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INTRODUCTION

The transportation of students to and from school is a necessary part of a sound educational program. Competent school bus
drivers and uniformity in operation of buses throughout the State of Kansas must be attained if a safe, efficient, and economical
transportation program is to be realized.  Learning to drive a vehicle the size of a school bus is an extremely difficult task, involving
knowledge of related information, visual skills, judgments, decisions, and accurate responses.  The way in which you learn to
perform this task will have a marked effect on your performance.  Additionally, as an employee of USD 413 you are responsible for
knowing and complying with all board policies as they relate to your job responsibilities and conduct.
(See Board policies for employee and student expectations.)

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

2. You are responsible. Like the captain of a ship, the school bus driver is
responsible for efficient and economical operation, for the safety of passengers
and the vehicle, and for good behavior and discipline, in short, for operating a
“happy, safe school bus”.  The good school bus driver successfully accomplishes
this assignment and is respected and appreciated as a person who is performing
a difficult and necessary service. You’re conduct and attitude has a great impact
on the student’s attitude towards school.

3. You are a member of the “safety team.” Perhaps in no other area of
educational operations does a local board of education or school administrative
staff member accept more responsibility for student’s life and welfare than
during the mass movement of students in school transportation vehicles on the
public highways, streets, and roads of Kansas.  Therefore, as a member of the
“safety team”, it appears essential not only to provide adequate equipment, but
to constantly strive to improve operational safety and efficiency.

TEAMWORK:  A MEMBER OF THE TEAM

The school bus driver should be considered a part of the school’s personnel.  Every bus driver should:

1. Support all school policies.
2. Refrain from repeating information of a personal or confidential nature.
3. Assist in solving such conditions as route overload, routes needing attention,

equipment needing repair, loading stops which need revised and all aspects
of pupil safety which may need attention.

PUBLIC RELATIONS

Public relations is the opinion people have of us as individuals, and of our school system.     .

1. Courtesy. By the way you do your daily job, each driver contributes favorably or unfavorably to USD 413’s
public relations.  The careful, courteous driver makes good impressions.  The careless, thoughtless driver creates harmful
impressions. The school driver that weaves in and out of traffic attracts more attention and more comments than the one
who observes proper lane usage and conforms to speed limits.  One discourteous, irresponsible act reflects an unfavorable
image on other members of the pupil transportation team.     .
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Each driver is important in the public relations picture.  Give thought for a few moments to these facts:

a. Each driver represents his school system before the public.

b. How you act is reflected in public opinion on school matters.

c.            In their daily routes, drivers have more contact with the public than any other school group because:

1. Large numbers of student riders are involved.

2. Large numbers of motorists view the school buses.

d. Observers expect proficient driving and good performance, and are quick to complain if they observe
poor performance.

2. Performance. You should learn to call every student who rides your bus by his/her given name.  Your expression of
interest in each student will assist you in gaining the confidence of your riders.

3. Communications. You should talk to the individual rider, explain requirements to him and secure his cooperation as a
follow-up to group instructions.  This type of communication between driver and passengers should be a constant activity.
Passengers should be assisted to understand and voluntarily follow what is generally considered to be appropriate behavior
on the school bus.

4. Law Enforcement officers. You should consider law enforcement officers part of the “safety team”. Their job, as
well as yours, is to assure safety on the streets and highways. Their authority and experience may be invaluable to you.

5. Attitude. Building desirable public relations is a continuous process. It depends much on the attitude each one brings to
work each day. The driver who is proud of his part will not intentionally hurt his system’s reputation, he will add to it.

.

This sustains public relations- the good opinion of the public and of fellow workers. The term “public relations” is misleading
because it suggests good relations with only the public. But good relations within one’s organization is also essential. Public
relations begin with fellow drivers, teachers, principals, supervisors, the superintendent, and Board of Education members.  An
organization whose employees display friendliness, interest and respect towards each other has mastered good public relations.

YOUR IMAGE

Most drivers do much to promote good relations within the school system, because they prefer working under pleasant conditions.
Test your own contribution by answering these questions:

1. Am I courteous and friendly toward fellow workers?

2. Do I help other drivers in their work?

3. Am I willing to participate in meetings?

4. Do I attend and participate in meetings?

5. Do I seek to improve my skill in driving and managing students?

6. Do I know the principals of the schools I serve?

7. Am I willing to help a principal or teacher who asks my assistance?

8. Do I know the officials of my school system?

9. Am I proud of my record as a school bus driver and of my fellow drivers’ records?

10. Do I cooperate with the transportation supervisor and assist in developing the best possible transportation program?

3



11. Do I drive a school bus:

a. And obey all traffic and safety regulations at all times;

b. In a manner that improves my image and the schools image;

c. To set an excellent example to the students that are passengers in the school bus?

DRIVER REQUIREMENTS

Employment for any position in USD 413, Chanute, Kansas will be based on the applicant’s qualifications for the particular
position in question without regard to race, religion, sex, or national origin.

1. Job Description: Basic duties that all school bus drivers are required to perform are as follows:

a. Operate the vehicle in a safe and efficient manner.

b. Conduct pre-trip and post-trip safety checks of vehicle and its special equipment.

c. Establish and maintain friendly communications with student passengers.

d. Meet emergency situations in accordance with standard operating procedures.\

e. Communicate effectively with school employees and the administration.

f. Maintain friendly, effective contact with the public.

g. Complete required reports and records accurately and in a timely manner.

h. Satisfactorily complete required training programs.

i. Complete and pass an 8-hour American Red Cross, Community First Aid and CPR the first year and a 4-hour
review course the next two years.  Repeat the cycle after the third year.

j. Complete and pass Drivers Improvement Course.  Repeat the course every three years.

k. Complete and pass a physical examination every two years.  After age 65 a physical examination must be taken
every year.

l. Secure a CDL license for driving a school bus from the Department of Revenue, Division of Vehicles.

m. Must obtain “S” and “P” endorsement. “S” for school bus and “P” for passenger endorsement.

n. Consent to district review of driving and criminal record.

o. Consent to requirements of drug and alcohol testing.

4



DRIVER’S RESPONSIBILITY TO STUDENTS

1. The operator of any regular route school bus shall be held responsible for the orderly conduct of the students transported.
Every student must be provided with a seat and each student shall have seat space of at least 13 inches. No students are allowed to
stand in a school bus while it is in motion.

2. No bus operator shall require any student to leave the bus before such student has reached his/her destination.

3. To load and unload students, the school bus shall be driven on  the paved portion of the highway  only when it is not
practical or safe to stop off such parts of the highway. The bus shall be brought to a full stop and shall not be put in motion until
students have been seated , or have cleared the bus when being discharged.

4. Whenever a school bus stops at a point where traffic is not controlled by human flagman or a clearly visible electrical or
mechanical signal to discharge students who must cross the street or highway in front of the bus, the bus shall not be moved from
such point until all passengers have crossed the street or highway.  The operator of the bus shall not permit the students to cross the
street or highway until they may safely do so, and shall if necessary, escort such passengers across the street or highway.

5. The bus driver shall advise passengers to be on the lookout for motor vehicles when crossing the road to or from the bus.

6. Loading: (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.

7. Unloading: The school bus should be driven in the school grounds to discharge students when there is a large safe space
available.  It is permissible to stop the school bus on the paved portion of a roadway to load or unload school students only when it
is not practical or safe to stop off of the highway.

8. Never back a school bus except when no other driving action is possible.

9.            The operator shall let no one, other than school educators and pupils regularly assigned to the bus, ride without a special
permit from the building principal,  the superintendent of schools, or the transportation supervisor.

10. The routes will be established to be efficient for time, mileage, and safety.  Whenever practical, students who load the bus
first in the morning will be unloaded first in the afternoon.

11.         When transporting students, the operator shall not leave the bus.  First attempt to contact the transportation supervisor or
Superintendent’s office or another bus by Commercial Band. If contact cannot be made with anyone by Commercial Band or by
cell phone, send two of the older students or other responsible students to the nearest house to telephone or summon help.  Have
them contact the Superintendent’s office, the transportation supervisor, or the Sheriff’s Office.  The following information should
be given: Sending students off on their own is only done if all else has failed.

The name of the caller, the number, the location, the phone number
where the call is being made and the problem with the bus if known.

If you call for help and for some reason the problem is corrected, alert the individual first contacted that assistance is no longer
needed and do not leave until help arrives.

12. If in your opinion the safety of the students is in jeopardy by remaining and it is inadvisable to wait for help, then you may
leave.

TRANSPORTATION OFFICE 620-432-2570

SUPERINTENDENT’S OFFICE 620-432-2500

DAN MITCHELL 620- 212-4256

DEB FINLEY 620-432-3434

KELLEN ADAMS, SUPERINTENDENT 785-659-8282

EMERGENCY NUMBER 911
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BUS MAINTENANCE AND UPKEEP

Preventive and proper maintenance will provide you with a safer bus with fewer breakdowns.  As the operator of the
vehicle you are the one who knows the condition of your bus best; therefore, it is your responsibility to notify the bus
mechanic or supervisor of any needed repairs.  Routine maintenance such as oil changes and lubrication need to be
completed  as our schedule requires.

Any repair requests should be noted on your daily log sheet.  If the repair is not completed in a timely manner, please
report the needed repair  to your supervisor.

1. Oil should be changed every two thousand (2,000) miles for regular and three thousand (3,000) miles for diesel.
The  oil filter is to be changed at each oil change.

2. Tire service will be provided by Fred’s Tire Service 431-2140.  If on an activity trip and it is not reasonable to
use the local services, then make arrangements to get the service with another business.

3. Drivers are to keep their bus washed and clean.

4. Inside of bus should be clean and free of dust.

5. All buses and vehicles are to fuel from our pumps. Note amount of gallons used on your daily trip sheet or log
the amount  on the clipboard at the office..

6. A credit card will be sent with the driver for Activity Trips.
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DRIVER’S DAILY LOG SHEET

All bus drivers will complete a  daily log sheet. These forms may be obtained from the transportation coordinator’s office. A copy
of this form is on the following page.  The daily log sheet shall be turned in to the transportation supervisor’s office at the end of
each working day.  Also, any repair work needed on your bus, whether major or minor, should be reported on the bottom of this
form.  Any items such as oil or other fluids added need to be noted on log sheet as well.  Make sure to sign off on daily log sheets.

DRIVER’S DAILY LOG
SUPPORT OPERATIONS USD #413

DRIVER’S NAME _______________________________ DATE ________________

BUS/UNIT NUMBER ____________ FUEL TODAY ____________ Gals.

ODOMETER READING _____________________ IN ______________

OUT ____________

ROUTE TRIP MILES TODAY ____________

A.M. PRE-TRIP INSPECTION
(items checked  not o.k.)

1. OIL LEVEL
1. COOLANT LEVEL (check for leaks under vehicle)
2. TIRES
3. LIGHTS (headlamps, clearance, etc.)
4. SAFETY EQUIPMENT (stop arm, 8-ways, mirrors, first aid kit, fire extinguisher, etc.)
5. BRAKE PEDAL & PARKING BRAKE
6. BUS INTERIOR (seats, floor, windows, etc.)
7. OPERATION OF GAUGES (following start up)
8. IS VEHICLE ROADWORTHY FOR NEXT DAY USE? YES ______ NO ______

DRIVER’S SIGNATURE ____________________________________________

POST TRIP INSPECTION
(items checked  need attention before next use)

1. TIRES
1. GAUGES
2. BUS INTERIOR (Inspection during walk-through, no one left on, vandalism)
3. LEAKS UNDER VEHICLE
4. IS VEHICLE ROADWORTHY FOR NEXT DAY USE? YES _____ NO ______

DRIVER’S SIGNATURE _______________________________

REMARKS:
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CLEAN-UP KIT WITH CHLORASORB

PROCEDURE FOR CLEANING ANY CONTAMINATED BODY FLUID SPILL

Assume all spilled blood and body fluids are contaminated and potentially harmful to your health.

1. Practicing good infection control is the key to protecting yourself and others from infectious diseases.  All
personnel should follow these general guidelines when cleaning up body fluids/spills.  Students will be removed from
the area of the spill.

2. Treat all fluids, (blood, mucous, vomit, urine, feces, etc.)  as if it is from an infected individual.

A. Put on disposable gloves.

B. Sprinkle ChloraSorb on spill.  Let it set until all fluid is absorbed.

C. Using the pick-up spatula, scoop the congealed liquid into a plastic bag.

D. Using the hand broom and dustpan, sweep up all traces of the ChloraSorb and soil.  Try not to create dust.

E. Place sweeping into plastic bag.  If soil is from a person suspected of having AIDS, Hepatitis, or any other
infectious disease, the spatula, broom and dustpan must be discarded into the plastic bag.

F. Spray Tor Aerosol on the contaminated area.  Let set for 10 minutes, then wipe with absorbent towel. Place
soiled towel into plastic bag.

G. Secure the opening of the plastic bag with the tie.

H. Remove the disposable gloves and place the gloves and the sealed plastic bag into a second bag.  Secure
with a tie.

I. Wash hands with Cida-Rinse antiseptic alcohol rinse. Allow to air dry.

J. Spray Asepti-Steryl on area to eliminate any lingering odor and as final step in disinfectant.  Allow surface
to air dry.

L. Dispose of plastic bags with soil in accordance with local regulations.

M. After all handling and cleaning has been completed, rise hands with Cida-Rinse.  Allow hands to air dry.

NOTE:  IF THE SOIL IS FROM A PERSON SUSPECTED OF HAVING AIDS, HEPATITIS, OR ANY OTHER
INFECTIOUS DISEASE, THE INCIDENT SHOULD BE REPORTED IMMEDIATELY.
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STATE SAFETY REGULATIONS FOR DRIVERS

1. The operator of school buses shall at all times operate such vehicles in a safe, prudent and careful manner considering the
traffic and other drivers use of the highway.  All requirements of the Kansas vehicle code shall be strictly observed at all times.
At no time shall a school bus be driven over posted speed limit.  Also, school buses being driven on dirt, sand or gravel surfaced
roads shall not exceed 45 miles per hour. When driving on the Kansas Turnpike and interstate highways, the school bus driver
shall comply with the motor traffic rules and regulations.

2. Each school bus operator is responsible for transporting students in a safe school bus.  If an accident occurs or a defect
develops while such bus is in use, the vehicle shall be immediately discontinued from service and emergency arrangements made
by the school bus operator for the safe transportation of the students to their respective destinations.

3. School busses known to be unsafe, or reported as unsafe by the operator shall not be used for transporting students until
examined, and if necessary, repaired and certified by a competent mechanic.

4. When being used for transportation of students, no school bus shall be operated or driven with any carrier, trailer, or other
vehicle attached thereto.  The use of a tractor or any other motor vehicle in combination with a trailer or semi-trailer as a school bus
is prohibited.

5.            Lighting in the interior of each bus may be in operation whenever the headlights are on and there are passengers in the
bus.

6. No person shall be allowed to occupy such a position in a school bus which will interfere with the vision of the operator to
the front, side, or by means of the mirror, to the rear, or interfere with the operation of the bus. Each student must be provided with
a seat.  No students are allowed to stand in a school bus. No jump seats are allowed.

7. The operator shall let no one, other than school educators and students regularly assigned to the bus, ride without a
written permission  from the school authorities.

8. No school bus shall be operated with a clutch disengaged except when coming to stop or with the gears in neutral
except when the bus is not in motion.

9. The use of any tobacco products in a school bus shall be prohibited.  No smoking shall be allowed on a school or activity
bus at any time.

10. No intoxicating liquor or alcoholic beverages shall at any time be carried in a school bus.

11. No animals or pets shall be transported with students.

12. No loaded weapon or any weapon capable of bodily harm of any sort shall be permitted on a school bus.

13. Each school bus shall be inspected daily before use by the operator  to ascertain whether  the windshield is clean and the
light, horn, windshield wipers, heater, defroster and other equipment are in good order.  The operator shall also conduct a brake test
before using the bus for transporting students.

14. No operator of a school bus, unless he is the mechanic charged with the care and the maintenance of the bus, shall make
any repairs to the bus or its equipment.  However, emergency repairs may be made as necessary while on the road.

15. In case of accident or breakdown while the bus is transporting students, the operator shall not leave the bus to go to
telephone or summon  help, but shall send two responsible students to the nearest house for such purposes.

16. No school bus shall stop and pick up or let off passengers except at regular stops, as designated by the governing board or
their agent.

17. No operator of a school bus shall carry on unnecessary conversation while the vehicle is in motion.

18. No person shall drive a bus more than ten (10) consecutive hours or more than an aggregate of ten (10) hours spread over a
period of fifteen (15) consecutive hours.

19. Each school bus shall be thoroughly cleaned after each day’s use or as needed.
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20. No operator shall leave his/her bus while the engine is running, or the brakes are released.

21. Fuel tanks shall be checked before each trip and be kept filled. The fuel tank shall not be filled while engine is running or
when students are inside the bus.

22. The operator shall use extreme caution if there is a bad intersection, sharp curve, narrow bridge, other road hazard or other
danger points on the school bus route.

23. The operator shall drive carefully through fog, ice, snow, mud, etc.  If necessary, reach school a little late, but get there
safely.

24. The operator shall not turn or swerve the bus suddenly, shall go slowly over bumps and rough places and shall avoid jerky
starts and sudden stops.

25. Never back a school bus except when no other driving action is possible.

26. The operator shall always signal to drivers coming up from the rear before stopping, turning, or pulling into the line of
traffic.  Always use signals when pulling from the curb.

27. When stalled on the highway or shoulder of the highway, the operator, as required by law,  shall  place reflector triangles
to the front, rear, and on the roadway side of the bus.     .

28. The operator shall always remember railroad crossings are dangerous; treat them accordingly and listen as well as look for
trains and watch for trains on all sets of tracks. The school bus shall stop within fifty (50) feet but not less than fifteen (15) feet
from the nearest railway crossing.  The only times a driver  would not stop at a railway crossing is when a railway crossing is:

a. Controlled by police officer or human flagman
b. Regulated by traffic control signal
c. Marked with a sign indicating that rail line is abandoned
d. Marked with sign reading “Exempt”
e. Used exclusively for industrial switching purposes.

29. No passengers shall be transported until all discovered bus defects have been corrected.

30. A school bus operator shall use a seat belt when the school bus is in motion.

31. All aisles, doors and emergency exits on school and activity buses being used to transport students shall remain
unobstructed at all times.

32. No commercial advertising is allowed in or on a school bus.

SCHOOL BUS INSPECTION

1. All school buses must be inspected at least once during the school year and receive an official school bus OK sticker.

2. The inspection sticker is to be placed in the lower left corner of the windshield.

3. The Kansas Highway Patrol will inspect all school buses as soon as possible after the school year starts.

BUS DRIVERS TRIP INSPECTION

Safety is the most important reason for you to inspect your vehicle.  Safety for the students, yourself and for other road users.
Federal and state laws require that drivers inspect their vehicles.  Federal and state inspectors may also inspect your vehicles.  If
they judge the vehicle to be unsafe, they will put it “out of service” until it is fixed.  Following are helpful illustrations in
understanding where certain items are located on your bus that need to be checked by driver.
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PRE-TRIP INSPECTION

METHOD OF INSPECTING

You should do a pre-trip inspection the same way each time so you will learn all the steps and be less likely to forget something. A
pre-trip inspection will help you find problems that could cause a crash or breakdown.  Listed below are a few things that need to
be checked daily before you start your route. The illustration following should be a useful guide.

1. Vehicle Overview (damage, leaks)

2. Engine Compartment (oil level, coolant level, belts, wiring, leaks)

3. Start Engine & Inspect Inside of Cab (gauges, wiper/washer, mirrors, emergency equipment)

4. Turn Off Engine and Check Lights (headlamps, clearance, turn signals etc.)

5. Safety Equipment (stop arm, 8-ways, mirrors, etc.)

6. Walkaround Inspection (doors, wheel/tires, suspension, exhaust, fuel, frame/wiring, battery, steering system,
windshield/windows)

5. Test Brake Pedal and Parking Brake

6. Inspect Bus Interior (seats, floor, windows, etc.)

FRONT

Headlights & Signal

Front Suspension Front Suspension
Front Wheel Engine Compartment             Front Wheel
Front Brake Front Brake

Cab/Driver Area Cab/Driver Area
Engine Start

Fuel Tank Area Fuel Tank Area

Passenger Items

Rear Wheels Rear Wheels

Rear Suspension Rear Suspension

Rear Brakes Rear Brakes

Signal, Brake &
Clearance Lights

REAR
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DURING TRIP

For your safety you should:

1. Watch gauges for signs of trouble.

2. Use your senses to check for problems (look, listen, smell, feel)

3. Check critical items when you stop:

*Tires, wheels, and rims
*Brakes
*Lights and reflectors
*Brake and electrical connections

AFTER TRIP INSPECTION AND REPORT

Complete  an after-trip inspection on each vehicle you operated at the end of the trip or the day. It will  include filling out a vehicle
condition report listing any problems you find.  The inspection report helps the motor carrier know when the vehicle needs repairs.
USD 413 requires their drivers to note on the daily trip sheet any problems that need addressed.  Listed below is  the  list of items
we ask each driver to check after each run.  Make sure to sign your daily log at the end of day.  Make sure to sign off on your
Activity Log sheet.  Is the “daily log” and “Activity Log” sheet the same form? If so, combine the last two sentences.

1. Tires
2. Gauges
3. Bus Interior (inspection during walk-thru)
4. Leaks Under Vehicle
5. Is Vehicle Roadworthy for Next Day Use?

OVERVIEW OF VEHICLE - “OUT OF SERVICE”

Out of service indicates that the vehicle is unsafe for road.  Some problems that can take your vehicle “Out of Service” are listed
below.  This is only a partial list.

1. Tire Problems
a. Bad wear.  You need at least 4/32-inch tread depth in every major groove on front tires.  You need 2/32 inch on

other tires. No fabric should show through the tread or sidewall.
b. Cuts or other damage.
c. Tread separation.
d. Dual tires that come in contact with each other or parts of the vehicle.
e. Mismatched size.
f. Cut or cracked valve stems
g. Regrooved, recapped, or retread tires on the front wheels of a bus.

2. Wheel and Rim Problems
a. Damaged rims.
b. Rust around wheel nuts may mean the nuts are loose—check tightness.  After a tire has been changed, stop a

short while later and re-check tightness of nuts.
c. Missing clamps, spacers, studs, or lugs means danger.
d. Mismatched, bent, or cracked lock rigs
e. Wheels or rims that have had welding repairs are not safe.

3. Bad Brake Drums or Shoes
a. Cracked Drums
b. Shoes or pads with oil, grease, or brake fluid on them.
c. Shoes worn dangerously thin, missing, or broken.
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4. Steering System Defects
a. Missing nuts, bolts, cotter keys, or other parts.
b. Bent, loose, or broken parts, such as steering column, steering gear box, or tie rods.
c. Steering wheel play of more than 10 degrees (approximately 2 inches movement at the rim of a 20-inch steering

wheel) can make it hard to steer.

5. Suspension System Defects.  The suspension system holds up the vehicle and its load.  It keeps the axles in place. Therefore,
broken suspension parts can be extremely dangerous.

a. Cracked or broken spring hangers
b. Broken leaves in a multi-leaf spring or leaves that have shifted so they might hit a tire or other part.
c. Leaking shock absorbers
d. Air suspension systems that are damaged and/or leaking
e. Any loose, cracked, broken, or missing frame members.

6. Exhaust System Defects
a. Loose, broken, or missing exhaust pipes, mufflers, tailpipes, or vertical stacks.
b. Loose, broken, or missing mounting brackets, clamps, bolts, or nuts.
c. Exhaust system parts rubbing against fuel system parts, tires, or other moving parts of vehicle.

7. Emergency Equipment
a. Fire extinguisher
b. Spare electrical fuses
c. Warning devices for parked vehicles (example, three reflective triangles).
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School Transportation Emergency Policies and Procedures
USD #413 TRANSPORTATION CRISIS MISSION STATEMENT

The Board and Administration of USD #413 acknowledge the necessity to prepare an Emergency Transportation Plan in the event
that a crisis should occur.  Students, school personnel and transporters of students have a basic need for security and safety.  Any
event which threatens the safety and security shall be considered a crisis.

Policy & Procedures to follow prior to any emergency

1. Each school bus shall carry an up to date roster of passengers, whether it is a daily route or an activity.
2. Each school bus shall carry an up to date contact list for school officials and emergency responders consisting of at least
phone numbers.
3. All students shall participate in a school bus evacuation drill and shall receive instructions in these procedures at least
twice a school year. (make sure this is done twice a year)
4. On activity trips all passengers are advised of:

a. School bus emergency exit locations and their operation.
b. Location of First Aid kit and fire extinguisher.
c. Location and operation of the bus 2-way radio or other communication equipment.

5. Prior to the threat of severe weather, the school bus driver is responsible for:
a. Being thoroughly familiar with all roads adjoining their route in the event they need to seek shelter. For field trips

the driver should have a map, to determine alternate routes to safety.
b. Determining shelter options (buildings, schools, businesses, homes) along various parts of the route should

evacuation be necessary and to the extent practical similar options when on fields trips.

Emergency Procedures for Natural Hazards
Tornado

STEPS OF ACTION:

1. The Superintendent or Director of Transportation or the Building Principal shall have authority over transportation
personnel in determining whether or not transportation vehicles shall leave the attendance center during severe weather alerts.

2. School buses shall not leave on a morning or evening run while a tornado warning is in effect. A “warning” (a tornado has
been detected—take cover) is not to be confused with a “watch” (conditions make a tornado possible).

3. When students are being transported at the time of a tornado warning the driver shall use these alternatives.

a. Report all plans to the transportation headquarters. Keep message clear and precise.

b. If there is a house or building nearby which offers shelter and there is enough time to reach it, move to the
basement of the building away from the south and west walls. Keep away from crumbling walls, chimneys, and
debris that could fall in the basement. If there is no basement in the building, move to an inside room, without
windows, on the lowest floor—like closets or bathrooms. If nothing else is available, use a center hallway. Cover
students with cushions, blankets, or mattresses if possible.

c. Do not use above ground locations for shelter unless it is an approved shelter (e.g. Red Cross, County
Emergency Management, school policy). 

d. Do not use bridges or overpasses for shelters.
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e. If caught in the direct path of a tornado or one is in sight and a pre-identified shelter is not accessible the
school bus driver is to:

● Stop and evacuate the passengers. Students are to take coats but not any other items. Do not attempt to
‘outrun’ the tornado. Do not remain on the bus. Report to the transportation headquarters the bus number
and location if time is available. Remove the first aid kit.

● Seek safety in a below ground level area, such as a ditch, ravine, or depression in a location that is:
o Upwind of the bus.
o Where practical on the side of the road without power lines, utility poles, or trees.

● Instruct passengers to lie flat face first and to protect their head by using a jacket, other clothing, and/or
hands and arms.  Advise passengers to ‘not sneak a peek’ at the tornado.

f. If there is no time to move the students to a ditch, have the students assume the protective position,
remaining in their seats with their heads below the window level. Shut off the vehicle, except for the lights, and get
on the floor away from the door.

After the Emergency:

1. Account for all of the passengers, check for injuries, and provide first aid.  Keep passengers together.

2. Contact transportation headquarters. 432-2570

3. Before leaving a shelter or the immediate area check the sky for a second tornado.

4. Be alert for continued storm activity, down power lines, ruptured gas lines, or structural damage to trees, buildings, roads,
& bridges.

Range Fires/ Smoke over Roadway/Dangerous Fog / Dust Storms
(weather service ‘warning’ means visibility of ½ mile or less and wind speeds of 30 MPH or more)

STEPS OF ACTION:

1. Do not drive through the smoke over the roadway or dust storms.  Do not continue to drive in fog where visibility is less
than a car length for each 10 miles per hour speed. Do not drive into an area with an approaching range fire.

2. Report the situation to the Director of Transportation. If necessary, ask for an alternate route.

3. If the smoke/dust storm/fog cannot be avoided then pull the bus off of the roadway completely, stop, turn on hazard lights
and strobe lights, set the emergency brake, and take your foot off the brake pedal.

4. If you cannot pull off the roadway, proceed at a speed suitable for visibility (4 second rule) use lights and sound the horn.
Look for a safe place to pull off the roadway and then stop.

5. Never stop on the traveled portion of the roadway.

Severe Snow Storms

STEPS OF ACTION:

1. When buses are operating during inclement weather, it is the responsibility of the driver to start the trip with a full tank of
fuel if at all possible.

2. Do not alter routes without authorization of school officials.

3. If the bus should become disabled or stuck the driver should remain outwardly calm.

4. The driver must stay with the bus and keep all the students on the bus.

5. Keep flashing lights activated, use strobe if equipped.
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6. Use radio or phone to report location.

7. WAIT for help.

8. Run the engine intermittently to provide heat. Make sure the exhaust pipe is clear of packed or drifting snow. Open a
window slightly on the side of the bus away from the storm while the engine is running. The exhaust comes out the back of the bus
so do not open the windows behind the rear wheels to help keep fumes out.

9. Keep the dome light on after dark to help indicate the location of the bus for a searching party.
  

Thunderstorms with near Lightning Strikes

Definition: The 30 – 30 rule is when the time after you see a lightning strike and hear the thunder is 30 seconds or less, the
thunderstorm is within 6 miles of you and is dangerous. If out in the open seek shelter immediately. Wait at least 30 minutes after
the last clap of thunder before leaving shelter. If you can hear thunder, you are within striking distance.

STEPS OF ACTION:

1. The school bus is a safe shelter.

2. Instruct the passengers not to touch anything that is metal.

3. If students have to be left off the bus, then park as close to the building’s door as possible.

Thunderstorms with Hail

STEPS OF ACTION:

1. Stop the bus and have passengers move safely away from the windows.

2. If possible, stop at a structure that offers protection from the hail (e.g. underpass).

Flooding

STEPS OF ACTION:

1. Never attempt to drive thru flood waters! If your bus route takes you across small streams and creeks or along a river, you
should obtain a different route from transportation dispatch or return your passengers to their schools or homes.

2. If you cannot see the road, do not drive in the water.

3. Do not enter underpasses that are filling with water.

4. If the water appears to be flowing, do not enter.

5. If water is flooding over or around a bridge, do not cross it.

6. If caught in floodwaters, abandon the bus (evacuate the passengers) and seek higher ground immediately.
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Accident and Emergency Procedures

Bus Accidents Involving Chanute Students or Employees

Duty to give notice:

1. A bus driver shall immediately notify or cause to be notified a duly authorized law enforcement agency, his or her
employer and the Director of Transportation of the school district of any accident resulting in personal injury or property damage in
any of the following circumstances:

a. the bus is involved.
b. a collision between a vehicle and a student crossing a roadway for the purpose of immediately boarding a bus or
immediately after being discharged.
c. students or driver injured inside the bus as a result of acceleration, deceleration, or other movement of the school bus
or while boarding or alighting there from.

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

STEPS OF ACTION:
1. Upon notification of a district transportation accident, the Superintendent or designee will set up a command post at the

Support Operations Office.  The Superintendent or designee will coordinate the response.

2. The Director of Transportation will go to the scene. Upon assessment of the accident, Superintendent will be notified as the
administrator for first response to determine resources needed.

3. In case of injury, the School Nurse and Counselor will respond to the scene.

4. The Assistant Superintendent will respond to the hospital.

5. District personnel may be assigned to assist as needed.

6. Passengers may be released when cleared by the law enforcement officer to authorized medical personnel, a school official, a
parent, or another bus to complete the route.

7. After a district transportation accident has occurred the Director of Transportation or designee will notify the parents of all
students on the bus involved in the accident.

8. The district will complete an investigation.

ROLES: Make sure telephone numbers are up to date
Bus Drivers:
1. Maintain safety of all passengers.

2. Administer emergency first aid to injured passengers.

3. Review/revise passenger list to reflect riders at time of accident including seat placement on the bus at the time of the
accident.

4. Follow predetermined plan to transport injured passengers and/or safe passengers.

5. Contact Director of Transportation.

6. Refer all media to Superintendent’s office.

7. Upon returning to the transportation department, assist in completing all necessary accident reports.

17



Dispatcher:

1. Receives the emergency call from the bus driver and writes down all accident information.

2. Call 9+911 for Police, Ambulance or Fire if needed.

a. Give the location of the accident

b. All known information regarding possible injuries.

3. Contact the:

a. Director of Transportation (432-2570)

b. Superintendent (432-2500)

c. Contact parents of all students on bus involved in accident.

Mechanic:

1. Assist the dispatcher with notifications.

2. Provide another bus and driver if needed.

Director of Transportation:

1. Go to the scene of the accident ASAP—take camera, radio, and cell phone.

2. Assist with first aid.

3. Get a list of all students on board.  Advise dispatch of this list.  Compile a seating chart at the time of the accident.

4. Assist with getting students transported via ambulance or on another bus to their homes.

5. Take pictures of the accident scene.

6. Complete accident report and forward information to insurance carrier.

Phone Numbers:

Emergency 911
Director of Transportation, Dan Mitchell 432-2570 or 212-4256
Superintendent, Kellen Adams 432-2500 or 1-785-650-8282

NOTE: Do not make comments to the press, refer all press/media to the Superintendent at 432-2500.
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Emergencies Needing an Ambulance

STEPS OF ACTION:

1. Contact the bus supervisor by radio.  If the radio cannot be used, contact the law enforcement office by phone, utilizing the
emergency “911” call, then call the supervisor’s office.

2. Give exact location and make sure the receiving party verifies your location.

3. Give a brief description of the emergency (car, accident, burns, etc.). Also give the
number of persons needing the ambulance.

Intruder/Adult Not Approved Attempting to Board the School Bus

DEFINITION: An unscheduled passenger attempting to board the school bus without prior consent from the Director of
Transportation. This may apply to non-custodial parents that are attempting to delay the bus on its route to gain access to a child or
an adult attempting to delay the bus by force to gain access to the driver or a student on board.

STEPS OF ACTION:

1. A car pulls in front of the school bus in an attempt to block the path of the bus:

a. Do not open the door of the school bus.

b.  Make radio contact with base and give your location along with a description of the person(s).

c.  The dispatcher will call 9+911 with the information.

d.  If a weapon(s) is present have the students slide down in the seats below the window line.

e. Keep the students calm and as soon as it is safe to do so, go around the vehicle and proceed with the route.

2. An unidentified adult steps up with the students to the school bus to board.

a. The driver is to ask the adult not to enter the school bus and ask them to contact the transportation
department by   telephone.

b. If the adult refuses the driver is to contact the base by radio giving the location of the bus and a description
(and name if known) of the adult.

ROLES:

Driver: Identify the situation and contact base with clear accurate information. Stay with and protect the students.

Dispatcher: Contact 9+911, Superintendent and the Director of Transportation to relay information as needed.
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Health Emergency on the Bus Route

DEFINITION: Any health issue which would require emergency medical treatment on a school bus.

STEPS OF ACTION:

1. The driver should evaluate the nature of the health emergency.

2. The driver will call or radio central dispatch with the location, the medical information available as well as the name and
school of the student.

3. The driver will perform first aid for the student to the best of their ability.

4. The driver will maintain a radio contact with the dispatcher. The driver can designate a responsible passenger to relay radio
messages.

5. The driver will release the student only to authorized medical personnel, a school official or the parent or guardian.

6. When the driver has completed the run they will fill out a report detailing the incident.

ROLES:
Dispatcher:

1. Clear the air ways of any other radio traffic.

2. Listen to the information given, writing it down as it is given, and contact emergency personnel (9+911) relaying the
information.

3. Contact the Director of Transportation.

4. Contact the parent/guardian of the student.

5. Contact the building principal or administrator.

6. Contact the Superintendent or Assistant Superintendent.

NOTE: Do not make comments to the press, refer all press/media to the Superintendent’s office at 9+432-2500.
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BUS EVACUATION

It is always wise to be prepared for emergencies. It is the driver’s responsibility to see that all your riders are safety off the bus.
Whether on an activity trip or your route, it is recommended that you have an Evacuation Team in place.  On Activity Trips the
sponsor should be informed of the procedures.  Following are the steps to take in setting up an evacuation team.

The Evacuation Team will consist of at least the following:

1. In the case of an emergency when the driver is unable to do so, a passenger should be assigned to set the parking brake,
turn off the engine, turn on overhead flashers and to call in on the radio or other means, and report the incident to the Transportation
Department, in case the driver is unable to do so.

2. A passenger assigned to lead passengers to a safe location at least 100 feet from the bus and for taking the first aid kit
off the bus.

3. Two passengers assigned to stand outside the bus, next to the front door, to help students exit the bus and for taking the fire
extinguisher.

4.   Two passengers assigned to stand outside the bus next to the rear door, to help students exit the bus.

Discuss and demonstrate the following:

1. Location and use of the fire extinguisher.

2. Location of the first aid kit.

3. Location of the warning reflectors.

4. Location and use of all emergency exits.

5. How to shut off the engine and set the parking brake.

6. How to open the service door.

7. Instruct passengers to keep aisles clear at all times and not to block emergency exits.

DRILLS:

1. At least twice during each school year, each student who is transported in a bus shall receive appropriate instruction in safe
riding practices and shall participate in emergency bus evacuation drills. It is essential that two drills be completed each school
year.

2. All bus evacuation drills shall be conducted on school grounds.

3. All bus evacuation drills shall be supervised by the school principal or others appointed by the Director of Transportation
to act in a supervisor capacity.

4. Whenever a bus evacuation drill is conducted, the bus driver shall set the emergency brake, turn the ignition switch off and
take the keys, and put the transmission in gear, if the bus is equipped with a standard transmission.

A bus shall be evacuated at any time it appears the safety of the passengers inside will be jeopardized should they remain
inside.  The following form is to be used in documenting the evacuation drill.
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SCHOOL BUS EVACUATION
DRILL RECORDS

USD # 413

Drill #1 (circle one) Drill #2

Date of Drill: _______________

Bus Number: _______ Bus Driver: ___________________

Exits Used: front rear side
(circle all used)

Number of students: _____________

Full amount of time used (including instructions): ___________

Remarks:

_________________________________________________________________

_________________________________________________________________

Driver’s Signature: ______________________________________

Transportation
Supervisor’s Signature: ___________________________________

Drill Supervisor’s Signature (optional): ______________________
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COMMERCIAL BAND RADIOS

Each school bus in USD 413 has a commercial band radio for communication purposes.  The Support Operations office will have
the base station to receive or transmit to the buses.

This radio is provided for the business of bus transportation and is not to be used for any other purpose other than your function as a
bus driver. It is not to be used for idle chit-chat or for personal calls or activities. It can be used to communicate with other bus
drivers, when necessary, besides the base station.

Following are some procedures and information to help you in the operation of the radio:

1. The base station will be monitored as much as possible between 6:30 AM and 4:30 PM.  Keep the office informed of any
need for help or a delay in the normal routine so that the information can be relayed to the proper place.

2. The identification will be your bus number.  Example: Bus 1 would identify by saying “This is bus 1”.

3. When calling the base station, call “Base 1”.

4. When two units, such as base and a mobile unit, are communicating on the radios, “DO NOT ATTEMPT TO
INTERRUPT!!! Wait until they have completed their conversation and given the clear call, then you may make your call.  Too
many people trying to communicate at the same time will only hamper the conversation.

5. Squelch control when turned down will eliminate the static noise but will cut down on the distance you can transmit and
receive and will make the radio less effective.

DISTRICT CELL PHONE POLICY

As representatives of the school transportation department or team, our number one priority is the safe transportation of students.
We believe it is important to limit the distractions to drivers, and feel that cell phones, as well as other portable electronic devices,
should not be used.  We recognize that cellular phones and other portable electronic devices can play a crucial role in emergency
situations.  However except in emergency situations, cellular phones should be used only when the bus is stopped and in a secure
location.

The following are guidelines to following in the use of cellular phones:

1. Prohibit the use of cellular phones or other portable electronic devices-even those equipped with hands- free devices-while
driving.

2. Ban the use of cellular phones while supervising the loading and unloading of students.

3. Hand free cellular phones may not be worn while driving.

REIMBURSEMENT POLICY
PHYSICAL

• The 1st physical will be paid in full, after insurance company has paid their portion.  (Example:  Physical is $150.00,
Insurance company pays $75.00 & writes off $30.00, you receive $45.00)

• All other physicals will be reimbursed at the maximum rate of $35.00, after insurance company has made payment.
(Example:  Physical is $75.00, Insurance company pays $25.00, you receive $35.00)

In order to receive reimbursement, you need to provide receipt of payment and copy of insurance payment or denial.

MEAL

• Must turn in receipt with Activity Trip log sheet. Receipt must be dated.  To be reimbursed for a breakfast meal you must
depart before normal working hours.
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REPORTING AND LEAVING TIME

When there is an  early dismissal, the drivers will be notified by the proper authority.

Bus drivers will plan their schedules to arrive at the first school at approximately 7:30 AM.  Drivers are to be ready to load the
ALL Students at approximately 2:50 PM.

The principal, teacher aides or school secretary of each building will see that all students riding a bus will be to the bus in plenty of
time so they may depart as early as possible on their evening route.

EMERGENCY PHONE NUMBERS

Dan Mitchell 212-4256
Deb Finley 432-3434
Dan Mitchell 212-4256
Dr. Kellen Adams 1-785-650-8282
Tracy Russell 1-913-731-5012

WRECKER SERVICES

Lilly’s Towing 431-7706

TRANSPORTATION SUPERVISOR’S OFFICE: 432-2570
SUPERINTENDENT’S OFFICE: 432-2500

D I S C I P L I N E

Student discipline is without a doubt the most difficult aspect of a bus driver's many responsibilities. It is difficult, but there are a
number of “do’s” and “don’ts”  that have been proven helpful and if used, make the job easier.
Many times, the person who is in charge contributes to the problem of discipline by not anticipating a situation which is
developing. Like preventive maintenance, preventive discipline prevents more serious problems. The bus driver should eliminate
conditions that may lead to confrontations, and “nip the situation in the bud” before it  becomes serious.

Our policy and procedure in regard to discipline is covered in the following form letter that is sent to all student bus riders and their
parents.  The bottom of the form is to be signed by both parent and student agreeing to abide by said rules.  They are to return the
bottom portion signed to the bus driver on the first morning they begin to ride the bus.

BUS MAY BE EQUIPPED WITH AUDIO/VIDEO SECURITY SURVEILLANCE SYSTEM
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RULES FOR RIDING THE SCHOOL BUS
Rules:
1. Follow directions of bus driver the first time they are given.
2. Stay in your seat.  Keep aisles clear.
3. Keep your hands, feet, arms, and other objects to yourself.
4. No eating or drinking on the bus.
5. Inappropriate language, loud noises and/or lewd gestures are not allowed.

Consequences for violating rules 1-5:
1st Notice-Written Warning, 2nd Notice-Removed for 3-5 Days, 3rd Notice-Off Bus for Remaining of School Year

Rules:
6.    NO fighting with, or harassment of other
7.    Possession or use of drugs, alcohol, or tobacco in any form is NOT allowed.
8.    Possession of firearms, knives and other weapons is NOT allowed.
9.    NO Public display of affection.

Consequences for violating rules 6 -9:
Bus drivers shall file conduct report on all violations of the rules to the building principal or district administrator who shall discipline
students according to board of education policy. Parent/guardian will receive notification for each conduct report filed.

There are of course problems that may arise that are serious enough to forego the first two steps and go immediately to suspension.
It is possible to remove the student from the bus during the trip or not to take him/her the reminder of the trip if he/she is obviously a
threat to the safety of the passengers and/or driver. If the transportation supervisor is dispatched to remove a student from the bus,
then it is an automatic minimum 5 days’ suspension off the bus. The transportation supervisor will take the student home or have
parent/guardian transport and explain what happened on the bus.  A discipline form should be filed with the transportation office by
the bus driver and sent to the parents.

For Grades K-12 the following will be a guideline, but Administration reserves the right to modify consequences based on the
severity of the student’s behavior and the student’s history of bus violations.

If any student receives 3 conduct reports they will be denied bus privileges for the remainder of school year.

My child/children and I have reviewed and understand the Bus Rules for students of USD #413.

Child Signature Child Signature

Parent Signature Date

USD #413 also has a discipline form that is to be filled out for each violation.  A copy will be sent to Building Principle, mailed to
parent and the other will be kept on file in the office of the transportation department. It is very important to fill out these forms!
Documentation of the student’s bus  behavior is required to support your decisions and recommendations and for any
discipline  actions  against the student.  A copy will be sent to building principal.
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USD 413 CHANUTE
BUS CONDUCT NOTICE

Student’s Name_________________________________ Grade________            Date____________

School_______________________________

Dear Parent:  Your child has violated the specific rules of bus safety checked below.  Continued misconduct
could lead to suspension from bus transportation. This signed notice must be returned to the driver before
transportation can be resumed. Parental signature represents receipt of this notice; it does not necessarily
imply that the parent agrees or disagrees with the action taken by school officials.

____ Defiance-refusal to cooperate with driver ____ Rude or discourteous toward driver
____ Obscene & unacceptable language, gestures ____ Refusal to stay seated-turning around in seat

remarks, or signs
____ Excessive talking & unnecessary noise ____ Extending hands, arms, or head out of the
____ Throwing items of any kind in the bus or out windows

of the windows ____ Having or using tobacco/alcohol/ other illicit
____ Scuffling on the bus or at the bus stop substances on bus or at bus stop
____ Tampering with equipment, deliberate vandalism ____ Deliberate delay-loading or unloading

Other_______________________________________________________________________________

_______________________________________________________________________________

______________________________________ ____________

BUS DRIVER’S NAME BUS #

___ 1st Notice Written Warning    ___ 2nd Notice Removed for 3-5 Days    ___ 3rd Notice

____ Written warning to student & parents; parental signature required before student can ride again.
____ Student removed from school bus by the bus driver for ____ days (from_____ to ______)

Parental signature required when student returns to the bus.
____ Student removed from school bus by the principal for ____ days (from______ to ______)

Parental signature required when student returns to the bus.

_______________________________     _______     ______________________________ ______
School Official’s Signature Date Parental/Guardian Signature Date

Dan Mitchell, Transportation Director 432-2570
Deb Finley, Transportation Coordinator 432-2570
Matt Koester, High School Principal 432-2510
Tyler Applegate, Asst. High School Principal 432-2510
Zack Murry, Asst.High School Principal 432-2510
Don Epps, Middle School Principal 432-2520
Chris Shields, Asst. Middle School Principal 432-2520
Eric Hoops, Elementary Principal 432-2530
Brooke Wire, Asst. Elementary Principal 432-2530
Karla Nothern, Asst. Lincoln Pre-School Principal 432-2550

The above are not intended to be all inclusive as there will be other reasons but it covers the most frequent problems that occur.
Always work closely with the director and parents to keep them informed of problems that warrant their attention.  Use the director
and principal to help with student before it goes as far as to need discipline.  Many times, serious problems can be avoided.
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Problems may arise that are serious enough to forego the consequences procedure and go immediately to suspension.   It is possible
to remove the student from the bus during the trip or not have the student complete the remainder of the trip, if there is an obvious
physical threat to the safety of the passengers, student and/or driver.  This will be a very unusual occurrence. In this case, it is
essential that the Director of Transportation is contacted.

Some suggestions for working with students that have proven helpful:

1. Be consistent!  Most important.

2. Don’t take actions or words of students personally.

3. Don’t take disciplinary action when in a state of anger.

4. Have a reason for what you ask the student to do, and when possible take time to explain the reason.

5. Treat the student with respect and do not hold any student up for ridicule.

6. Never give an order that is unreasonable or that you can’t enforce.

7. Remember you are the adult in charge, and you can’t be a pal to students and retain your image as the adult authority.
You can be friendly and helpful, but you are not their buddy.

8. Maintain poise at all times.  Do not lose your temper.

9. Be fair.  Enforce rules, regulations and treat all students the same.

10.         Follow up on all matters of discipline. If you are imposing disciplinary consequences, then carry it out.  If others are to
follow up, see that they have the necessary information as to what action was taken.

11. Listen for suggestions and complaints from students.

When it is necessary to suspend a student from the bus for one day the following procedure MUST be followed:

1. Unless the act is serious enough to result in suspension the first time, then you must have:

a. Worked with the student previously for compliance.

b. Told the parents what the student is doing and requested their help.

c. Kept the building principal informed.

2. Student must be provided  a round trip that day unless he or she is a physical threat to others.

3. Student and parent must be informed of the suspension and the reason for it the day before it is effective.

4. The appropriate building principal and transportation director must be informed of the suspension as soon as possible. Forms
are provided for this to be done in writing.

5. If the action of the student is such that more than a one-day suspension may be warranted, be sure the appropriate building
principal has the necessary information.
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ACTIVITY TRIP INFORMATION
The sponsor of an activity trip shall assume disciplinary responsibility and authority of students on the bus. The driver is the
authority on matters relating to speed, load, route, safety, and driving conditions.  Smoking is also forbidden by state law while
students are on the bus.  The use of any tobacco product is not acceptable on activity trips and is in violation of USD #413 school
policies.  It is the sponsor’s duty to see that the noise level on the bus is kept at a low level so as not to distract the driver. Eating
and drinking on the bus should be discouraged due to the mess that is usually left for the drivers to clean up.  If the sponsor feels it
is absolutely necessary for the students to take sack lunches, this should first be approved by the building principal and the bus
driver. It also should be noted that students are responsible for picking up after themselves but the sponsor has the responsibility of
bus cleanliness after a trip.  Sponsors should inspect the bus with the bus driver prior to student loading and after student unloading.
Any signs of vandalism should be noted and reported at that time.
Bus drivers who drive to special events or field trips are asked to follow these procedures:
1. Drivers shall check bus and selected route.

2. Drivers are allowed 15 minutes before trip and 15 minutes after trip to clean and check bus.

3. Drivers shall receive minimum 1 hour pay for all field or activity trips.

4. Drivers taking activity trips shall clean inside of bus and fuel it up for next day run.

5. Sub drivers shall make sure the bus they drive is full and ready for next day service.

6. Drivers will give safety speech before every Activity/Field Trip.

7. Sponsor will provide the driver with list of students and sponsors

8. Sponsor will sign Verification of Activity Trip sheet that information is correct.

9. Driver will radio Base 1 with number of students and sponsors.

10. Driver of Activity Trip is entitled to a $10.00 meal reimbursement.  To receive reimbursement, you must attach to your
receipt with date, city, and what activity trip you were on to your Activity Log sheet.

11.           Driver should arrive at school about 15 minutes prior to leaving time.

12.          As a general safety rule keep back seat on each side empty, if  possible, on all trips.

13.         Rear dome light is to be on anytime students are being transported while headlights are on.

14.         Mobile telephones are available for most activity trips.

15. Buses are to be locked when not attended.

In case of an accident or break down while on an activity trip the operator shall not leave the bus.  First try to contact someone on
the radio or mobile phone.  If contact cannot be made with anyone, send the sponsor or two of the older students to the nearest
house to telephone or summon help. Have them contact the superintendent or transportation supervisor or the sheriff’s office.

The following information should be given:
The name of the caller, the school district number, the bus number, the location, the phone number where the call is being made and
the problem with the bus, if known.  If you call for help and for some reason the problem is corrected, do not leave until help
arrives or contact is made with the people coming to help.

TRANSPORTATION DIRECTOR OFFICE: 432-2507
Dan Mitchell 212-4256
Deb Finley 432-3434
SUPERINTENDENT OFFICE: 432-2500
Dr. Kellen Adams 785-650-8282
Tracy Russell 913-731-5012
ALL EMERGENCIES 911
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STUDENT BUSING POLICY

Transportation will be provided for all students within Unified School District #413 that live two and one-half (2-1/2) miles or more
from their assigned attendance center.

STUDENT BUSING REGULATIONS

1. Transportation will be provided to elementary students when they are placed by USD 413 in an attendance center other
than the one in which they live.
2. Transportation for Special Education students will be determined on an individual basis.
3. Parent/Student will need to fill out appropriate form for students to ride to/from Designated Bus Stop
4. School bus routes will be established on public roads and highway.  Students may be transported on private roads upon a

signed request of the parents and the following conditions:

A. The house must be at least one-fourth (1/4) of a mile from the public road.
B. The private road must be well maintained.
C. There must be a suitable turn-around for the regular route bus.
D. A release from liability form must be signed.

CHANUTE USD 413
BUS TRANSPORTATION INFORMATION

FOR PARENTS AND STUDENTS

USD 413’s primary concern is the safety and welfare of all students riding our buses.  To achieve this, we must have certain rules
and regulations, as well as the support and cooperation of parents, students, and school personnel.  If you have any concerns about
the safety and welfare of your student on the bus, please contact Charlie McKinney, Director of Support Operations at 432-2570.

The buses will be available to all eligible students including kindergarten who live two and one-half miles from their attendance
center.  Special Education routes will be available as needed and will run to the appropriate attendance center.  In developing the
bus routes, the goal is that   no student should be on the bus   for more than one hour.  There may be times when this is
unavoidable..

Because of safety concerns, state regulations strongly recommend that school buses not be backed up unless it is unavoidable. The
bus driver and/or director will designate pick up points that are the safest and which best serve the efficiency of the bus while
keeping in mind the convenience to students and parents. A safe turnaround must be provided if a student is picked up in a
driveway.

Students wanting to go home with a bus student must inform their driver of their intent.  They will also be required to bring a
parental note for the bus driver indicating parental approval allowing the  student to  accompany another student.  The guest rider
will need to have a note for their school noting the parent request to allow their student to accompany a route student. (Are you
requiring two notes, one from the student going home with another and one from the parent of the student they are going home
with?  Why would not a call to the office in the morning suffice and the call could be relayed to the bus driver.  Requiring too much
paperwork leads to inconsistencies and can create legal liability if not followed) We ask that such request not become a habit.

Those wanting rural transportation should fill out a Rural Bus Transportation Request at the time of enrollment. No student will be
allowed to ride the bus unless they have this Registration Form on file.

The bus driver is responsible for the operation of the bus and the safety and conduct of students. Parents and students need to
understand that the bus is an extension of the school classroom.  The bus driver is in control of the bus as the teacher is to the
classroom.  In this case the bus driver is to be held with the same respect that we hold our students to in their school.  The Board
and the Administration will support the bus drivers in their exercise of any necessary and reasonable authority.  Following are some
necessary rules and consequences that students and parents should be familiar with and which all bus riders must       follow.

If your student will not be attending school on a certain day, please call the office and let us know. We have an answering machine,
so you can leave a message anytime.
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We urge the parents as well as students to cooperate in making this and every year an accident-free year.

1. The driver is in charge of the students and the bus. Students must promptly obey the driver.
2. The driver may assign a seat to each student; each student must be provided a seat.  Students in less

desirable seats may move to a second assigned seat for added comfort after a passenger leaves the
bus, if permission is first obtained from the driver and if the bus in not in motion.

3. Students must be on time; the bus cannot wait for those who are tardy.  Students must walk on
far-left side of road facing traffic when going to bus stop.

4. Students must never stand in the roadway while waiting for the bus.  All students must wait for the
bus off the traveled portion of the road.  Students should wait in an orderly manner and never push
a fellow student.

5. Unnecessary conversation with the driver is prohibited. Do not talk loudly or distract the
operator’s attention.  Remember your safety is in his/her hands.

6. Outside of ordinary conversation, classroom conduct is to be observed.
7. Students must not throw wastepaper or other rubbish on the floor of the bus.  Help keep your bus

clean and sanitary at all times.
8. Students must not try to get on or off the bus or move about within the bus while it is in motion.
9. Students must not at any time extend arms or head out of the bus windows.
10. When leaving the bus, students must observe directions of the driver. If you cross the road, do so

in front of the bus after making sure the highway is clear and driver has given all clear
signal.

11. Any damage to bus is to be reported at once to the bus driver.
12. Profane language is strictly prohibited.
13. Smoking is prohibited on the bus.
14. Fighting or scuffling is prohibited in or around a bus.
15. Only musical instruments that can be held on lap or placed under a seat will be transported on a

bus.
16. No pets will be allowed on the bus.
17. No glass containers may be transported on the bus
18. No firearms, knives, and other weapons.

If the district allows cell phones, then you may want to consider allowing them to use electronic
equipment if they use headsets- it would keep the student occupied and could possibly reduce noise and
disruptions.

PENALTY:  For violating these rules’ students will be reported to the director of support operations,
school principal, or assistant superintendent who can deny student the privilege of riding the bus.
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USD 413 recognizes that alcohol and drug use by transportation employees endangers students, presents a hazard to the general

public, and jeopardizes the safety of the roadways. It is the policy of USD 413, therefore, to comply with current federal laws and

regulations regarding alcohol and drug use in the workplace.  Unless otherwise stated, all requirements of this policy are based on

federal regulations which implement the Omnibus Transportation Employee Testing Act of 1991.

As a condition of employment, all USD 413 employees who are required to have a commercial driver’s license (CDL) and

who drive a school bus, will submit to pre-employment, post-accident alcohol and drug testing, random alcohol and drug testing,

and reasonable suspicion alcohol and drug testing. A copy of the alcohol and drug prevention policy and procedures developed and

approved by the Board of Education will be issued to all covered employees and will be available to the general public in the office

of the Board of Education.

A covered employee who is found to have an alcohol concentration of 0.04 or greater, who tests positive for drugs, or who violates

any other prohibitions of this policy will be terminated from safety-sensitive functions.  A covered employee who is found to have

an alcohol concentration of at least 0.02, but less than 0.04, will be prohibited from performing safety-sensitive functions for at

least 24 hours.  An applicant will not be permitted to perform safety sensitive functions until he/she has successfully passed a

pre-employment drug test.

Based on school board authority independent of the Omnibus Transportation Employee Testing Act, USD 413 will pay all

Kansas Drug Testing, Inc. testing fees for routine pre-employment, random, post-accident, and reasonable suspicion tests.  In

addition to random, post-accident, and reasonable suspicion tests, if the employee is required to use his/her vehicle to travel to and

from the testing site for random, post-accident, and reasonable suspicion tests, mileage reimbursement for actual miles at the

district rate per mile will be allowed.  The employee will be responsible for all costs associated with tests requested by the

employee, evaluation by substance abuse professionals, and rehabilitation.

All records and information relating to alcohol and drug testing will be afforded confidentiality as required by law.

Approved:  November 20, 1995
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ANTI-DRUG AND ALCOHOL PLAN

FOR CHANUTE USD 413

Kansas Drug Testing, Inc. Anti-Drug/Alcohol Program for DOT Mandated Positions

Kansas Drug Testing / Program

Kansas Drug Testing, Inc.
3507 SE 35th Street
Topeka, KS  66605

Tim Harris
Toll Free 877-599-5300
FAX 785-266-6063
Email kdti@cox.net

Medical Review Officers:

Dr. James M. Vanderploeg Office 281-486-4434
Interactive Medical Connections, Inc. Toll Free 800-480-8040
700 Gemini Ace. FAX 281-486-8811
Suite 110
Houston, TX  77058

DHHS/NIDA Approved Laboratories

Clinical Reference Lab
11850W. 85th St
Lenexa, KS  66214
913-492-3652

Collection:

Random and Post Accident

Support Operations
903 W. Ash
Chanute, KS  66720
620-432-2570
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DRUG AND ALCOHOL TESTING POLICY

General

A.    Purpose

USD 413 Chanute is committed to achieving a safe, productive work environment for all safety sensitive
employees, free from illegal drugs and misuse of alcohol. The Department of Transportation (DOT), Federal
Motor Carriers Safety Administration (FMCSA) requires the establishment of a drug and alcohol testing program
designed to help prevent accidents and injuries resulting from the misuse of alcohol or use of controlled
substances by drivers of commercial motor vehicles.

An employee of USD 413 Chanute has been named the Designated Employer Representative (DER) and is
authorized to take immediate action(s) to remove employees from safety-sensitive duties, or cause employees to
be removed from these covered duties, and to make required decisions in the testing and evaluation process. The
DER also has the authority to receive test results and other communications for the employer consistent with the
requirements of 49 CFR, part 40.  The name, address, and telephone number of the Designated Employer
Representative can be found in Appendix A.

This Policy does not create any contractual rights in favor of employees or in any way alter the at-will
nature of employment or imply that termination will occur only “for cause”.

The statements of bold and underlined type throughout this policy reflect the independent authority of
USD413 Chanute to require additional provisions with regard to the DOT drug and alcohol testing
procedures.

USD 413 Chanute strictly prohibits the illicit use, possession, sale, conveyance, distribution, or
manufacture of illegal drugs, intoxicants, or controlled substances in any amount or in any manner.

B.     Applicability
This policy applies to any employee of USD 413 Chanute who holds a Commercial Driver’s License (CDL) and uses that
license to operate a commercial motor vehicle.  Federal law defines these vehicles as a motor vehicle or combination of
motor vehicles used in commerce to transport passengers or property if the motor vehicle;

Has a gross combination weight rating of 26,001 or more pounds inclusive of a towed unit with a gross vehicle
weight rating of more than 10,000 pounds; or
Has a gross vehicle weight rating of 26,001 or more pounds; or

Is designed to transport 16 or more passengers, including the driver; or

Is of any size and is used in the transportation of materials found to be hazardous for the purposes of the
Hazardous Materials Transportation Act (49 U.S. C. 5103(b)) and which require the motor vehicle to be
placarded under the Hazardous Materials Regulations (49 CFR, Part 172, Subpart F).

Testing Procedures
All testing conducted under this policy will follow the procedures set forth in 49 CFR, Part 40 and Section 382.

Definitions
Words and phrases used in this policy are defined in 49 CFR, parts 40.3 and 382.107.

I. PROHIBITIONS
Alcohol

No driver shall report for duty or remain on duty requiring the performance of safety sensitive functions while
having an alcohol concentration of 0.02 or greater.

No driver shall use alcohol while performing a safety-sensitive function.

No driver shall perform safety-sensitive functions within four hours after using alcohol.

No Driver required to take a post-accident alcohol test shall use alcohol for 8 hours following the accident, or
until a post-accident alcohol test has been administered, whichever occurs first.
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Controlled Substances
No Driver Shall report for duty or remain on duty requiring the performance of safety-sensitive functions when the driver
uses any controlled substance.

1. The use of any illegal drug or any substance identified in Schedules I through V of the controlled Substance Act
is prohibited at all times unless a legal prescription has been written for the substance.  Illegal use includes use of any
illegal drug, misuse of legally prescribed drugs, and use of illegally obtained prescription drugs.

a. LEGAL DRUGS: The appropriate use of legally prescribed drugs and non-prescription medications
are not prohibited.  However, the use of any substance which carries a warning label that indicates that
mental functioning, motor skills, or judgment may be adversely affected must be reported to a supervisor. In
addition, the employee must obtain a written release from a licensed medical practitioner releasing the
person to perform their job duties any time they obtain a performance-altering prescription.

b. PRESCRIPTION DRUGS: A legally prescribed drug means
that the employee has a prescription or other written approval from a physician for the use of a drug in the
course of medical treatment.  It must include the patient’s name, the name of the substance, quantity/amount
to be taken, and the period of authorization.  The misuse or abuse of legal drugs while performing
safety-sensitive functions is prohibited.

C.     Refusal to submit to a required alcohol or controlled substances test.
No driver shall refuse to submit to an alcohol or controlled substance test required by 49 CFR, parts 40 and 382.

Behavior that constitutes a refusal to test.

1.     Refusing to provide a specimen. This includes an insufficient volume of urine without a valid medical opinion.

2. Tampering with, adulterating, or substituting a specimen.

3. Failing to proceed directly to the collection site for testing immediately after being notified.

4. Leaving the scene of an accident without just cause prior to submitting to a test.

5. Leaving collection facility prior to test completion.

6. Failing to permit an observed or monitored collection when required.

7. Failing to take a second test when required.

8. Failing to undergo a medical examination when required.

9. Failing to cooperate with any part of the testing process.

10. Failing to sign Step 2 of the alcohol test form.

11. Once a test is underway, failing to remain at site and provide a specimen.

NOTE: For Pre-Employment Tests, The Following Are Not Refusals.

1. Failure to appear for the test.

2. Failure to remain at the site prior to the commencement of the test.

3. Failure to provide a specimen before the test commences.
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III   TEST REQUIRED

A.     Pre-employment testing

1.  Any applicant offered a safety sensitive position or an employee transferring to a safety-sensitive position
must first take a pre-employment drug test.  This applicant or employee must receive a verified negative test
result before any safety sensitive function.  Details of pre-employment testing and exemptions can be found in 49
CFR, part 382.413.

2. USD 413 Chanute must request alcohol and controlled substances information from previous employers in
accordance with the requirement of 49 CFR, parts 40.25 and 382.301.

3. Applicants offered a safety sensitive position and employees transferring to a safety-sensitive position must
sign release of information forms allowing USD 413 Chanute to receive alcohol and controlled substances
information from previous employers.

4. Applicants must also sign a statement of whether he/she has tested positive or refused to test on any
pre-employment alcohol or drug test administered by an employer to which the applicant applied but did not
obtain safety sensitive transportation work covered by DOT rules during the past two (2) years.

B.     Post-accident testing (For additional information see 49 CFR, part 382.303)

1.   As soon as practical following an accident the driver of a commercial motor vehicle, operating on a public
road in commerce, must be tested for alcohol and controlled substances under certain conditions.

a. Alcohol testing must be conducted if a driver receives a citation for a moving violation
within 8 hours of the accident.

b. Drug testing must be conducted if a driver receives a moving violation within 32 hours of
the accident.

2. The driver who is subject to post-accident testing shall remain readily available for such testing (meaning
that the employer knows where the driver is) or may be deemed by USD 413 Chanute to have refused to submit
to testing.

3. Nothing in this section shall be construed to require the delay of necessary medical attention for injured
people following an accident or to prohibit a driver from leaving the scene of the accident for the period
necessary to obtain assistance in responding to the accident, or to obtain necessary emergency medical care.

The following chart defines when an accident has occurred and when testing must take place.

Type of accident involved Citation issued to the Test must be performed

i.  Human fatality YES YES
NO YES

ii.  Bodily injury with immediate medical
treatment away from the scene

YES YES
NO NO

ii.  Disabling damage to any motor
vehicle requiring tow away

YES YES
NO NO

C.    Random testing (For additional information see 49 CFR, part 382.305)
All drivers that perform safety sensitive functions are subject to random drug and alcohol testing

1. Random testing will be unannounced and unpredictable; spread reasonably throughout the calendar year.
Testing  will be conducted at all times of the day when safety-sensitive functions are performed.

2. Employees are required to proceed immediately to the collection site once notified of testing.
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3.   Drug tests will be conducted anytime a safety-sensitive employee is on duty.  Alcohol tests will only be conducted
before performing, while performing be conducted on an employee immediately, or just after performing a safety-
sensitive function.

4. The list of employees selected will be retained by the DER in a secure location.

D.     Reasonable suspicion testing (For additional information see 49 CFR, part 382.307)

All drivers that perform safety-sensitive functions are subject to reasonable suspicion alcohol and/or drug testing.  A reasonable
suspicion referral for testing will be made on the basis of documented objective facts and circumstances that are consistent with the
short-term effects of substance abuse or alcohol misuse. A trained supervisor must make the determination to test based on
specific, contemporaneous, articulable observations concerning the appearance, behavior,      speech, or body odors of the driver.
Examples of reasonable suspicion include, but are not limited to, the following:

1. Physical signs and symptoms consistent with prohibited substance use or alcohol misuse.

2. Evidence of the manufacture, distribution, dispensing, possession, or use of controlled substances, drugs, alcohol,
or other prohibited substance.

3. Occurrence of a serious or potentially serious accident that may have been caused by prohibited substance
abuse or alcohol misuse.

4. Fights (to mean physical contact), assaults, and flagrant disregard or violations of established safety, security, or
other operating procedures.

E.    Return-to-duty testing
Details of the follow-up testing process can be found in 49 CFR, part 40, subpart O.

F.     Follow-up testing
Details of the follow-up testing process can be found in 49 CFR, part 40, subpart O.

VI.    HANDLING OF TEST RESULTS CONFIDENTIALITY
Access to records

1. Except as required by law or expressly authorized by release by an employee, USD 413Chanute will
not release driver information that is contained in records required to be maintained under 49 CFR, PART 382.

2.  A driver is entitled, upon written request, to obtain copies of any records pertaining to the driver’s use of all
controlled substances testing including any records pertaining to his or her alcohol tests.

3. A driver’s testing records will be made available to a subsequent employer upon receipt of a written
request from the driver.

4. USD 413 Chanute may disclose information required to be maintained pertaining to a driver to the decision
maker in a lawsuit, grievance, or administrative proceeding initiated by or on behalf of the individual, and arising
from a positive DOT drug or  alcohol test or a refusal to test (including, but not limited to,  adulterated or substituted
test result), (including, but not limited to, a worker’s compensation,  unemployment compensation or other
proceeding relating to a benefit sought by the  driver).

V.      CONSEQUENCES FOR DRIVERS ENGAGING IN PROHIBITED CONDUCT

A   Use of drivers who fail or refuse a drug test.

1.  General. Compliance with this drug testing policy is a condition of employment.  Refusal to take a required drug
test or failure of a drug test shall result in removal from performing safety-sensitive functions. Additional
disciplinary action up to and including termination may result.
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2. Prohibitions of Use.  USD 413 Chanute will remove from performing a safety-sensitive function any employee
who:

a. Fails a drug test as verified by the Medical Review Officer (MRO), or

b.  Refuses to take a drug test required by this policy.  (See Section II.C)

3.   Required Referrals and Evaluation.  Any applicant or employee who fails or refuses a drug test will be referred to
a Substance Abuse Professional (SAP) for evaluation and treatment.

4. An employee may be given an opportunity to retain his or her employment, provided they first
do the following:

a.  Have been evaluated by a SAP, and

b.  completed the recommended evaluation/rehabilitation program successfully, and

c. Have received a verified negative test result on a return-to-duty test.

B. Retesting of Drug Positive Samples.

1. General.  An applicant/employee may request a retest of a positive sample, within 72 hours of notification of the
positive test result from the MRO. The request must be made in writing to the MRO.

2. Retest Provisions.  The retest will be conducted at a different SAMHSA certified laboratory.  The test will be
conducted on the split sample that was provided by the applicant/employee at the same time as the original sample.
All costs for such testing are to be reimbursed to USD 413 Chanute by the applicant/employee unless the
result of the split sample test invalidates the result of the original test. The method of collection, storing, and
testing the split sample will be consistent with the procedures set forth in 49 CFR, part 40.

3.   Detection Levels.  Because some analytes deteriorate or are lost during freezing and/or storage, quantitation for a
retest is not subject to a special cutoff requirement but must provide data sufficient to confirm the presence of the
drug or metabolite.

C.    Negative Dilute Specimen.

When USD 413 Chanute receives a report of a negative dilute specimen for an individual; a new sample will be collected
immediately for the types(s) of test(s) circled below.

Pre-employment
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D.   Use of drivers who fail or refuse an alcohol test.

1.   General. Compliance with this alcohol testing policy is a condition of employment.  Refusal to take a required
alcohol test or failure of an alcohol test will result in removal from performing safety sensitive functions.
Additional disciplinary action up to and including termination may result.

2. Refusal and Prohibited Conduct.  USD 413 Chanute will remove form performing safety sensitive function
any employee who;

a. Has a confirmed alcohol test result of 0.02 or higher but less than 0.04.  This driver must
be removed from duty for a minimum of 24 hours.  This is not a positive test requiring a SAP referral.

b.   Fails an alcohol test with a confirmed result of 0.04 or higher, or

c.    Refuses to take an alcohol test required by this policy.  (See section II.C)

3. Required Referrals and Evaluation.  Any employee who fails or refuses an alcohol test will be referred to a
Substance Abuse Professional (SAP) for evaluation and treatment.

4. An employee may be given an opportunity to retain his or her employment, provided they first
do the following:

a. Have been evaluated by a SAP, and

b. Have completed the recommended evaluation/rehabilitation program successfully, and

c. Received a verified negative test result on a return-to-duty.

E.   Second Positive Result

A second positive test whether drug or alcohol or the equivalent will result in immediate termination of
employment.

F.   Payment for Evaluation, Rehabilitation and Follow-Up Tests

All costs incurred in the evaluation, rehabilitation program, and follow-up drug/alcohol testing is the
responsibility of the employee.  Employees should consult their health insurance policy for substance abuse
coverage.

G.   Additional Requirements

USD 413 Chanute may impose such additional disciplinary actions as they deem appropriate.  This may include
removal from performing covered functions, suspension (with or without pay), including termination.
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APPENDIX A
PERSONNEL AND SERVICE AGENTS

USD 413 CHANUTE

1.  Designated Employer Representative (DER)

Primary
Dr. Kellen Adams
321 E. Main Street
Chanute, KS  66720
620-432-2500

Secondary
Tracy Russell
321 E. Main Street
Chanute, KS  66720
620-432-2500

2.  Local Collection Site

USD 413 Chanute
Deb Finley
903 W. Ash
Chanute, KS  66720
620-432-2570

3.  Medical Review Officer (MRO)

Phillip A Lopez, MD, MRO
3501 SW 185th AVE
Miramar, FL  33029
PH:  954-592-3680
FX:  954-450-9495

4.   SAMHSA Certified Laboratory

Clinical Reference Laboratory
8433 Quivira
Lenexa, KS  66215
913-492-3652

5.  Referral for Substance Abuse Professional (SAP) Services

Kansas Drug Testing, Inc
877-599-5300
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SUBSTANCE USE AND ALCOHOL MISUSE SUPPLEMENT
USD 413 Chanute Public Schools

A. Why you should get involved:

1. As a large employer, USD 413 recognizes that substance abuse and alcohol misuse create major problems for individuals
and families throughout America.

2. There are three good reasons why you should be concerned if any of your co-workers are using drugs or alcohol on the
job.

a.     Your health and safety may be at risk.

b. Substance abuse and alcohol misuse costs you time and money.

c. Substance abuse and alcohol misuse creates a negative work environment.

3.    According to the National Institute on Alcohol Abuse and Alcoholism, drug and alcohol use on the job costs and society
estimated $102 billion a year.  Since most of this cost is passed on to you in the form of higher health insurance rates or in
higher consumer prices, drug and alcohol use on the job costs you and your fellow workers a significant amount of money.

4.    Absenteeism among problem drinkers or alcoholics is 3.9 to 8.3 times greater than normal.  If your fellow workers don’t
come to work, you may have to do their jobs in addition to your own.

5. Workers who use drugs and/or misuse alcohol don’t function at their full potential.  Not only is absenteeism a problem,
when they are at work these employees may have reduced capabilities and productivity.

6. No matter what your position is in the organization, there is something you can do to ensure that drug and alcohol use
on the job never becomes a problem at the company. Acceptance of any misuse puts you, this company, and the public at
risk.

7. Workers who use drugs and/or misuse alcohol affect everyone.  Studies show that compared to alcohol and drug
free workers, substance abusers are far less productive, miss more workdays, are more likely to injure themselves or
someone else, and file more worker’s compensation claims.

8. The measurable dollar costs of workplace substance abuse from absenteeism, overtime pay, tardiness, sick leave
insurance claims, and workers’ compensation can be substantial.  However, the hidden costs resulting from diverted
supervisory and managerial time, friction among workers, damage to equipment, and damage to company’s public image,
mean that workplace substance abuse can further reduce safety, effectiveness and employee job satisfaction.

9. Substance abuse and alcohol misuse can also destroy relationships, lead to serious problems with the Law, and even
cause harm to the people you love.

10. If drugs and drinking affect your work life, it could lead to job loss and all the financial problems that would follow.

B.   Effects on an individual’s health, work, and personal life:

Alcohol

1. Alcohol is a central nervous system depressant. Taken in large quantities, it causes not only the euphoria
associated with being drunk, but also adversely affects your judgment, ability to think, and your motor functions.
Drink enough alcohol fast enough and it can kill you.

2. Long term overuse of alcohol can cause liver damage, heart problems, sexual dysfunction, and other serious
medical problems.

3. In some cases, alcohol use can lead to physical and psychological dependence on alcohol.  Alcoholism is a serious
chronic disease.  Left untreated it will inevitably get worse.
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Marijuana
1. Marijuana is a central nervous system depressant. It causes a feeling of euphoria, increased sense of wellbeing, lack of

motivation, lowered inhibitions, talkativeness, dry mouth and throat, increased appetite, impaired coordination, concentration and
memory, and increased heart rate.

2. Long term use may result in deterioration of work performance, “burn out,” involve muddled thinking, acute  frustration,
depression, isolation, impaired sexual development and fertility, including  production of abnormal sperm and menstrual
irregularities, damage to the lungs and pulmonary system, hallucinations an paranoia, risk to safety and health as a result of
impaired judgment and motor abilities.

3. Prolonged use of marijuana often results in psychological dependence for the user.  Moreover, marijuana is considered a
“gateway” drug.  Casual users of marijuana often become chronic users or become abusers “harder” drugs.
Cocaine

1. Cocaine is a central nervous system stimulant. It causes brief but intense feelings of euphoria and competence increases
pulse, blood pressure, body temperature, and respiratory rate.  It dilates the pupils of the eyes, causes extreme excitability and
anxiety, and produces sleeplessness and chronic fatigue.

2. Long-term use results in bleeding and other damage to nasal passages, paranoid psychosis, hallucinations, and mental
abnormalities. Use causes impaired driving ability and death caused by heart or respiratory failure.

3. Cocaine users often become psychologically and physically dependent on the drug after relatively short periods of use.  In
many cases, crack cocaine use leads to virtual immediate addiction.

Amphetamines
1. Amphetamine is a central nervous system stimulant. It causes feelings of alertness and euphoria, increased heart rate and

blood pressure.  It dilates the pupils of the eyes, decreases appetite, enables the user to go without sleep for relatively long periods
of time, and causes distorted thinking.

2. Use causes dizziness, headaches, blurred vision, sweating, and loss of coordination, tremors, convulsions, physical collapse,
anorexia, and malnutrition resulting from decreased appetite.  It causes sudden blood pressure increases from injections resulting in
fever, stroke, or heart failure, nervousness, irritability, drastic mood swings, hallucinations, paranoia and brain deterioration;
overdose or continued heavy use can be fatal.

3. Amphetamines are addictive both physically and psychologically.  Following the use of amphetamines, many users
experience a “crash” which is often counteracted by taking more of the drug, creating an increasingly difficult pattern to break.

Opiates

1. Opiates are central nervous system depressants. The physical effects of opiates depend on the opiate used, the dose, and
how the drug is taken. Effects may include short lived state of euphoria, followed by drowsiness, slowed heart rate, breathing, and
brain activity, depressed appetite, thirst, reflexes, and sexual desire, and increased tolerance for pain.

2. The most common dangers associated with opiate misuse are; AIDS, blood poisoning, and hepatitis as the result of drug
injection and use of un-sterilized or “shared: needles, death resulting from the injection of impure heroin, death resulting from an
unexpectedly high purity of the drug, convulsions, coma, or death from overdose.

3. Opiates, particularly heroin, have an unusually high potential for abuse and addiction.  Heroin addiction often leads to
malnutrition, infection, and unattended injuries and diseases.  Addicts tend to continue using the drug despite damaging physical
and psychological consequences.

Phencyclidine (PCP)

1. PCP is a central nervous system stimulant.  The physical effects of PCP include altered states of consciousness,
2. disorientation, confusion, and memory loss, highly unpredictable and sometimes bizarre or even violent behavior, extreme

agitation, impaired driving ability and increased tolerance to pain.
3. The most common dangers of PCP use are mental changes resembling schizophrenia.  These include severe depression,

loss of learning abilities and violent and other “intoxicated” behaviors resulting in bodily harm or death.

4. Physical dependence on PCP has been documented and may be accompanied by memory loss, violence, weight loss, and
paranoia.  Symptoms of withdrawal include headaches, intense cravings for the drug, increased need for sleep, and
flashbacks, for a period of years.
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C.  Signs and symptoms of alcohol misuse – Any one or more of the following signs may indicate a drinking problem.

● Family or social problems caused by drinking

● Job or financial difficulties related to drinking

● Loss of a consistent ability to control drinking

● “Blackouts” or the inability to remember what happened while drinking

● Distressing physical and/or psychological reactions if you try to stop drinking

● A need to drink increasing amounts of alcohol to get the desired effect

● Marked changes in behavior or personality when drinking

● Getting drunk frequently

● Injuring yourself – or someone else while intoxicate

● Breaking the law while intoxicated

● Starting the day with a drink

D.  Signs and symptoms of substance abuse – Any one or more of the following signs may indicate an abuse
problem;

● Poor physical coordination/slow reactions and slurred speech

● The odor of marijuana smoke in the area

● Hand tremors or unsteady walking

● Dilated or constricted pupils

● Disorientation/unusual restlessness

● Combative behavior, loud arguing or fighting

● The presence of drug paraphernalia and/or observing the employee ingest, inject, smoke, or
inhale (snort) a prohibited substance

● Work performance problems, including a deterioration in quality and/or quantity of work

● Problems with attendance such as tardiness and increasing absenteeism

● Increased accidents and injuries

● Poor judgment and difficulty in concentration

● Personality changes, including aggressiveness, mood changes, fearful or paranoid behavior

● Negligence in personal hygiene or pale or sickly complexion

● Social withdrawal, including isolation, overreaction to criticism, and lack of eye contact

● Emotional changes such as noticeable signs of anxiety or depression, paranoia, or excessive laughing
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E.    Available methods of evaluating and resolving problems associated with the misuse of alcohol.

1. Outpatient programs exist in a variety of settings.

a.   Community mental health centers

b.   Full-service agencies

c.  Private physicians’ and therapists’ offices

d.  Occupational settings

e.  Specialized alcoholism treatment facilities

2. Inpatient services, designed for those with more serious alcohol problems, can be found in hospitals, Residential
care facilities, community halfway houses, and some alcoholism clinics.

3. Your local telephone directory will list helpful referral organizations such as:

a.  Local council on alcoholism

b. Alcoholics Anonymous

c. Community alcoholism or mental health clinic

d. Social services or human resources department

e. County medical society

4. The SAP will perform an initial evaluation, recommend any additional treatment if necessary, and will refer
employees needing assistance for treatment covered under our health insurance program.

F.      Where to find help for you or a co-worker:

Al-Anon 1-800-356-9996

Narcotics Anonymous 1-818-773-9999
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CHANUTE PUBLIC SCHOOL-ACCIDENT REPORT FORM

AGENT’S NAME:  MRH Insurance Group, INC. AGENT’S PHONE:  620-431-9282

AGENT’S ADDRESS:  725 W Cherry St. - CHANUTE, KANSAS 66720

INSURANCE COMPANY:  EMC Insurance Co. POLICY #:  1M9-44-65

IN CASE OF AN ACCIDENT
ACCIDENT FACTS

(PLEASE COMPLETE THE FOLLOWING)

DATE: TIME:

STREET: CITY:

INTERSECTION:

CONDITION OF THE ROAD: WEATHER:

DIRECTION YOU WERE GOING: SPEED:

DIRECTION OTHER CAR WAS GOING: SPEED:

DID POLICE TAKE A REPORT? CASE NUMBER?

HOW DID IT HAPPEN?
OTHER VEHICLE

OWNER: PHONE: ADDRESS

MAKE: VEHICLE LICENSE #:

DRIVER’S NAME: DRIVER’S LICENSE # BIRTH DATE:

ADDRESS: PHONE:

INSURED BY: POLICY #:

DAMAGED PART OF CAR:
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WITNESSES

NAME #1: NAME #2:

PHONE: PHONE:

ADDRESS: ADDRESS:

CITY/STATE/ZIP: CITY/STATE/ZIP:

INJURED PERSON

NAME: NAME:

ADDRESS: ADDRESS:

AGE: AGE:

PHONE: PHONE:

EXTENT OF INJURY:

(IF ADDITION SPACE IS NEEDED USE BACK OF SHEET)

DAMAGE TO YOUR VEHICLE

DAMAGED PART OF CAR/BUS:

DAMAGE TO OTHER PROPERTY

OWNER: PHONE:

ADDRESS:

NATURE OF DAMAGE:
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SKETCH THE ACCIDENT make sure there is sufficient space to sketch the accident details
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