of a school bus is an extremely difficult task, involving knowledge, visual skills,
sound judgment, and accurate responses. All of these skills are on public display daily.

You, the school bus driver, are a very important person with a very responsible part to play in our
educational system. In many instances, you will be the first representative of the school system to
meet the children in the morning, and the last to see them at night. While the children are on the
bus, their SAFETY is in your hands.

You, the school bus driver, are responsible for efficient and economical operation of the school bus,
for the SAFETY of passengers and the vehicle, and for good order and discipline; in short, for
operating an orderly, pleasant, SAFE school bus.

Perhaps in no other area of educational operations does a local board of education or school
administrative staff accept more responsibility for student life and welfare than during the mass
movement of children in school transportation vehicles on the public highways, streets and roads.
As a member of the “SAFETY TEAM”, it is essential to constantly strive to improve operational
safety and efficiency.

Loyalty and dedication to one’s employer are job requirements, wherever one is employed. We are
all engaged in work affecting the safety and welfare of children. It is important that all of us work
closely together toward the accomplishment of that goal. Driving a school bus is an honored and
highly responsible profession. We should, at all times, exert every effort toward upgrading this
professional image.

Please remember that you are a vital part of the largest and SAFEST transportation system in the
world; that of transporting America’s most precious resource to and from school daily --SAFELY.

Have a Great School Year!

Dr. Andrew K Gaddis, Superintendent
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BUS DRIVER’S MOTTO
“SAFETY IS OUR BUSINESS”

CODE OF ETHICS:
School Bus Drivers who are in close contact with children should be persons whose

conduct is beyond reproach and who sincerely believe in setting a high moral standard at
all times.

School Bus Driver’s Core Beliefs
I am proud to be a bus driver for Atchison County Community Schools.

I am dedicated to providing high quality service and safe transport of every child and adult
that rides my bus.

I shall be a person of integrity, who practices desirable personal habits, and uses clean
speech; to the end that others may follow my example.

I will be generous in my praise; just in my criticism; endeavor to improve and not destroy.
Promote safety and courtesy in my relations with pupils, teachers, parents and others.
Be a resourceful person who leads in finding better ways of doing a job, helping others

where possible.
Associate myself with other transportation employees for the purpose of finding ways to

improve our jobs by discussing our problems.
I will deal patiently and respectfully with the children and young people so that when firm

discipline is required they will respect my position as a bus driver.
I am a professional.

Bus Driver Expectations

Reliability and dependability,

Initiative, leadership, and self-reliance,

Ability to get along with other people, especially pupils and fellow drivers,

Freedom from use of undesirable language,

Neat and clean appearance, and

Honesty.

At all times drivers shall conduct themselves in such a manner as to exercise a good
influence over pupils.
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Article I Employment

A. General Information

1. The use of tobacco, in any form, is forbidden while on the bus, any other school district vehicle,
in any building or on any ground that is property of USD 377.

2. Drivers will comply with all pupil transportation laws, regulations and standards as published by
their state, district and contract.

3. Drivers will comply with all rules of safety as prescribed by the district, the transportation
director, or transportation department.

4. It is understood that the school district has the right to request the removal of a driver from a
run or from employment if the driver has not met the requirements of state law. Transportation
employees are employed on an “at will” basis regardless of the length of service and may be
dismissed/terminated at any time with or without cause.

B. Bus Driver Qualifications 91-38-6

Driver's licensing and age requirements. Each person employed by a school district or by a
school bus contractor who, at any time, will provide student transportation, shall be licensed in
accordance with K.S.A. 8-243b and amendments thereto, or the appropriate licensing statutes of
the person's state of residence. Each person also shall meet the requirements listed below:

● Bus drivers must be at least 21 years of age.
● Bus drivers must have a safe driving record in accordance with state law and district

requirements (K.S.A. 74-2012).
● Bus drivers must have at least one year's experience in operating a motor vehicle.
● Bus drivers must successfully complete a 1st Aid/CPR course, approved by the state

department of education, before being allowed to transport students.
● Bus drivers must successfully complete a vehicle accident prevention course approved by the

state department of education, before the first day the driver transports students (refresher
course every 3 years). Experienced drivers needing re-certification shall complete an approved
accident prevention course every three years or attend an annual workshop that has been
approved by the Kansas State Department of Education. [K.A.R. 91-38-6 (e)(2)(A)(B)].
Documentation of this training shall be maintained in the driver’s file for the duration of their
employment, and for a minimum of two years after their termination.

● Bus drivers must pass a physical examination at least every two years after the date of the
initial physical examination; and at any time requested by the driver's employer, the school
transportation director, or the state department of education. Drivers could be asked to submit
to a physical anytime their supervisor deems it necessary to insure safety of riders. No one with
a history of heart disease or heart surgery that is likely to interfere with safe driving may drive a
school bus. An electrocardiogram may be required to insure the health of the driver. DOT
physical card must be kept in possession anytime you are driving.

● A tuberculosis skin test is required by all district employees prior to regular interaction with
students.
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● Bus drivers must pass a drug/alcohol test upon initial hiring and then will be included in the
alcohol and drug testing program required for drivers holding commercial driver's licenses.
(Authorized by and implementing K.S.A. 8-2009; effective July 1, 2000; amended March 28,
2003.)

● SUBSTITUTE DRIVERS: Substitute school bus drivers shall complete the same training
requirements as regular route drivers, except that substitute drivers are allowed up to 30 days
following employment to complete all of the first aid/CPR and defensive driving course
requirements. [K.A.R. 91-38-6 (f)(1)].

● EMERGENCY SITUATIONS: Any person who holds a valid commercial driver's license may
operate a school bus in an emergency situation. For purposes of this paragraph, an
"emergency situation" means a situation in which no qualified driver or substitute driver is
available. A specific driver shall not drive as an emergency driver for more than five days
during a school year.

● APPLICANT’S WRITTEN STATEMENT: All school transportation provider applicants are
required to sign a statement as to whether or not they have been convicted of any felony
involving another person or any crime involving a child or any major traffic violations. The
prospective driver shall also sign a statement authorizing the prospective employer to obtain
his/her driving record for review. [K.A.R. 91-38-6 (b)(1), (2), and (4)].

C. Responsibilities

All bus drivers/attendants are held responsible for the operation of their assigned bus in a safe and
proper manner, obeying all state and local laws as well as safety policies of the Atchison County
Community School District #377.

DRIVERS TRAININGS: The transportation director is required to conduct at least 10 safety
trainings per year for all school transportation providers. All regular school bus drivers, substitute
drivers, and activity bus drivers are to attend, as well as drivers of passenger vehicles, if that is part
of their primary job responsibilities. If a new driver is hired during the school year, he/she is
required to attend training following the date of hiring. The director must keep an agenda of the
meeting and record of attendance for these meetings on file for a period of two years. [K.A.R.
91-38-3(c)(1) and (2)].

Periodic meetings will be scheduled to aid bus drivers in their jobs. Lessons will be presented on
safety equipment, driving practices, student conduct, etc. Sufficient time notification will be given to
all drivers. Drivers must attend all meetings called by the Transportation Director or
Superintendent. All substitute bus drivers are required to attend these meetings also. In general,
meetings will be scheduled the 1st Wednesday of each month.

LUBRICATION, MAINTENANCE, AND REPAIR RECORDS: The transportation director shall be
responsible for all maintenance and repair records for vehicles used for student transportation.
These records must be kept for as long as the school owns the vehicle, and for at least two years
after the vehicle is sold or traded. [K.A.R. 91-38-3 (d)(1) and (2)].

LICENSE: Upon employment, all applicants must release information so that a driver’s license
check may be performed (KAR 74-2012). It shall be the responsibility of all school bus drivers to
register with the superintendent annually the validity of license certification by the Kansas
Department of Revenue. If a school bus driver’s license is suspended or revoked at any time, the
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suspension or revocation shall be reported to the superintendent and the employee shall
immediately cease driving a school bus.

DRUG / ALCOHOL TESTING: It is the policy of USD 377 that all applicants, for safety sensitive
positions, who receive a conditional offer of employment submit to a drug test to document they are
drug free. Refusal to comply with this requirement will be considered the equivalent of receiving a
confirmed “positive” result for employment and disqualification purposes. Any applicant who
receives a confirmed “positive” drug screen result will have the offer of employment withdrawn and
will be subject to disqualification from other application for school district employment for a period
of two (2) years from the effective date of the disqualification action.

PROFESSIONALISM: School bus driving demands a stable and positive mental attitude. Bus
drivers should: (a) possess mature judgment, (b) be alert and safety-minded at all times, (c) be
patient and courteous, (d) be calm under stress, (e) have an even temperament, and (f) be able to
control children and retain their respect.

BUS ASSIGNMENTS AND RIDERS: School bus driving requires all drivers to devote their full
attention to the safe operation of the bus. Therefore, children of the driver not enrolled in school
and other patrons shall not be permitted to ride the buses without permission of the
Superintendent.

D. Termination of Employment

A bus driver contract is subject to the terms and provisions of the Kansas Cash Basis Law, K.A.R.
10-1101 et seq., and the Kansas Budget Law, K.A.R. 79-2925 et seq., and amendments thereof or
supplements thereto respectively. It is further understood and agreed to by and between the parties
that a bus driver contract is an employment at will contract which may be terminated by either party
after giving TWO weeks written notice of termination to the other party, and that no oral statements
or statements in the employee handbook are intended to create a right to continuing employment.

E. Driver’s Duties K.A.R. 91-38-7, 9

1) DAILY INSPECTION: Drivers of school vehicles must inspect the vehicles before use to
make sure it is in safe operating condition and all equipment is in place and in working
order. Inspections shall be documented and kept on file for a minimum of one year. Drivers
must also walk through a school bus or activity bus and visually check to make sure all
passengers are off the bus. Passenger vehicle operators must perform a visual check to
make sure no one is still in the vehicle. [K.A.R. 91-38-7 (a),(c), and (j)].

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

3) Documentation of the inspections of each school vehicle shall be kept on file for a minimum
of one year following the vehicle inspection.

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

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

6) OBSTRUCTIONS: Drivers are responsible to see that the service door, emergency exits,
and aisles are kept free from obstructions (i.e., no coolers, book bags, band instruments,
school projects, sports equipment, etc.) at all times. [K.A.R. 91-38-7 (f)].
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7) Each school transportation provider shall utilize the driver's safety belt at all times while the
vehicle is in motion.

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

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

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

11) ACTIVITY TRIP PROCEDURES: Prior to each activity trip in a school bus or activity bus, a
brief explanation concerning emergency evacuation procedures and location of emergency
exits for the bus being used shall be given. (K.A.R. 91-38-9 (e)].

12) A driver of a school bus or activity bus shall not tow any trailer or other vehicle with the bus.
(Authorized by and implementing K.S.A. 8-2009; effective July 1, 2000 amended March 28,
2003.)

F. Other Duties

● Bus Drivers are required to run their routes on time each day.  The surest way to make
parents upset is for the driver to be off schedule, and particularly to be early. Parents expect
the bus to be at their houses each day at the same time. If early, slow down. If late, do not
speed to make up time.

● Bus Drivers should never pass another school bus waiting in line to load or unload
students.

● Bus Drivers must check their mailbox EVERY DAY.
● It is the duty of each bus driver to keep the transportation director informed of any needed

changes relating to the first pick-up time for each run on their route and to keep the route
updated.

● It is the responsibility of each driver to maintain eligible rider lists, route sheets, and seating
charts on their bus. These items are to be updated monthly or as changes occur.

● STUDENT CONFIDENTIALITY – Discussing student concerns should be in private and
only with designated staff. Do NOT take photographs of students. Do not post pictures,
names, or incidents concerning any student or the transportation of students on any social
media. (Family Education Rights and Privacy Acts of 1974 – The Gossett Law).

● Routes may not be changed without prior approval of the Transportation Director and
Building Principal.

● The bus driver should wear protective rubber gloves when assisting students in matters that
require physical contact.

● The driver will notify the parent/guardian of the pick-up/drop-off location and of the
date/time the student will start on the bus. The driver will also notify the parent/guardian of
any change in time during the school year.

● When the bus arrives at the pick-up point for any student, DO NOT let the student, parent,
or guardian delay your route.
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● If a student cannot be left alone, DO NOT OPEN THE BUS DOOR unless the person listed
on the Transportation Request Form is at the bus door. NO EXCEPTIONS!

● If the Transportation Request Form states that a child is to be left with the parent/guardian,
sibling, or others listed on the form and no one is at the drop-off address at drop-off time -
follow these procedures:

-- Contact Bus Garage/Building Principal/Central Office—requesting assistance.

● At all times the information for students on each route will be kept in 2 binders. 1 binder will
be kept in the transportation office and the other binder will remain on the bus. The bus
must remain locked when the bus not in use f the binder is inside. The following items of
information must be maintained for each run:

(a)   Transportation Supplement

(b) Transportation Route Descriptions

(c) Seating charts

(d) Other student documents

● Drivers are to list their daily route by each student’s name, pick-up time, discharge time,
and destination on the form provided and turned in to the Transportation Director.

● Drivers are to assign each student a seat.  These assignments will be listed in the bus
logbook for “roll call” in the event of an emergency evacuation. This list is to be turned into
the Transportation Director.

● Drivers are to select at least two “older, responsible” students to help with evacuation drills
and to “go for help” in an emergency. These students’ names will be listed in the individual
bus log book and turned in to the Transportation Director.

● Drivers will request written permission from parents or school officials (or verbal approval
from the Building Principal) if a student is to ride another bus not regularly assigned to that
student.

● Unloading points for daily activity routes  will be:
1.Elementary and Junior/Senior High

1. Lancaster City – Lancaster Elementary Building
2. Muscotah City - Center of town

● Bus interior care is the responsibility of each driver. USD 377 takes great pride in the quality
of its bus fleet and expects its drivers to do the same. Drivers will report any and all
vandalism on the bus to the Bus Mechanic/Superintendent.

● Personal use of school vehicles is prohibited. When on activity trips, the driver and bus
is expected to stay at the event or remain with the group. On most trips the bus and
driver is the only source of transportation for the group. The bus is often used as a home
room or for storage of equipment; also, the bus and its safety equipment must be available
for any emergency. In addition, the activity may conclude early because of weather, time
factors, etc. Please cooperate with activity sponsors in this matter.

● Remember, we would not have the job of transporting students if our only responsibility was
simply to drive the bus- our responsibilities include the safety of the passengers, control
and cooperation of the passengers, and to make the trip for all as pleasant and enjoyable
as possible.
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G. Chain of Command—Resolving Problems

1. Employees are to follow the proper “chain of command” by first contacting your immediate
supervisor for resolution of problems.  Exceptions may be made if the supervisor is the
source of the complaint, for example, in a situation involving sexual or racial harassment.
See GAAC and JGEC for details.  If neither of these policies applies, employees shall first
discuss all concerns with their immediate supervisor before taking additional action.

2. In the absence of the immediate supervisor, contact should be made with the appropriate
Administrator for serious situations that cannot wait for the next day for a solution.

3. Any employee may file a complaint with their supervisor concerning a school rule,
regulation, policy or decision that affects the employee. The complaint shall be in
writing-filed within ten (10) days following the event complained of and shall specify the
basis of complaint. The supervisor shall meet with the employee and provide a written
response within ten (10) days. If the employee disagrees with the decision, employee may
appeal to the superintendent. The superintendent’s decision shall be final. Employees
covered by the negotiated agreement shall follow procedures outlined in that document.

ARTICLE II HOURS OF WORK

A. Work Year

The normal work year for school bus drivers shall consist of all days when school is in session
during the regular school year plus one additional day before the school year starts. Bus
drivers may be employed as needed for additional days of work at rates of pay established
elsewhere in this agreement with the approval of the Superintendent of Schools or his designated
representative.

B. Work Day

The requirements of the work of a school bus driver shall determine his/her normal schedule.
Drivers shall be informed of their respective schedules at the time of employment by the Director of
Transportation. The driver shall be informed of any subsequent changes in his/her normal schedule
by the Director of Transportation. Work schedules may be changed by the Director of
Transportation, and such schedules may vary from the normal work schedule.

Reporting Guidelines

Regular Routes - Each route should be a minimum of 3 hours total a day including the bus
inspection.  This includes the time for a pre and post bus check of 1/2 hour per day.

Starting and Ending Time:

● For the drivers who live on their route, time will start at their house.  Those who do not live
on their route would start their time from Effingham or their house, whichever is closer to
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their first pick up.  Time ends when the students are dropped off or you have gassed up
your bus.

● Drivers are to be at the building five minutes before dismissal time at the school they start
at. Ending time is when they return home for those that live on their route and Effingham for
those that do not live on their route, or their home if closer than Effingham.

C. School Cancellations/Closing/Early Dismissal
The Superintendent will consult the Transportation Director, who will have checked with the County
Road Supervisor, regarding road and weather conditions. In case of school cancellation due to bad
weather or other emergency situations, USD #377 announcements will be broadcast on local radio
stations KNZA FM (103.9), Hiawatha; KAIR AM (1470), Atchison, and KAIR FM (93.7), Atchison.

On days of bad weather (snow and ice) buses will start about fifteen minutes early. Students at the
beginning of the route may expect the buses early, middle of the route about on time, and end of
the route may be a little late.

School will not be dismissed because of storms that arise during the school day as long as it is
feasible for students and teachers to remain at school in safety. When adverse weather conditions
exist before school begins, the superintendent will decide if the weather threatens the safety of
students. If school is to be dismissed he will notify the radio/TV stations (WIBW, KNZA, KAIR) and
have a school closing announcement broadcast.

ARTICLE III      ASSIGNMENT OF ROUTES
A. Regular Routes

● All regular routes will be assigned by the Director of Transportation and Superintendent
each year. In the interest of the overall transportation program, route assignments may be
changed at any time it serves the best interests of the students and the district.

● As many buses as possible are to remain in the bus garage daily. The Director of
Transportation will determine which buses will be taken home after the morning routes.
Whenever possible only one bus will go to a particular area to take drivers home and return
them to Effingham for the evening routes.

B. Special Routes

The assignment of special routes (athletic, kindergarten, Vo-Tech, grade, etc.) will be made by the
Director of Transportation. He will take into consideration the following when making the
assignments:

● Economics to the district
● The number of drivers
● Seniority of drivers
● Equal driving time among drivers indicating an interest in these routes.
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● Drivers that volunteer on a regular basis for extra pay routes, will be given first choice for
that route.

● All other drivers will be considered, on a rotation basis, the routes signed up for; and
● Factors such as location, time, etc.
● Rotation of extra pay routes will be limited to drivers who are not assigned a regular extra

pay route. If there are no interested drivers for the rotation, everyone will be considered.
● The best interests of the students and patrons.

C. USD #377 Activity/Field Trip Selection

● Drivers should yearly express  in writing  to the Transportation Director their interest in
driving activity trips.

● At the beginning of each year all interested drivers will meet in person  and select/assign
all known trips. At this meeting a rotation will be developed.

● New trips scheduled  after the yearly meeting, will be assigned by the Transportation
Director on a rotating basis so that all drivers interested in the trips have an opportunity to
drive an equal number of trips by year’s end.

● All other activities not on the established list will be presented individually as they are
scheduled to each driver in the continued rotation as a selection.

● If a driver refuses or passes a picked or selected trip, that driver will have to wait for the
next rotation.

● If the trip is refused, that driver will have to wait for the next rotation.
● One trip for one trip trades are allowed but must be communicated to the transportation

director.  One trip may not be given to another driver once assigned.

D. Field / Day Trips

● USD #377 staff members meeting all regular operator bus driving qualifications may drive
their own field trips providing they receive prior approval from the Transportation Director.

● USD #377/Keystone Learning Services staff will not be reimbursed for driving their own
trips while on contract for the other duties with the district or special education coop.

E. 5:15 Route Selection
1. 5:15 Routes are independent of the regular daily routes. The number of 5:15 routes will be

three (3), i.e., the three (3) general areas of the district with three (3) drivers.
2. Assignment of 5:15 routes will be done by the Transportation Director on a volunteer

rotation basis.
3. Salary for driving 5:15 routes will be determined by the Board of Education at the

beginning of each school year.
4. Guidelines:

a. Bus departure times for 5:15 routes: Leave at 5:15 p.m.
b. No 5:15 routes if school is not in session.
c. No 5:15 routes if school is dismissed early.
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ARTICLE IV OTHER

A. Mechanical Difficulties

If a driver experiences mechanical problems with a bus, the driver should inform the Bus
Mechanic (see telephone listing) so that assistance can be arranged as soon as possible.
Drivers should leave their RADIO on for communication with the Bus Mechanic.

B. Towing Buses

A bus mired in a snow bank or stuck in the mud may be towed only if the motor is running
so that the brakes and steering are operative. Under NO circumstances should a driver
permit his/her bus to be towed with the motor not running. This is for short distances and a
slow speed ONLY. Students should remain on the bus unless there is the danger of the
bus turning over, fire, etc. All other towing will be approved by the Bus Mechanic.

C. Two-Way Radio Procedure and Telephone List

1. Proper communication is necessary in order to provide safe and efficient bus
service for the District. The District is licensed and controlled by the Federal
Communications Commission and radios are to be used for official business only.
The following will be the radio procedure for USD 377.

2. Use the bus number and base number for all communications; make statements
brief and to the point; and, limit personal conversation to a minimum. Avoid using
personal names on the radio system.

3. Appropriate tone and positive communications should be used at all times while on
school radios.

D. Training of Drivers

1. All new drivers are to receive a minimum of 12 hours of instruction.
2. All 12 of the bus driving instructional hours will be given by experienced drivers.
3. All school bus drivers must have a current Commercial Drivers License and the

“S” and “P” endorsements on their license.
4. USD 377 will reimburse drivers the expense of the district requirements for the CDL.
5. All school bus drivers must satisfactorily complete all required training programs

of the district as determined by the Superintendent of Schools.
6. Newly employed school bus drivers must complete and pass a Medic First Aid

Course and the Defensive Driving Course of the National Safety Council or the
Driver Improvement Program of the American Automobile Association.

7. Experienced school bus drivers must complete and pass the Medic First Aid
Course on an annual basis.
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8. Experienced school bus drivers must also complete and pass the Defensive
Driving Course of the National Safety Council every three years or the Driver
Improvement Program of the American Automobile Association.

ARTICLE V TRANSPORTING STUDENTS

A. Student Transportation and Discipline On The Bus

USD#377 Board Of Education Policy states that bus transportation shall be provided to and from
school for those students who qualify. Transportation will be provided by the district for all school
activities. Transportation may be denied to students who are detained after school for disciplinary
reasons. All rules shall be published in the student handbook.

B. School Transportation

Students who use school-provided transportation shall be under the jurisdiction of the vehicle driver
while in the vehicle. Students shall be subject to the district’s student behavior code and other
regulations developed by the superintendent and approved by the board.

Bus drivers shall report violations of the rules to the building principal who may discipline students.
The principal may suspend or revoke the transportation privilege of a student who violates any rule
or regulation.

When the district provides transportation to an activity, participating students are prohibited from
driving personal automobiles to and from district-sponsored activities held during or after the school
day, unless special permission has been granted by a building principal or the superintendent.

C. Activity/Field Trip Rules Between Driver and Sponsor

1. District STUDENT/PASSENGER CONDUCT RULES will be enforced.
2. The Driver is by law in charge of the school bus and its passengers; however, when an

activity sponsor is riding with his/her students, they are expected to help the driver with any
problems.

3. Food and Drink are not allowed on the bus; however, on some activities, time, location, etc.,
may demand an alternative. Activity sponsors should coordinate any changes with the bus
driver before giving students permission to alter this rule.

4. Trash is not to be left on the bus. Sponsors should advise their students of this rule.
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Bus Discipline Procedures

All referrals should be made in writing and submitted to
the building principal(s) & Transportation Director

Best effort should be made to report the incident

AS SOON AS POSSIBLE

1st Offense/1st referral to office

- Driver calls parents about the offense by the student.

- Documentation should be given to the transportation director and
building principal.

- A building administrator will be responsible for contacting
parents after the 1st offense.

2nd Offense / 2nd referral to office - 1 day off of bus

3rd Offense / 3rd referral to office - 3 days off of bus

4th Offense / 4th referral to office - 5 days off of bus

5th Offense / 5th referral to office - loss of bus
privilege

Students who are continually disruptive may lose bus
privileges indefinitely. Severe cases will result in the loss of
riding privileges with no warning--weapons, fighting,
swearing at the driver.
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APPENDIX A BOARD POLICIES

BOARD POLICY GAOB - Drug Free Schools

The unlawful possession, use, sale or distribution of illicit drugs and alcohol by school employees
on school premises or as a part of any school activity is prohibited.

Employee Conduct

As a condition of continued employment in the district, all employees shall abide by the terms of
this policy. Employees shall not unlawfully manufacture, distribute, dispense, possess or use illicit
drugs, controlled substances, or alcoholic beverages on district property or at any school activity.
Compliance with the terms of this policy is mandatory. Employees who are found violating the
terms of this policy will be reported to the appropriate law enforcement officers. Additionally, an
employee who violates the terms of this policy may be subject to any or all of the following
sanctions:

1. Short term suspension with pay;
2. Short term suspension without pay;
3. Long term suspension without pay;
4. Required participation in a drug and alcohol education, treatment, counseling, or

rehabilitation program.
5. Termination or dismissal from employment.

Prior to applying sanctions under this policy, employees will be afforded due process rights to
which they are entitled under their contracts or the provisions of Kansas law. Nothing in this policy
is intended to diminish the right of the district to take any other disciplinary action which is provided
for in district policies or the negotiated agreement. This policy is not intended to change any right,
duty or responsibilities in the current negotiated agreement.

If it is agreed that an employee shall enter into and complete a drug education or rehabilitation
program, the cost of such program will be borne by the employee. Drug and alcohol counseling
and rehabilitation programs are available for employees of the district. A list of available programs
along with names and addresses of contact persons for the program is on file with the board clerk.

Employees are responsible for contacting the directors of the programs to determine the cost and
length of the program, and for enrolling in the programs.

GAOC Use of Tobacco Products and Electronic Cigarettes
The use of tobacco products in any form and/or of any nicotine delivery device is prohibited for staff
members on any school owned or operated property; in other district facilities; and in school
vehicles.
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For the purposes of this policy, “nicotine delivery device” means any device that can be used to
deliver nicotine to the person inhaling from the device. Such definition shall include, but may not
be limited to, any electronic cigarette, cigar, cigarillo, pipe, or personal vaporizer.

BOARD POLICY EDAA - Safety

Every school vehicle driver shall have authority and responsibility for the passengers riding
in school vehicles. Students or other persons riding school buses who violate district bus
passenger rules will be reported to the proper administrative official. Violations of these rules may
result in disciplinary action by school officials.

APPENDIX B -  KNOW THE LAW

KANSAS SCHOOL TRANSPORTATION REGULATIONS STANDARDS AND STATUTES

(Gold State Handbook)

Kansas Statutes Annotated:
General Limitations and Requirements: 91-38-2
Driver Qualifications and Responsibilities: 91-38-6
Loading & Unloading Procedures 91-38-8
Emergency Procedures: 91-38-9
Passenger Conduct: KAR 72-8302 (c) & (d)
School Vehicle Definitions 8-1437-8-1461

91‑38‑2. General Limitations and Requirements
A. No governing body shall have a school bus in service after July 1, 1992, unless the school

bus was manufactured after April 1, 1977, and either is no more than 20 years old or has
been modified to meet current standards. Each school bus shall meet the standards
specified by law and this article.

B. The owner's name shall be displayed on each side of any school bus.
C. Activity buses, as defined in K.A.R. 91-38-1(a), shall not be utilized to provide student

transportation to and from school.
D. Each school bus, activity bus, and school passenger vehicle shall be equipped with a

two-way communication system.
E. Each school bus shall contain the following emergency supplies:

a) At least one 2A-10BC fire extinguisher;
b) At least one readily identifiable first aid kit in a removable, waterproof, and dustproof

container;
c) At least one readily identifiable body fluid clean-up kit, in a removable, waterproof,

and dustproof container;
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d) A minimum of three triangle reflector warning devices, securely stored but in an
accessible location. The first aid kit, body fluid clean-up kit, and fire extinguisher
shall be mounted in full view and readily accessible to the driver.

e) Each governing body shall assure that occupant restraint systems are provided for,
and utilized by, all occupants of school passenger vehicles. When providing
transportation for infants and preschool children, age and size appropriate child
safety restraining systems shall be utilized, in accordance with the provisions of
K.S.A. 8‑1344, and amendments thereto.

(Authorized by K.S.A. Supp. 8‑2009; implementing K.S.A. Supp. 8‑2009, 8‑2009a; effective July
1, 2000; amended March 28, 2003.)

91-38-6 (a) Driver’s Licensing and Age Requirements
Each person employed by a school district or by a school bus contractor who, at any time, will
provide student transportation shall be licensed in accordance with K.S.A. 8-234b and
amendments thereto, or the appropriate licensing statutes of the person’s state of residence. Each
person also shall meet the requirements listed below:

(1) Each driver of a school bus or activity bus with a gross weight of over 26,000 pounds shall
maintain a commercial class A or B driver’s license, with passenger endorsement.

(2) Each driver of a school bus or activity bus that has a gross weight of 26,000 pounds or less and
is designed for transporting 16 passengers or more shall maintain a commercial class A, B, or C
driver’s license, with passenger endorsement.

(3) Each driver of a school passenger vehicle or a school bus or activity bus that has a gross
weight of 26,000 pounds or less and is designed to transport fewer than 16 passengers shall
maintain an appropriate non commercial operator’s license.

(4) Each driver’s license shall be valid within the driver’s state of residence.

(5) Each driver of an activity bus shall be 21 years of age or older.

(b) Criminal and driving records.

(1) Each prospective school transportation provider or other school employee who may transport
students shall be required to sign a statement indicating whether that individual has been convicted
within the past 10 years in any state or federal court of any felony involving another person or any
crime involving a child.

A person who has been convicted of such a crime within the past 10 years shall not be
employed, re-employed, or retained as an employee to provide student transportation.

(2) Each prospective driver shall be required to sign a statement indicating whether, within the past
10 years, that individual has been convicted in any state of any major traffic violations indicated in
subsection (c) of this regulation.
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(3) For purposes of this regulation, a conviction means entering a plea of guilty or nolo contendre,
a finding of guilty by a court or jury, or forfeiture of bond.

(4) Each prospective school transportation provider shall give written authorization to the
prospective employer to obtain the applicant’s driving record through a local law enforcement
agency or the Kansas department of revenue, division of vehicles, in accordance with K.S.A.
74-2012 and amendments thereto.

The authorization also shall allow the prospective employer to obtain the applicant’s driving record
in states other than Kansas through a local law enforcement agency or the appropriate agency of
the other state.

(c) Disqualification from employment.

(1) Except as otherwise provided in paragraph (2) of this subsection, a governing body shall not
employ or retain to transport students any person who discloses or whose driving record indicates
that, within the past 10 years, the person has been convicted of any of the following major traffic
violations: (A) Hit-and-run driving; (B) driving while under the influence of alcohol or drugs; (C)
vehicular homicide; (D) reckless driving; or (E) any offense for which the driver’s license was
suspended or revoked pursuant to K.S.A. 8-254 and 8-255 and amendments thereto.

91-38-8 Loading and Unloading Procedures

Description (a) On routes. (1) Each school bus driver shall activate the alternately flashing
warning lights as required by K.S.A. 8-1556 and amendments thereto, at any time that the loading
or unloading of students occurs on the traveled portion of any roadway. (2) Each governing body
shall adopt procedures for the loading and unloading of students, consistent with the requirements
of this article. The procedures shall include the following: (A) Each school bus driver shall load and
unload students off the roadway whenever adequate space is provided, unless parking the bus off
the roadway would threaten the safety or stability of the bus or safety of the students. (B) Each
school bus driver shall direct students who cross the roadway when loading or unloading from a
school bus to cross only in front of the bus. The driver shall ensure that all traffic has stopped and
shall instruct students to wait for a signal from the driver before crossing the roadway. (C) Students
shall not be required to cross any divided highway, as defined in K.S.A. 8-1414 and amendments
thereto, in order to board the bus or to reach the students’ destination upon unloading from the
bus. (D) When the loading or unloading of students takes place on a roadway, the bus shall stop in
the far right-hand lane of the roadway. (E) Each driver shall ensure that all students who have
unloaded from the bus have moved a safe distance away from the bus before the driver moves the
bus.

(b) At school. (1) Whenever possible, each governing body shall provide bus parking so that the
loading or unloading of students is conducted in an area away from vehicular traffic and off the
roadway. (2) Before each school’s dismissal time, and where adequate space is available, the bus
drivers shall park the buses in single file. (3) If the loading or unloading of students is conducted on
the traveled portion of a roadway, each bus driver shall park the bus on the side of the roadway
nearest to the school, with the entry door opening away from the traveled portion of the roadway.
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Buses shall be parked adjacent to curbing, if present. If there is no curbing, the buses shall be
parked as far to the right of the roadway as possible without threatening the stability of the bus. (4)
Each board shall ensure that there is adult supervision during loading and unloading procedures at
each school building, except at buildings utilized exclusively for senior high school students.

(c) On activity trips. (1) Whenever possible, each bus driver shall park the bus so that the loading
or unloading of students takes place in an area away from other vehicular traffic. (2) The
transportation supervisor shall designate, in advance, stops for the loading and unloading of buses
along each activity trip route. (d) In school passenger vehicles. Each driver of a school passenger
vehicle shall park the vehicle in a location so that students are loaded or unloaded in an area off
the roadway. This regulation shall be effective on and after July 1, 2000. (Authorized by K.S.A.
1998 Supp. 8-2009; implementing K.S.A. 1998 Supp. 8-1556, 8-2009; effective July 1, 2000.)

91-38-9 Emergency Procedures

A. Each governing body shall adopt procedures to be followed by school transportation
providers if confronted with an emergency situation when on the road.

B. Each governing body shall ensure that students who are regularly transported to and from
school in a school bus receive instruction, at least once each semester, about practices and
procedures to follow if an emergency occurs while being transported.

C. EVACUATION DRILLS: Students are also required to practice emergency evacuation of
the school bus at least once each semester. These practice drills must be supervised by the
transportation supervisor or his/her designee. Documentation of the drills shall include the
date, number of student participants, and names of supervisory personnel. The
documentation must be kept on file for at least two years from the date of the drill. (K.A.R.
91-38-9 (c) and (d)].

D. The transportation supervisor shall prepare documentation of each emergency evacuation
drill, including the date of the drill, number of student participants, and the names of the
supervising personnel. This documentation shall be kept on file for at least two years from
the date of the drill.

E. ACTIVITY TRIP PROCEDURES: Prior to each activity trip in a school bus or activity bus, a
brief explanation concerning emergency evacuation procedures and location of emergency
exits for the bus being used shall be given. (K.A.R. 91-38-9 (e)].

NOTE: Federal Highway Standard # 17 recommends that emergency evacuation drills be
conducted within the first five days of school and at least twice each year.

PASSENGER CONDUCT
72-8302. Transportation of pupils; authorization to provide or furnish; required under certain
conditions; suspension or revocation of privilege or entitlement under certain
circumstances; fees, authorization to prescribe and collect, limitations, disposition.

(c) The board of education of every school district is authorized to adopt rules and regulations to
govern the conduct, control and discipline of all pupils while being transported in school buses. The
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board may suspend or revoke the transportation privilege or entitlement of any pupil who violates
any rules and regulations adopted by the board under authority of this subsection.
(d) The board of education of every school district may suspend or revoke the transportation
privilege or entitlement of any pupil who is detained at school at the conclusion of the school day
for violation of any rules and regulations governing pupil conduct or for disobedience of an order of
a teacher or other school authority. Suspension or revocation of the transportation privilege or
entitlement of any pupil specified in this subsection shall be limited to the school day or days on
which the pupil is detained at school. The provisions of this subsection do not apply to any pupil
who has been determined to be an exceptional child, except gifted children, under the provisions of
the special education for exceptional children act.

SCHOOL VEHICLE DEFINITIONS

8-1437. "Motor vehicle" defined. "Motor vehicle" means every vehicle, other than a motorized
bicycle or a motorized wheelchair, which is self-propelled and every vehicle which is propelled by
electric power obtained from overhead trolley wires, but not operated upon rails.

8-1461. "School bus" defined. "School bus" means every motor vehicle defined and designated
as a school bus in subsection (g) (1) of K.S.A. 72-8301.

Recommended Driving Practices from Local, State, and Federal Guidelines
As a school bus driver, you cannot control the driving of another motorist, but you can make sure
that your own procedure is correct. The following are guidelines to assist school bus drivers and
transportation supervisors in establishing a habitual procedure for making stops at both route stops
and railroad grade crossings; and, other safety practices.

A. Stopping at a bus stop
Most fatal accidents and serious injuries involving students being transported to and from school
occur at or near the bus stop, while departing for school or returning to their home. The school bus
driver must use extreme caution when approaching and leaving bus stops and must also make
certain that other motorists are adequately warned of their intentions. Easily the most dangerous
route stop is that location where the school bus stops on the traveled portion of the roadway and
must control traffic. With this in mind, the following recommended procedure is for such a stop:

1. In route loading and unloading should be accomplished at regularly assigned route stops
authorized by the school administration. Bus drivers should not be responsible for
determining stop locations, but they should, however, be trained to detect and report
dangerous situations at stop locations so that corrective measures may be taken by the
administration.

2. When approaching a bus stop, activate the four amber warning lamps at least 200 feet,
but not more than 1000 feet, from the route stop. The precise point where amber lights are
activated depends on the speed limit of the area, visibility restrictions, and conditions of the
road surface. Obviously, the driver must make this judgment, but it is better to take full
advantage of the warning distance to be safe.

21



3. Brake gradually in gear while approaching the stop location, making sure that you apply
enough pressure on the brake pedal to light up the stop lamps. As you are slowing down,
begin to check approaching traffic from both the front and rear of the school bus.

4. When stopped, put the transmission in neutral and set the parking brake. Your bus should
be stopped about six feet from the waiting students, and the students should be instructed
not to move toward the bus until the service door is opened. Check that all traffic has
stopped, both oncoming and following, before opening the service door. Pupils who live on
the opposite side of the roadway should wait on the opposite side until the bus has stopped,
the stop arm extended, the alternating flashing red lamps activated, and they receive the
bus driver’s signal to cross to the bus.

5. Open the service door when you are ready to board the students. This will activate the red
warning lamps, and when it’s safe, beckon those students that must cross the road to move
to the bus. Students should cross at least 10 feet in front of the bus, where the driver can
observe them. Have students go directly to their seats, and, after making sure students are
all properly seated, close the service door.

6. Before continuing on to your next stop, check traffic movement and use your mirrors.
Make sure that there are no late students running to catch the bus, and check again that all
students are seated, and then proceed.

7. The above procedure generally applies when either receiving or discharging students.
When discharging students, the bus driver should require the students to remain in their
seats until he/she is ready to open the service door. The service door is not opened until it
is certain that a safe traffic situation exists. As students depart the school bus and must
cross the road, they should proceed to a point 10 feet in front of the bus and wait for the
driver to signal. As they reach a point in line with the left front fender of the school bus, they
should be instructed to check the traffic situation in both directions, for themselves, before
entering the opposing lane of traffic. It is not good safety education to permit students to
depend entirely upon the bus and the driver for protection.

8. The bus driver should not proceed to the next stop until all discharged students have
reached a point of safety. This means that the driver must account for all students before
putting the bus in motion. If you become distracted briefly when unloading, make a quick
visual count, to assure that no student has returned to the danger zone around the bus.

9. Flashing overhead red and amber warning lamps MAY NOT BE USED at railroad
crossings; or at intersections or other places where traffic is controlled by traffic control
signals or police officers; or in designated school bus loading areas where the bus is
entirely off the roadway. The use of these lights is limited by state law to the operation of
receiving or discharging students on the traveled portion of the roadway.

B. Stopping at a Railroad Crossing
Railroad crossings are one of the greatest hazards to school buses insofar as the possibility of
mass casualties and fatalities are concerned. The words STOP - LOOK - LISTEN cannot be
replaced with any other device to date. K.S.A. 8-1553 requires school buses to stop at every
crossing. It also requires that before crossing at grade any track or tracks of a railroad, school
buses shall stop such vehicle within 50 feet but not less than 15 feet from the nearest rail of such
railroad and while so stopped shall listen and look in both directions along such track for any
approaching train, and for signals including active flashing light signals with or without gates or
bells indicating the approach of a train, and shall not proceed until the driver can do so safely. After
stopping as required and upon proceeding when it is safe to do so, the driver of any vehicle shall
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cross only in such gear of the vehicle that there will be no necessity for manually changing gears
while traversing such crossing and the driver shall not manually shift gears while crossing the track
or tracks.

At crossings, the following tips are offered to assist in making a safe, smooth crossing.
1. When making a stop for a railroad crossing, carefully observe traffic and reduce speed,

far enough in advance of the stop, to avoid trapping other motorists in panic stops or rear
end collisions with the bus. Tap your brakes several times to signal following drivers with
your stop lamps. The four-way hazard lights should be used when stopped at a railroad
crossing in the driving lane.

2. Request silence from your passengers. This is necessary so that you have a minimum
amount of distractions and maximum hearing ability. Turn heaters or fans off if necessary to
reduce noise.

3. Stop in a position that gives a clear view of the tracks in both directions, but not less than
15 feet and more than 50 feet from the nearest rail of the tracks.

4. Place the transmission in neutral, and open the driver’s window and service door for
maximum visibility and audibility. Make sure that you do not activate the flashing signal
lamps when opening the service door (master switch off). Take adequate time to LOOK -
LISTEN for the approach of a train.

5. When it has been determined that no train is approaching, shift the bus into a gear that
will take the bus across the tracks without hesitation. SHIFTING GEARS ON THE TRACKS
IS AGAINST THE LAW. LOOK - LISTEN a second time, close the service door, and
proceed quickly and smoothly. If you so desire, the door may be open as you cross the
tracks, but must be closed quickly thereafter.

6. If a train is approaching, hold the bus in position, with the parking brake employed
depending on the waiting time. At multi-track crossings, the bus should remain stationary
until the second track is entirely visible, and it is determined that a safe crossing maneuver
can be made.

7. At a crossing controlled by alternately flashing red signal lamps or crossing gates, a
driver still must stop. In cases where a train is stopped or a signal is malfunctioning, the bus
may proceed after the driver insures a safe crossing can be made. In a case where
crossing gates malfunction, the bus must remain stationary, and may not proceed under or
around the gates, unless signaled to do so by a law enforcement officer.

8. Remember, after traversing a railroad grade crossing, to immediately cancel the 4-way
hazard lights and make sure that the service door has been closed. Follow the safe driving
procedures at railroad crossings, STOP - LOOK - LISTEN each and every time. For the
state law concerning railroad grade crossings, see K.S.A. 8-1553. Certain other vehicles
are also required to stop at all railroad grade crossings.

C. Keep Eyes Moving
The professional driver not only looks down the roadway, but also glances in the left and right rear
outside mirrors at the roadway behind, looks at the instrument panel gauges to check the bus
operation (especially oil pressure and coolant temperature), and checks the inside passenger
mirror for behavior and safety of the passengers.

D. The parking brake must be set when loading or unloading several passengers as in
pick-up points, school zones, parking lots, bus lot, etc.
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Use of School Passenger Vehicles
Highway Safety Guideline No. 17, dated May 28, 1991, issued by the National Highway Traffic
Safety Administration (NHTSA), recommends transportation of students in school buses.
The following policies apply when utilizing vehicles designed to transport ten or fewer passengers
for school transportation purposes:

1) Any person requesting to drive a school-owned vehicle shall be required to present a valid
driver's license for his/her state of residence and sign a release to allow a driver record
check.

2) Each driver allowed to operate any school passenger vehicle should complete an approved
"accident prevention course" such as the American Automobile Association's Driver
Improvement Program, National Safety Council's Defensive Driving Course, or another
course listed approved in the Kansas Insurance Commissioner's office. Drivers should also
be encouraged to complete an approved first aid and CPR course.

3) Any person authorized to operate school passenger vehicles in the position of a full or
part-time driver shall be included in the school's alcohol and drug testing program.

4) School passenger vehicles should contain emergency equipment similar to that required for
school buses, to include:
a)      First aid kit
b)      Fire extinguisher
c)      Body fluid clean-up kit
d)     Emergency warning triangles
e)      Seat belt cutter.
f)       Other equipment as necessary to ensure safety of all persons traveling in the vehicle.
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