
  03/17/25 1 

LAMPETER-STRASBURG SCHOOL DISTRICT 
Lampeter, Pennsylvania 17537 

 
BOARD WORKSHOP MEETING AGENDA 

March 17, 2025 
 
 
FOR BOARD WORKSHOP ACTION 
 
MISCELLANEOUS 

 
1. PRESENTATION AND DISCUSSION ON PROPOSED FIELD TRIP 
 

Mr. Larry Royer and Mr. Erik Welchans will present a proposed field trip for the Lampeter-Strasburg High School 
Music Department.  
  

2. PRESENTATION ON LAMPETER-STRASBURG EARLY CHILDHOOD CENTER AND LAMPETER 
ELEMENTARY SCHOOL INITIATIVES 

 
 Dr. Westphal, K-2 principal, will present information on the Lampeter-Strasburg Early Childhood Center and 

Lampeter Elementary School initiatives and progress toward comprehensive planning goals. 
 
3. REVIEW OF ACHIEVEMENT DATA 
 

Dr. Godfrey will present a review of achievement data, as posted.   
 

4. RECOMMENDATION FOR APPROVAL TO APPOINT DISTRICT SOLICITOR 
 

Recommend the approval to appoint Saxton & Stump as the District’s solicitor (due to the current solicitor, Stock & 
Leader, joining that firm), for the period of April 1, 2025, through June 30, 2025, and for the 2025-2026 school year, 
in accordance with the Engagement Letter dated March 7, 2025, as posted. 
 

5. RECOMMENDATION FOR APPROVAL OF FIELD TRIP 
 

Recommend the approval of an overnight field trip for the Martin Meylin Middle School Odyssey of the Mind team to 
attend the State Competition at Pocono Mountain East High School, Swiftwater, PA, from April 4 to 5, 2025.  
 

6. DISCUSSION OF UPDATED BOARD POLICIES  
 
Dr. Peart will lead a discussion on updated policies, as follows and as posted: 
 
a. Policy 806 Child Abuse 
b. Policy 807 Opening Exercises/Flag Displays 
 

7. DISCUSSION OF BOARD POLICIES 
 

Dr. Peart will lead a discussion on Board policies, as follows and as posted: 
 
a. Policy 810 Transportation  
b. Policy 810.1 School Bus Drivers and School Commercial Motor Vehicle Drivers 
c. Policy 810.2 Transportation – Video/Audio Recording 
d. Policy 810.3 School Vehicle Drivers 
 

8. DISCUSSION OF PSBA PRINCIPLES FOR GOVERNANCE AND LEADERSHIP 
 
 Dr. Peart will lead a discussion concerning the PSBA Principles for Governance and Leadership, as posted. 
 
9. ADJOURNMENT TO EXECUTIVE SESSION 
 

The Board will adjourn to Executive Session to discuss a matter involving the employment, appointment, termination 
of employment, terms and conditions of employment, evaluation of performance, promotion or disciplining of any 
specific prospective public officer or employee or current public officer or employee employed or appointed by the 
agency.  
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280 Granite Run Drive, Suite 300 • Lancaster, PA 17601 

P: (717) 556-1000 • F: (717) 441-3810 
 

 

Direct Dial: (717) 823-0198 

 

 

March 10, 2025 

 

 

Via Email and U.S. Mail 

 

Dr. Kevin Peart, Superintendent 

Lampeter-Strasburg School District 

1600 Book Road 

Lancaster, PA 17537-0428 

 

RE: Engagement Letter for School Solicitor Services 

 

Dear Dr. Peart: 

 

As I previously shared with you, effective April 1, 2025, I and the rest of my colleagues at Stock 

and Leader will be joining the law firm of Saxton & Stump. I have very much enjoyed 

working with Lampeter-Strasburg School District in the past, and I look forward to 

continuing that relationship in the future. 

 

Please excuse the formality of this letter, but the Rules of Professional Conduct for attorneys 

require that we enter into a written agreement describing the basis upon which you will be 

charged for professional services performed by Saxton & Stump moving forward. In 

addition, I thought that it would be helpful to confirm the scope of our engagement and to 

provide you with a general overview of Saxton & Stump's billing procedures. This letter, 

and the attached General Provisions, set forth the terms and conditions upon which my new 

colleagues at Saxton & Stump and I will perform legal services for you. 

 

Scope of Engagement 

The scope of the legal services we provide you after the move to Saxton & Stump will be the 

same scope of services we provided to you at Stock and Leader, namely as solicitor for the 

District and any and all other services mutually agreed upon by all parties. 
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Fees and Staffing 

As stated in previous communication, our hourly rates will be maintained at the current 

rates charged to the District, consistent with our engagement for the 2024-2025 fiscal year. 

Those rates will remain in effect from the time we join Saxton and Stump through June 30, 

2025. To confirm, our current hourly rates for the District are as follows: 

 

General Solicitor Work 

$235.00 for Shareholders / Senior Counsel 

$215.00 for Associates 

$145.00 for Paralegals or other professionals 

 

Labor/Employment and Special Education 

$255.00 for Shareholders / Senior Counsel 

$220.00 for Associates 

$145.00 for Paralegals or other professionals 

 

Stock and Leader has historically issued an annual re-engagement letter to the District seeking our 

appointment for an additional year and establishing the applicable hourly rates for that year. 

Because the District is appointing Saxton and Stump at this time, we believe it is appropriate and 

most efficient to also confirm our engagement for the 2025-2026 fiscal year and establish the 

hourly rates. Please understand that despite our decision to join Saxton and Stump, the rate 

adjustments listed below are intended to remain consistent with our longstanding practices. 

Further, the fees listed below align with our continuing commitment to ensure that there is no 

market variation in rates across clients. 

General Solicitor Work 

$245.00 for Shareholders / Senior Counsel 

$225.00 for Associates 

$95.00 - $155.00 for Paralegals or other professionals 

Labor/Employment, Special Education, Construction 

$265.00 for Shareholders / Senior Counsel 

$230.00 for Associates 

$95.00 - $155.00 for Paralegals or other professionals 

In future years, hourly rates will be reviewed and adjusted periodically to reflect increased 

experience, the special expertise of the professionals, and the inflationary cost increases 

affecting our profession. 
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Insurance Defense Work  

When a claim or pre-claim is made, the defense costs for our work as your attorneys may be 

covered in part or in whole by your insurance company. In insurance defense work, most 

commonly in special education (due process complaints), employment, and other liability cases, 

the insurance company covering such defense costs typically only reimburses defense counsel 

fees at a reduced rate that they negotiate with the individual law firm. Thus, our regular rates for 

that work (outlined above) will be billed to you directly on an insurance matter until the 

deductible is met (at the fee rate prescribed by the insurance company). Thereafter, you are 

expected to pay our monthly bills at the rates listed above, and we then will (1) work directly 

with the insurance company to ensure appropriate updates, budgets, and case analyses; (2) 

monitor application of any insurance deductible and/or cost-sharing requirements; and (3) 

regularly submit claims for your reimbursement at the negotiated insurance rates on your behalf 

to the insurance company, with the appropriate insurance codes. In all cases in which insurance 

coverage may be available, the ultimate responsibility for payment of our charges will remain 

with you. 

 

Bond Work and Fee 

Any work we do as bond counsel will be billed on a flat fee basis with the fee to be determined 

at the time of issuance and will be dependent upon the size and type of issue. 

 

 

Saxton & Stump operates as a Firm - a client who retains a particular lawyer in fact retains 

the entire Firm and has at his or her disposal all the expertise and resources that the Firm can 

bring to bear. Therefore, from time to time, I may seek assistance from or assign primary 

responsibility for a project to another lawyer who has significant experience in the area 

involved and who is for that reason in a position to do the work as efficiently as possible. In 

assigning work within the Firm, I will obviously strive as I always have to achieve the most 

efficient mix of seniority and expertise, with the goal of providing the most effective 

representation to our clients on an economical and cost-efficient basis. 

It is Saxton & Stump's practice to forward periodic statements monthly. Invoicing terms are 

Net 15 unless another arrangement has been discussed and agreed to in advance. 

If this is acceptable to you, please kindly sign a copy of this letter where indicated and return 

it to me at your earliest convenience. 

 

By signing below, you are both agreeing to the terms of this engagement letter and 

authorizing the transfer to Saxton & Stump of all files and retainers relating to your current 

matters being handled by Stock and Leader. 

 

My new colleagues at Saxton & Stump and I are very pleased to have this opportunity to be 

of service and to work with you. Thank you. 
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Very truly yours, 

SAXTON & STUMP 

 

 

David M. Walker 

Shareholder 

(effective April 1, 2025) 

and 

Matthew W. Rappleye 

 

 

DMW/mjb 

Matthew W. Rappleye 

(In-House/General Counsel at Saxton & Stump) 

 

 

I have read and understand the terms and conditions set forth in this letter and agree to them. 

Accepted and agreed to this  of 
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General Provisions 

 

Except as modified by the accompanying engagement letter, the following provisions will apply 

to the relationship between Saxton & Stump and our clients: 

The time for which a client will be charged wilt include, but will not be limited to, telephone and 

office conferences with a client and counsel, witnesses, consultants, court personnel, and others; 

conferences among our personnel; factual investigation; legal research; responding to clients' 

requests to provide information to auditors in connection with reviews or audits of financial 

statements; drafting of letters, pleadings, briefs, agreements, and other documents; travel time; 

waiting time in court, closings, or elsewhere; and time in depositions and other discovery 

proceedings. 

From time to time, internal conferences on a client's matter will take place among our personnel, 
and two or more may attend such conferences. It is our experience that this practice facilitates 
communication, improves the quality of the work, and ultimately is more efficient and 
economical. 

In addition to our fees, we will be entitled to payment or reimbursement for disbursements and 

other expenses incurred on behalf of a client such as photocopying, messenger and delivery, air 

freight, computerized research, videotape recording, travel (including mileage, parking, airfare, 

lodging, meals, and ground transportation), long-distance telephone calls, telecopying, postage, 

court costs, transcripts, and filing fees. To the extent that we directly provide any of these services, 

we reserve the right to adjust the amount we charge, at any time or from time to time, as we deem 

appropriate, considering our direct costs, our estimated overhead allocable to the services, and 

outside competitive rates. Unless special arrangements are made, fees and expenses of others 

(such as experts, investigators, witnesses, consultants, and court reporters) and other large 

disbursements (more than $300) will not be advanced by our firm and will be the responsibility 

of, and paid directly by, the client. 

Although we may, for a client's convenience, furnish estimates of fees or expenses that we 

anticipate will be incurred on a client's behalf, these estimates are subject to unforeseen 
circumstances and are by their nature inexact. We are not bound by any estimates except as 

otherwise expressly set forth in the engagement letter or otherwise agreed to by us in writing. 

Either at the beginning or during our representation, we may express our opinions or beliefs 

concerning the matter or various courses of action and the results that might be anticipated. Any 

such statement made by any attorney or other employee of our firm is intended to be an expression 

of opinion only, based on information available to us at the time, and is not a promise or guarantee 

of any particular result. 

 

A client shall have the right at any time to terminate our services and representation upon written 
notice to the firm. Such termination shall not, however, relieve the client of the obligation to pay 
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for all services rendered and disbursements and other expenses made or incurred on behalf of the 
client prior to the date of termination and for services rendered and expenses incurred after such 

date to the extent they are required to protect our client's interests or as may be required by 
appropriate authorities. 

We reserve the right to withdraw from our representation with our client's consent or without 

consent for good cause. "Good cause" may include the client's failure to honor the terms of the 

engagement letter, the client's failure to pay amounts billed in a timely manner, the client's 

failure to cooperate or follow our advice on a material matter, or any fact or circumstance that 

would, in our view, impair an effective attorney-client relationship or would render. our 

continuing representation inappropriate, unlawful, or unethical. If we elect to do so, the client 

will take all steps necessary to free us of any obligation to perform further, including the 

execution of any documents (including forms for substitution of counsel) necessary to complete 

our withdrawal, and we will be entitled to be paid for all services rendered and disbursements 

and other expenses made or incurred on behalf of the client prior to the date of withdrawal and 

for services rendered and expenses incurred after such date to the extent they are required to 

protect our client's interests or as may be required by appropriate authorities. 

We have found that our clients have become increasingly reliant upon various forms of 

electronic communication, such as e-mail, cellular telephones, other Internet communications, 

and electronic telefax (collectively, "Electronic Communications"), for purposes of day-to-day 

business communications. We note, however, that Electronic Communications may be 

inherently less secure than some traditional methods of communication (hard-wired telephones 

and telefax, U.S. mail, and commercial couriers, for example) and involve a risk of interception 

by unauthorized third parties. We understand that, because of the convenience and efficiency of 

Electronic Communications, you are willing to accept the risk of unauthorized interception and 

authorize us to communicate with you (and with others with whom we have dealings in 

connection with the matters we are handling for you) by means of Electronic Communications, 

unless you advise us in writing to the contrary. 

 

We will maintain any necessary documents (including any electronic copies) relating to this 

matter in our client files. Once our engagement in this matter is concluded, we will send 

you notice advising that the engagement is over. You may thereafter direct us as to which, 

if any, of the documents in our files you wish us to make available to you. These documents 

will be delivered to you within a reasonable time after receipt of payment for outstanding 

fees and costs, subject to applicable rules of attorney conduct. We will retain any remaining 

documents in our files for a certain period, after which we will destroy them in accordance 

with our file retention guidelines. 

 

Following the completion of this matter, the firm will not be precluded from accepting any 

other engagement on behalf of a client that may be adverse to you if such engagement is 

unrelated to the scope of our representation in this matter as described above and provided, 
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of course, that any and all information that may be disclosed to the firm in the course of this 

matter shall not be disclosed to any former, current or future client of the firm. 



Field Trip & Vehicle Request Form  

 
The attached is an overnight trip request.  

You have been requested to review the following: 

Requestor: tracey_harber@l-spioneers.org 

Will this be an overnight trip?: Yes 

Which building is this request from?: Martin Meylin 

Teacher in Charge (MM): Tracey Harber 

Today's Date: 3/13/25 

Name of Group: Odyssey of the Mind 

Students Attending (Please include Name & 
Grade): 

File Upload 1 

Date of Trip: 4/4/25 

Additional Chaperones: Joseph Mencarini (Staff); Justin Burkett 
(pending clearances) 

Departure Time from School: 3:30 PM 

Departure Location from School: Front of Martin Meylin Middle School 

Arrival time to Destination: 6:30 PM 

Departure Time from Destination: 4:00 PM 

Arrival Time to School: 7:00 PM 

Arrival Location to School: Front of Martin Meylin Middle School 

Trip Destination (List as much information as 
possible, if multiple stops, list in order): 

MMMS to fast food dinner to Fairmont Inn 
& Suites. Saturday morning same path in 
reverse. 

Explain the significance of the trip to planned 
course of study. Include information relevant to 
class objectives, curriculum integration and 
activities or assessments which demonstrate the 
student's ability to make meaningful use of the 
knowledge or experience. (You can include the 
link to your google doc here if you prefer): 

The Odyssey of the Mind team qualified 
for the State competition on 4/5/25. They 
will present a skit they created and made 
costumes, props and set for, and they will 
participate in a completely new 
"Spontaneous" competition. 

mailto:tracey_harber@l-spioneers.org
https://drive.google.com/open?id=15QxmdJyZs34nSFxLOWEfXY3altDntwV6MhL_Dt84lNY


Number of Students Attending: 7 

Number of Adults Attending: 2; 3 if clearances come back in time for 
3rd adult. 

Substitutes Needed (Periods): None 

Type of Vehicle Requested: School Van (max. 9 students plus driver) 

Number of vehicles needed: One 

Who is paying the trip cost?: Paid by District 

Which party if responsible for payment?: Building Funds 
 

Approval history In progress 

Approved by alicia_kowitz@l-spioneers.org  
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Book  School District for PNN+ 
  
Section 800 Operations 
  
Title  Child Abuse 
  
Code  806 Vol III 2024 
  
Status  Active 
 
 
Authority 
  
The Board requires district employees, independent contractors and volunteers to comply 
with identification and reporting requirements for suspected child abuse, as well as the 
training requirement for recognition and reporting of child abuse in order to comply with the 
Child Protective Services Law and the School Code.[1][2][3][4] 
  
Definitions 
  
The following words and phrases, when used in this policy, shall have the meaning given to 
them in this section: 
  
Adult - an individual eighteen (18) years of age or older.[5] 
  
Bodily injury - impairment of physical condition or substantial pain.[5] 
  
Certifications - refers to the child abuse history clearance statement and state and federal 
criminal history background checks required by the Child Protective Services Law and/or the 
School Code.[6][7] 
  
Child - an individual under eighteen (18) years of age.[5] 
  
Child abuse - intentionally, knowingly or recklessly doing any of the following:[5] 
  

1. Causing bodily injury to a child through any recent act or failure to act. 
  

2. Fabricating, feigning or intentionally exaggerating or inducing a medical symptom or 
disease which results in a potentially harmful medical evaluation or treatment to the 
child through any recent act. 
  

3. Causing or substantially contributing to serious mental injury to a child through any 
act or failure to act or a series of such acts or failures to act. 
  

4. Causing sexual abuse or exploitation of a child through any act or failure to act. 
  

5. Creating a reasonable likelihood of bodily injury to a child through any recent act or 
failure to act. 
  

6. Creating a likelihood of sexual abuse or exploitation of a child through any recent act 
or failure to act. 
  

http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=12&sctn=5&subsctn=6
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=23&div=0&chpt=63
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=23&div=0&chpt=63&sctn=3&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=23&div=0&chpt=63&sctn=3&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=1&sctn=11&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=23&div=0&chpt=63&sctn=44&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=23&div=0&chpt=63&sctn=3&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=23&div=0&chpt=63&sctn=3&subsctn=0


7. Causing serious physical neglect of a child. 
  

8. Engaging in any of the following recent acts: 
  

a. Kicking, biting, throwing, burning, stabbing or cutting a child in a manner that 
endangers the child. 
  

b. Unreasonably restraining or confining a child, based on consideration of the 
method, location or the duration of the restraint or confinement. 
  

c. Forcefully shaking a child under one (1) year of age. 
  

d. Forcefully slapping or otherwise striking a child under one (1) year of age. 
  

e. Interfering with the breathing of a child. 
  

f. Causing a child to be present during the operation of methamphetamine 
laboratory, provided that the violation is being investigated by law 
enforcement.[8] 
  

g. Leaving a child unsupervised with an individual, other than the child's parent, 
who the actor knows or reasonably should have known was required to 
register as a Tier II or Tier III sexual offender, has to register for life or has 
been determined to be a sexually violent predator or sexually violent 
delinquent.[9][10][11][12] 
  

9. Causing the death of the child through any act or failure to act. 
  

10. Engaging a child in a severe form of trafficking in persons or sex trafficking, as those 
terms are defined in the law.[13] 
  

The term child abuse does not include physical contact with a child that is involved in 
normal participation in physical education, athletic, extracurricular or recreational activities. 
Also excluded from the meaning of the term child abuse is the use of reasonable force by a 
person responsible for the welfare of a child for purposes of supervision, control or safety, 
provided that the use of force:[14] 
  

1. Constitutes incidental, minor or reasonable physical contact in order to maintain 
order and control; 
  

2. Is necessary to quell a disturbance or remove a child from the scene of a disturbance 
that threatens property damage or injury to persons; 
  

3. Is necessary for self-defense or defense of another; 
  

4. Is necessary to prevent the child from self-inflicted physical harm; or 
  

5. Is necessary to gain possession of weapons, controlled substances or other 
dangerous objects that are on the person of the child or in the child’s control. 
  

Direct contact with children - the possibility of care, supervision, guidance or control of 
children or routine interaction with children.[1] 
  

http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=18&div=0&chpt=75&sctn=8&subsctn=2
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=42&div=0&chpt=97&sctn=99&subsctn=12
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=42&div=0&chpt=97&sctn=99&subsctn=24
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=42&div=0&chpt=97&sctn=99&subsctn=55
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=42&div=0&chpt=97&sctn=99&subsctn=58
https://www.law.cornell.edu/uscode/text/22/7102
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=23&div=0&chpt=63&sctn=4&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=12&sctn=5&subsctn=6


Independent contractor - an individual other than a school employee who provides a 
program, activity or service who is otherwise responsible for the care, supervision, guidance 
or control of children pursuant to a contract. The term does not apply to administrative or 
other support personnel unless the administrative or other support personnel have direct 
contact with children.[5][15] 
  
Perpetrator - a person who has committed child abuse and is a parent/guardian of the 
child; a spouse or former spouse of the child's parent/guardian; a paramour or former 
paramour of the child's parent/guardian; an individual fourteen (14) years of age or older 
who is responsible for the child’s welfare or who has direct contact with children as an 
employee of child-care services, a school or through a program activity or service; an 
individual fourteen (14) years of age or older who resides in the same home as the child; or 
an adult who does not reside in the same home as the child but is related within the third 
degree of consanguinity or affinity by birth or adoption to the child; or an adult who 
engages a child in severe forms of trafficking in persons or sex trafficking, as those terms 
are defined in the law. Only the following may be considered a perpetrator solely based 
upon a failure to act: a parent/guardian of the child; a spouse or former spouse of the 
child's parent/guardian; a paramour or former paramour of the child's parent/guardian; an 
adult responsible for the child’s welfare; or an adult who resides in the same home as the 
child.[5][13] 
  
Person responsible for the child's welfare - a person who provides permanent or 
temporary care, supervision, mental health diagnosis or treatment, training or control of a 
child in lieu of parental care, supervision and control.[5] 
  
Program, activity or service - any of the following in which children participate and which 
is sponsored by a school or a public or private organization:[5] 
  

1. A youth camp or program. 
  

2. A recreational camp or program. 
  

3. A sports or athletic program. 
  

4. A community or social outreach program. 
  

5. An enrichment or educational program. 
  

6. A troop, club or similar organization. 
  

Recent act or failure to act - any act or failure to act committed within two (2) years of 
the date of the report to the Department of Human Services of the Commonwealth or 
county agency.[5] 
  
Routine interaction - regular and repeated contact that is integral to a person’s 
employment or volunteer responsibilities.[5] 
  
School employee - an individual who is employed by a school or who provides a program, 
activity or service sponsored by a school. The term does not apply to administrative or other 
support personnel unless the administrative or other support personnel have direct contact 
with children.[5] 
  

http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=23&div=0&chpt=63&sctn=3&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=23&div=0&chpt=63&sctn=11&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=23&div=0&chpt=63&sctn=3&subsctn=0
https://www.law.cornell.edu/uscode/text/22/7102
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=23&div=0&chpt=63&sctn=3&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=23&div=0&chpt=63&sctn=3&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=23&div=0&chpt=63&sctn=3&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=23&div=0&chpt=63&sctn=3&subsctn=0
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Serious mental injury - a psychological condition, as diagnosed by a physician or licensed 
psychologist, including the refusal of appropriate treatment, that:[5] 
  

1. Renders a child chronically and severely anxious, agitated, depressed, socially 
withdrawn, psychotic or in reasonable fear that the child's life or safety is 
threatened; or 
  

2. Seriously interferes with a child's ability to accomplish age-appropriate 
developmental and social tasks. 
  

Serious physical neglect - any of the following when committed by a perpetrator that 
endangers a child's life or health, threatens a child's well-being, causes bodily injury or 
impairs a child's health, development or functioning:[5] 
  

1. A repeated, prolonged or egregious failure to supervise a child in a manner that is 
appropriate considering the child's developmental age and abilities. 
  

2. The failure to provide a child with adequate essentials of life, including food, shelter 
or medical care. 
  

Sexual abuse or exploitation - any of the following:[5] 
  

1. The employment, use, persuasion, inducement, enticement or coercion of a child to 
engage in or assist another individual to engage in sexually explicit conduct, which 
includes, but is not limited to, the following: 
  

a. Looking at the sexual or other intimate parts of a child or another individual 
for the purpose of arousing or gratifying sexual desire in any individual. 
  

b. Participating in sexually explicit conversation either in person, by telephone, 
by computer or by a computer-aided device for the purpose of sexual 
stimulation or gratification of any individual. 
  

c. Actual or simulated sexual activity or nudity for the purpose of sexual 
stimulation or gratification of any individual. 
  

d. Actual or simulated sexual activity for the purpose of producing visual 
depiction, including photographing, videotaping, computer depicting or 
filming. 
  

The conduct described above does not include consensual activities between a child who is 
fourteen (14) years of age or older and another person who is fourteen (14) years of age or 
older and whose age is within four (4) years of the child's age. 
  

2. Any of the following offenses committed against a child: rape; statutory sexual 
assault; involuntary deviate sexual intercourse; sexual assault; institutional sexual 
assault; aggravated indecent assault; indecent assault; indecent exposure; incest; 
prostitution; sexual abuse; unlawful contact with a minor; or sexual exploitation. 
  

Student - an individual enrolled in a district school under eighteen (18) years of age.[5] 
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Volunteer - an unpaid adult individual, who, on the basis of the individual’s role as an 
integral part of a regularly scheduled program, activity or service is a person responsible for 
the child’s welfare or has direct contact with children.[15] 
  
Delegation of Responsibility 
  
The Superintendent or designee shall: 
  

1. Require each candidate for employment to submit an official child abuse clearance 
statement and state and federal criminal history background checks (certifications) 
as required by law.[6][7][16][17][18][19] 
  

2. Require each applicant for transfer or reassignment to submit the required 
certifications unless the applicant is applying for a transfer from one position as a 
district employee to another position as a district employee of this district and the 
applicant’s certifications are current.[20][21][22] 
  

School employees and independent contractors shall obtain and submit new certifications 
every sixty (60) months.[21] 
  
Certification requirements for volunteers are addressed separately in Board Policy 916.[23] 
  
The Superintendent or designee shall annually notify district staff, independent contractors 
and volunteers of their responsibility for reporting child abuse in accordance with Board 
policy and administrative regulations. 
  
The Superintendent or designee shall ensure that the poster, developed by the PA 
Department of Education, displaying the statewide toll-free telephone numbers for reporting 
suspected child abuse, neglect and school safety issues be posted in a high-traffic, public 
area of each school. The designated area shall be readily accessible and widely used by 
students.[24] 
  
The Superintendent or designee shall annually inform students, parents/guardians, 
independent contractors, volunteers and staff regarding the contents of this Board policy. 
  
Guidelines 
  
Aiding and Abetting Sexual Abuse 
  
School employees, acting in an official capacity for this district, are prohibited from assisting 
another school employee, contractor or agent in obtaining a new job if the school employee 
knows, or has probable cause to believe, that such school employee, contractor or agent 
engaged in sexual misconduct regarding a minor or 
student.[16][17][18][19][22][25][26][27][28] 
  
This prohibition applies only to assistance that extends beyond performance of normal 
processing of personnel matters including routine transmission of files or other information. 
This prohibition shall not apply if:[26] 
  

1. The relevant information has been properly reported to law enforcement officials and 
any other authority required by federal, state or local law and the matter has been 
officially closed or the prosecutor or law enforcement officials notified school officials 
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that there is insufficient information to establish probable cause. 
  

2. The school employee, contractor or agent has been acquitted or otherwise 
exonerated of the alleged misconduct. 
  

3. The case or investigation remains open and no charges have been filed against, or 
indictment of, the school employee, contractor or agent within four (4) years of the 
date on which the information was reported to the law enforcement agency. 
  

Training 
  
The school district, and independent contractors of the school district, shall provide their 
employees who have direct contact with children with mandatory training on child abuse 
recognition and reporting. The training shall include, but not be limited to, the following 
topics:[1][3][4][27] 
  

1. Recognition of the signs of abuse and sexual misconduct and reporting requirements 
for suspected abuse and sexual misconduct. 
  

2. Provisions of the Educator Discipline Act, including mandatory reporting 
requirements.[27][29] 
  

3. District policy related to reporting of suspected abuse and sexual misconduct. 
  

4. Maintenance of professional and appropriate relationships with students.[28] 
  

Employees are required to complete a minimum of three (3) hours of training every five (5) 
years.[1] 
  
Duty to Report 
  
School employees, independent contractors and volunteers shall make a report of suspected 
child abuse if they have reasonable cause to suspect that a child is the victim of child abuse 
under any of the following circumstances:[15] 
  

1. The school employee, independent contractor or volunteer comes into contact with 
the child in the course of employment, occupation and the practice of a profession or 
through a regularly scheduled program, activity or service. 
  

2. The school employee, independent contractor or volunteer is directly responsible for 
the care, supervision, guidance or training of the child. 
  

3. A person makes a specific disclosure to a school employee, independent contractor or 
volunteer that an identifiable child is the victim of child abuse. 
  

4. An individual fourteen (14) years of age or older makes a specific disclosure to a 
school employee, independent contractor or volunteer that the individual has 
committed child abuse. 
  

A child is not required to come before the school employee, independent contractor or 
volunteer in order for that individual to make a report of suspected child abuse.[15] 
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A report of suspected child abuse does not require the identification of the person 
responsible for the child abuse.[15] 
  
Any person who, in good faith, makes a report of suspected child abuse, regardless of 
whether the report is required, cooperates with an investigation, testifies in a proceeding or 
engages in other action authorized by law shall have immunity from civil and criminal 
liability related to those actions.[30] 
  
Any person required to report child abuse who willfully fails to do so may be subject to 
disciplinary action and criminal prosecution.[31] 
  
Any person who intentionally or knowingly makes a false report of child abuse or 
intentionally or knowingly induces a child to make a false claim of child abuse may be 
subject to disciplinary action and criminal prosecution.[32] 
  
Any person who engages in intimidation, retaliation or obstruction in the making of a child 
abuse report or the conducting of an investigation into suspected child abuse may be 
subject to disciplinary action and criminal prosecution.[33] 
  
The district shall not discriminate or retaliate against any person for making, in good faith, a 
report of suspected child abuse.[34] 
  
Reporting Procedures 
  
School employees, independent contractors or volunteers who suspect child abuse shall 
immediately make a written report of suspected child abuse using electronic technologies 
(www.compass.state.pa.us/cwis) or an oral report via the statewide toll-free telephone 
number (1-800-932-0313). A person making an initial oral report of suspected child abuse 
must also submit a written electronic report within forty-eight (48) hours after the oral 
report. Upon receipt of an electronic report, the electronic reporting system will 
automatically respond with a confirmation, providing the district with a written record of the 
report.[15][35][36] 
  
A school employee, independent contractor or volunteer who makes a report of suspected 
child abuse shall immediately, after making the initial report, notify the building principal or 
administrator and if the initial report was made electronically, also provide the building 
principal or administrator with a copy of the report confirmation. The building principal or 
administrator shall then immediately notify the Superintendent or designee that a child 
abuse report has been made and if the initial report was made electronically, also provide a 
copy of the report confirmation.[15][35][36] 
  
When a report of suspected child abuse is made by a school employee, independent 
contractor or volunteer as required by law, the school district is not required to make more 
than one (1) report. An individual otherwise required to make a report who is aware that an 
initial report has already been made by a school employee, independent contractor or 
volunteer is not required to make an additional report. The person making an initial oral 
report is responsible for making the follow-up written electronic report within forty-eight 
(48) hours, and shall provide the building principal or administrator with a copy of the 
report confirmation promptly after the written electronic report has been filed. The building 
principal or administrator shall in turn provide a copy of the report confirmation to the 
Superintendent or designee.[15][35][36] 
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When necessary to preserve potential evidence of suspected child abuse, a school employee 
may, after the initial report is made, take or cause to be taken photographs of the child who 
is the subject of the report. Any such photographs shall be sent to the county agency at the 
time the written report is sent or within forty-eight (48) hours after a report is made by 
electronic technologies or as soon thereafter as possible. The building principal or 
administrator shall be notified whenever such photographs are taken.[37] 
  
If the Superintendent or designee reasonably suspects that conduct being reported 
involves a school safety and security incident required to be reported under law, the 
Superintendent or designee shall inform the law enforcement agency that has 
jurisdiction over the school's property, in accordance with applicable law, regulations 
and Board policy.[38][39][40][41][42][43] 
  
Investigation 
  
The building principal or administrator shall facilitate the cooperation with the Department 
of Human Services of the Commonwealth and/or the county agency investigating a report 
of suspected child abuse, including permitting authorized personnel to interview the child 
while in attendance at school.[15][44] 
  
Upon notification that an investigation involves suspected child abuse by a school employee, 
the building principal or administrator shall immediately implement a plan of supervision or 
alternative arrangement that has been approved by the Superintendent for the school 
employee under investigation. The plan of supervision or alternative arrangement shall be 
submitted to the county agency for approval.[45] 
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Book  School District for PNN+  

Section 800 Operations  

Title  Opening Exercises/Moment of Silence/Flag Displays  

Code  807 Vol IV 2024   

Status  Active 

 
 
Purpose 
  
The Board adopts this policy to ensure that all district schools comply with state and federal 
laws concerning flag displays, opening exercises and the moment of silence on the 
anniversary of September 11, while respecting the rights of individuals. 
  
Authority 
  
A United States flag shall be displayed in classrooms and on or near each school building 
during school hours, in clement weather and at other times determined by the Board.[1] 
  
District schools shall provide opening exercises that include a salute to the flag and/or and 
recitation of the Pledge of Allegiance or the National Anthem.[1] 
  
Students may decline to salute the flag and/or recite the Pledge of Allegiance or the 
National Anthem on the basis of personal belief or religious conviction. Students who choose 
to refrain from such participation shall respect the rights and interests of classmates who do 
participate.[1][2] 
  
Opening exercises may include a brief period of silent prayer or meditation that shall not be 
conducted as a religious service or exercise.[3] 
  
The Board directs the district to annually provide, during instructional hours, a 
moment of silence for students and staff to observe the anniversary of September 
11, 2001.[4] 
  
  
PSBA Revision 7/24 © 2024 PSBA 
Legal References 
1. 24 P.S. 771 
2. 22 PA Code 12.10 
3. 24 P.S. 1516.1 
4. 24 P.S. 1555 
 

http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=7&sctn=71&subsctn=0
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Book  Policy Manual 
  
Section 800 Operations 
  
Title  Transportation 
  
Code  810 Vol V 2023 
  
Status  Active 
 
 
Purpose 
  
Transportation for students shall be provided in accordance with law and Board policy. 
  
Definitions 
  
School bus means a motor vehicle that is designed to carry eleven (11) passengers or 
more, including the driver, and is used for the transportation of preprimary, primary or 
secondary school students to or from public, private or parochial schools or events related 
to such schools or school-related activities.[1] 
  
School vehicle means a motor vehicle, except a motorcycle, designed for carrying no more 
than ten (10) passengers, including the driver, and used for the transportation of 
preprimary, primary or secondary school students while registered by or under contract to 
the school district. The term includes vehicles having chartered, group and party rights 
under the Pennsylvania Public Utility Commission and used for the transportation of school 
children.[1] 
  
Authority 
  
The Board shall provide transportation for resident students in grades kindergarten through 
12 to the district’s public schools and charter, regional charter and nonpublic schools located 
in the district or within the district’s transportation boundary or other placements as 
required by law or agreements. The district’s transportation boundary is a distance not 
exceeding ten (10) miles by the nearest public highway outside the school district’s 
border.[2][3][4] 
  
The Board shall purchase, lease, equip and maintain school buses/vehicles and/or contract 
for school bus/vehicle services for transportation of students to and from school at regularly 
scheduled hours and for field trips and extracurricular 
activities.[2][3][5][6][7][8][9][10][11] 
  
The Board shall provide transportation for students living within the prescribed limits when 
walking conditions to the school are found to be hazardous by the Department of 
Transportation.[3][12] 
  
The Board shall provide transportation for students with disabilities, without regard to 
distance or hazardous walking conditions, when required by the student’s individualized 
education program (IEP) or Section 504 Service Agreement.[13][14][15][16][17] 
  
The Board shall provide transportation for eligible resident students who are enrolled in 
nonpublic schools or charter schools as required by law.[2][4][18] 

http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=1&sctn=2&subsctn=0
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http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=17A&sctn=26&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=13&sctn=61&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=13&sctn=62&subsctn=0
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http://pacodeandbulletin.gov/Display/pacode?file=/secure/pacode/data/022/chapter23/s23.3.html&d=reduce
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The Board shall provide transportation for children in foster care in accordance with federal 
and state laws and regulations, and the local transportation plan.[19][20] 
  
The Board shall provide transportation for homeless children and youths in accordance with 
federal and state laws and regulations.[20][21] 
  
The Board prohibits any diesel-powered motor vehicle weighing 10,001 pounds or more to 
idle for more than five (5) minutes in any continuous sixty-minute period while parked, 
loading or unloading, except as allowed by law.[22] 
  
The Board shall ensure that permanent signs, notifying drivers of the idling restrictions, are 
maintained on district property at locations where diesel-powered motor vehicles weighing 
10,001 pounds or more load or unload. Signs shall also be posted at locations that provide 
fifteen (15) or more parking spaces for such diesel-powered motor vehicles.[23][24] 
  
Delegation of Responsibility 
  
The school bus/vehicle driver shall be responsible to maintain order while students are being 
transported. 
  
The school bus/vehicle driver shall report all incidents, including, but not limited to, 
discipline problems, medical problems, bullying/harassment, safety issues, accidents or 
injuries, and violations of Pennsylvania’s School Bus Stopping Law to the Superintendent or 
designee as soon as practicable. 
  
The building principal may suspend a student from bus transportation for disciplinary 
reasons, and the parents/guardians shall be responsible for the student's transportation.[7] 
  
The Superintendent or designee shall be responsible to: 
  

1. Maintain records and make required reports regarding school transportation.[5][7] 
  

2. Distribute rules governing student conduct during transport; such rules shall be 
binding on all students transported by the district.[7] 
  

3. Provide each school bus/school vehicle driver with: 
  

a. The Pennsylvania School Bus Driver’s Manual; 
  

b. The written rules for student conduct on buses/vehicles; 
  

c. The procedures for evacuation drills; and 
  

d. Any additional laws and applicable Board policies and administrative 
regulations which apply to school bus/vehicle drivers. 
   

4. Prepare a district map or schedule indicating each bus stop and bus route.[7] 
  
Guidelines 
  
Student Health Information 
  

http://www.law.cornell.edu/uscode/text/20/6312
http://www.law.cornell.edu/uscode/text/42/11432
http://www.legis.state.pa.us/cfdocs/Legis/LI/uconsCheck.cfm?txtType=HTM&yr=2008&sessInd=0&smthLwInd=0&act=0124.
http://www.legis.state.pa.us/cfdocs/Legis/LI/uconsCheck.cfm?txtType=HTM&yr=2008&sessInd=0&smthLwInd=0&act=0124.
http://pacodeandbulletin.gov/Display/pacode?file=/secure/pacode/data/067/chapter212/s212.101.html&d=reduce
http://pacodeandbulletin.gov/Display/pacode?file=/secure/pacode/data/022/chapter23/s23.4.html&d=reduce
http://pacodeandbulletin.gov/Display/pacode?file=/secure/pacode/data/022/chapter23/s23.1.html&d=reduce
http://pacodeandbulletin.gov/Display/pacode?file=/secure/pacode/data/022/chapter23/s23.4.html&d=reduce
http://pacodeandbulletin.gov/Display/pacode?file=/secure/pacode/data/022/chapter23/s23.4.html&d=reduce
http://pacodeandbulletin.gov/Display/pacode?file=/secure/pacode/data/022/chapter23/s23.4.html&d=reduce


When necessary for student safety, or when required by a student’s IEP or Section 504 
Service Agreement, a school bus/vehicle driver shall be provided with relevant student 
health and medical information.[16][17][26][27][28][29] 
  
School bus/vehicle drivers shall maintain the confidentiality of student health/medical 
information in accordance with district policies and procedures and applicable law.[30][31] 
  
Evacuation Drills 
  
Bus evacuation drills shall be conducted twice a year and reported to the Pennsylvania 
Department of Education, in accordance with law and Board policy.[32][33][34] 
  
  
  
NOTES: 
  
Title 22, Sec. 23.4 - discipline, field trips, contracted negotiations, records 
Title 22, Sec. 23.6 - authorized passengers 
Computation of distance - 1366 
Field Trips – 24 P.S. Sec. 517 (farm show), 1361 (nonpublic); Title 22, Sec. 23.4 
Ten-mile boundaries - 1361 
Other boundaries - 1 ½ miles - 1362 
Payments/reimbursements - 2541, 2542, Title 22 Sec. 23.31-23.40 
Transportation - Title 22, Chapter 23 
School Buses/Vehicles - Title 67, Chapter 171 
Bus Drivers Minor Children – Title 22 Sec. 23.6 
Definitions of motor vehicle – Vehicle Code – 75 Pa. C.S.A. Sec. 102 
  
If the district has existing language in policy on transportation routes and stops, which 
addresses students being limited to a single bus stop or single residence, recommend 
reviewing the language with the solicitor based on recent court cases regarding student 
transportation and residency (Watts v Manheim Township SD, Wyland v West Shore SD). 
Consult Legal with questions. 
  
  
Legal References 
1. 75 Pa. C.S.A. 102 
2. 24 P.S. 1361 
3. 24 P.S. 1362 
4. 24 P.S. 1726-A 
5. 22 PA Code 23.1 
6. 22 PA Code 23.2 
7. 22 PA Code 23.4 
8. Pol. 610 
9. Pol. 611 
10. Pol. 818 
11. 75 Pa. C.S.A. 3345.1 
12. 67 PA Code 447.1 et seq 
13. 22 PA Code 23.3 
14. 24 P.S. 1374 
15. Pol. 103 
16. Pol. 103.1 
17. Pol. 113 

http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=15&sctn=17&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=45&sctn=52&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=1&sctn=2&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=13&sctn=61&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=13&sctn=62&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=17A&sctn=26&subsctn=0
http://pacodeandbulletin.gov/Display/pacode?file=/secure/pacode/data/022/chapter23/s23.1.html&d=reduce
http://pacodeandbulletin.gov/Display/pacode?file=/secure/pacode/data/022/chapter23/s23.2.html&d=reduce
http://pacodeandbulletin.gov/Display/pacode?file=/secure/pacode/data/022/chapter23/s23.4.html&d=reduce
https://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=33&sctn=45&subsctn=1
http://pacodeandbulletin.gov/Display/pacode?file=/secure/pacode/data/067/chapter447/chap447toc.html&d=reduce
http://pacodeandbulletin.gov/Display/pacode?file=/secure/pacode/data/022/chapter23/s23.3.html&d=reduce
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=13&sctn=74&subsctn=0


18. Pol. 140 
19. 20 U.S.C. 6312 
20. Pol. 251 
21. 42 U.S.C. 11432 
22. 35 P.S. 4601 et seq 
23. 35 P.S. 4608 
24. 67 PA Code 212.101 
25. Pol. 121 
26. Pol. 209.1 
27. Pol. 209.2 
28. Pol. 210 
29. Pol. 210.1 
30. Pol. 113.4 
31. Pol. 216 
32. 24 P.S. 1517 
33. 75 Pa. C.S.A. 4552 
34. Pol. 805 
24 P.S. 1331 
24 P.S. 1365 
24 P.S. 1366 
24 P.S. 2541 
24 P.S. 2542 
22 PA Code 15.1 et seq 
22 PA Code 23.6 
75 Pa. C.S.A. 4551-4553 
20 U.S.C. 6301 et seq 
42 U.S.C. 11431 et seq 
49 CFR Part 37 
49 CFR Part 38 
Pol. 810.1 
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   No.  810-AR-0 
 
 
ADMINISTRATIVE REGULATION 
 
APPROVED: 
 
REVISED: 

LAMPETER-STRASBURG 
SCHOOL DISTRICT 
 
 

810-AR-0.  MOTOR VEHICLE IDLING 
 
Diesel-powered motor vehicles with a gross weight of 10,001 pounds or more shall not idle for 
more than five (5) minutes in any continuous sixty-minute period, except as follows: 
 
1. While forced to remain motionless due to on-highway traffic, an official traffic control 

device or signal, or at the direction of a law enforcement official. 
 
2. To operate defrosters, heaters, air conditioners or cargo refrigeration equipment, or to install 

equipment, to prevent a safety or health emergency and not for the purpose of a rest period, 
or to comply with the manufacturer’s operating requirements, specifications and warranties 
in accordance with federal or state regulations or local requirements. 

 
3. When a police, fire, ambulance, public safety, military, utility service vehicle or other 

emergency or law enforcement vehicle or any vehicle is being used in an emergency or 
public safety capacity, not for the convenience of the driver. 

 
4. For maintenance, particulate matter trap regeneration, servicing or repair of the vehicle or for 

vehicle diagnostic purposes. 
 
5. To power work-related mechanical, safety or electrical operations other than propulsion, not 

for cabin comfort or to operate nonessential onboard equipment. 
 
6. Due to mechanical difficulties. The owner shall submit repair paperwork or product repair 

verifying that the mechanical problem has been fixed, by mail to the Pennsylvania 
Department of Environmental Protection within thirty (30) days of the repair. 

 
7. A bus, school bus or school vehicle may idle to provide heating or air conditioning when 

nondriver passengers are onboard. In this case, the bus, school bus or school vehicle may idle 
for no more than a total of fifteen (15) minutes in a continuous sixty-minute period, except 
when idling is necessary to maintain a safe temperature for students with special needs who 
are transported by a school bus or school vehicle. 

 
8. When necessary for active loading or unloading. In this case, the vehicle may idle for up to a 

total of fifteen (15) minutes in a continuous sixty-minute period. 
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9. When a school bus or school vehicle off school property is queuing for the sequential 

discharge or pickup of students because the configuration of the school or the school’s 
surrounding streets does not allow for stopping. 

 
Idling restrictions do not apply to diesel-powered motor vehicles labeled by the California Air 
Resources Board as meeting the optional NOx idling emission standard. 
 
Penalties 
 
Violation of idling restrictions will result in a summary offense and result in a fine of not less 
than $150 and not more than $300 and court costs. Civil penalties may also be assessed for 
violation of idling restrictions. 
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   No.  810-AR-1 
 
 
ADMINISTRATIVE REGULATION 
 
APPROVED: 
 
REVISED: 

LAMPETER-STRASBURG 
SCHOOL DISTRICT 
 
 

810-AR-1.  STUDENT TRANSPORTATION 
 
The district will provide transportation for resident students in grades kindergarten through 12 to 
the district’s public schools and charter, regional charter and nonpublic schools located in the 
district or within the district’s transportation boundary or other placements as required by law or 
agreements. The district’s transportation boundary is a distance not exceeding ten (10) miles by 
the nearest public highway outside the school district’s border. 
 
The district will provide nonpublic transportation upon written request of the school and receipt 
of its official school calendar. 
 
The district will provide transportation to charter school students on the dates and periods that 
the charter school is in session, regardless of whether transportation is provided to district 
students on those days. 
 
The district will provide transportation to children in foster care and homeless children and 
youths in accordance with federal and state laws and regulations, Board policy, administrative 
regulations and applicable transportation plans. 
 
Transportation will be provided for students residing more than 1½ miles from the assigned 
school and for students residing within the 1½ mile limit when walking conditions are found to 
be hazardous by the Department of Transportation. 
 
The district establishes administrative regulations, rules and procedures governing student 
transportation to ensure that resident students are transported in a safe manner and in accordance 
with federal and state laws and regulations, and Board policy. 
 
Contracted Services 
 
When it is impractical to provide transportation with district-owned equipment or public 
transportation, the district may contract with a public and/or private carrier. 
 
Contracted services may be provided by any of the following: 
 
1. Public carrier licensed to provide student transportation. 
 
2. Parent(s)/Guardian(s) of a student. 
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3. Public school district. 
 
4. Nonpublic school entity. 
 
A contractor that provides transportation services for the district must submit evidence of 
liability insurance in the amount required by the district and must meet all requirements of the 
Pennsylvania Department of Transportation and the Pennsylvania Department of Education. 
 
All contracts for transportation services must be approved by the Board. 
 
General Rules 
 
Only resident students, district representatives and authorized riders will be allowed on or 
transported in an approved school bus or school vehicle. 
 
No pickups or discharges of students will be made at residences outside of district boundaries 
except as authorized by Board policy or the Superintendent. 
 
Students will be picked up and discharged at the same bus stop, and only students scheduled on 
the bus run are allowed on that bus or school vehicle, unless a change is approved by the 
Superintendent or designee. 
 
Students with disabilities will be provided transportation in accordance with the student’s 
individualized education program (IEP) or Section 504 Service Agreement.  
 
Bus/Vehicle drivers may assign seats for all students on his/her bus or vehicle. 
 
Transportation Supervisor 
 
The Transportation Supervisor is directly responsible to the Superintendent for the efficient and 
safe operation of the district’s transportation system. 
 
The Transportation Supervisor is responsible to supervise assigned staff and to ensure the 
following responsibilities are completed on an annual basis: 
 
1. Maintain records required for resident students transported to and from district, charter and 

nonpublic schools. 
 
2. Make and submit required reports regarding district transportation, including cost of 

operation. 
 
3. Determine, prepare, distribute and post established bus routes after Board approval. 

Preparation of routes should be developed in consideration of the requirements of law, safe 
transportation of students, school attendance assignment and economic efficiency. 
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4. Determine distance from students’ homes to pertinent school bus loading zones, to include 

the distance between stops necessary to allow driver to activate eight-way lighting, unless 
determined unsafe by the Transportation Supervisor. 

 
5. Maintain a list and make accommodations for students requiring special transportation. 

 
6. Provide drivers with information and training related to students with medical conditions 

which may require emergency response, as necessary. 
 

7. Provide drivers with an emergency contact list and first aid procedures. 
 
8. Maintain a file for each driver that includes employment record, license information, physical 

examination certificate, training documentation, driver statistics, safety record, accident 
history, incidents and complaints. 

 
9. Provide appropriate training for all new and current drivers. 
 
10. Schedule and direct the conduct of two (2) bus evacuation drills in all buses within the 

required time periods. 
 
11. Ensure compliance with all federal and state specifications for school buses/vehicles and 

requirements for first aid kits, fire extinguishers, traffic flares and other safety features. 
 
12. Develop and implement an efficient system of maintenance and replacement for all district 

transportation vehicles designed to meet federal and state specifications and to maximize safe 
and efficient operation and durability. 

 
Bus/Vehicle Drivers 
 
Safety of students is the drivers’ primary responsibility. Drivers will maintain orderly student 
conduct, obey all applicable laws and posted speed limits, and remain with the bus/vehicle when 
students are aboard. 
 
Each driver will receive a list of students who will ride the bus/vehicle and a detailed route that 
shows each stop; special instructions; and driving hazards, dangerous intersections, etc. 
 
Each driver will routinely conduct a visual check of the bus/vehicle to make certain all lights are 
operational and the bus/vehicle is safe for road use. 
 
Drivers will maintain established bus schedules unless student safety, traffic, detours or road 
conditions require schedule adjustments. 
 
Drivers are responsible to report to the Transportation Supervisor any unsafe conditions at bus 
stops and on bus routes, and any malfunction or required maintenance for assigned vehicles. 
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Drivers are responsible for reporting all incidents including, but not limited to: discipline 
problems, medical problems, bullying/harassment, safety issues, accidents or injuries, and 
violations of Pennsylvania’s School Bus Stopping Law to the Transportation Supervisor or 
designee as soon as practicable. 
 
Bus Evacuation Drills 
 
The Transportation Supervisor, in cooperation with each building principal, will schedule and 
direct two (2) emergency evacuation drills during the school year for each school bus 
transporting students. 
 
The first evacuation drill will be held the first week of school, and the second drill will be 
conducted during the month of March. 
 
Drills will be held on school property and not on a bus route. 
 
The drill will inform students about the location of emergency exits and fire extinguishers, as 
well as the proper procedure for leaving the bus. 
 
See Pennsylvania School Bus Driver’s Manual, Unit H on Evacuation Drills: 
https://www.dot.state.pa.us/Public/DVSPubsForms/BDL/BDL%20School%20Bus%20protected/
SB%20Manual/SB%20Manual/English/PUB%20117.pdf 
 
 
 

https://www.dot.state.pa.us/Public/DVSPubsForms/BDL/BDL%20School%20Bus%20protected/SB%20Manual/SB%20Manual/English/PUB%20117.pdf
https://www.dot.state.pa.us/Public/DVSPubsForms/BDL/BDL%20School%20Bus%20protected/SB%20Manual/SB%20Manual/English/PUB%20117.pdf
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810-AR-2.  BUS SCHEDULES/BUS STOPS 
 
Bus Schedules 
 
School bus schedules will detail the bus stops, times and a list of students being transported.  
 
Bus stop assignments will be distributed to parents/guardians prior to the start of the school year 
and be available at each school building, district administration office and Transportation 
Department. 
 
The district reserves the right to change routes, schedules and bus stops as necessary. 
 
Strict adherence to the established bus schedules is required of all drivers, district staff, students, 
and parents/guardians. 
 
Bus Stops 
 
The guidelines used to establish bus stops are as follows: 
 
1. Bus stops will be established at locations that best ensure the health, safety and welfare of 

students, in the judgment of district administrators. 
 
2. Bus stops will be consolidated to reduce the hazards caused by frequent stops. 
 
3. Students may walk up to one and one-half (1 ½) miles measured by public roadways to a bus 

stop; distance does not include any private road or walkway of the student’s residence. 
 
4. Stops will be located in areas that provide enough safe space for students to wait without 

causing interference with local traffic or intrusion on private property. 
 
5. Buses will not enter subdivisions from main roads unless there is not a safe place for students 

to walk or wait for the bus. 
 
6. Buses will not enter subdivisions from main roads unless there is a need to change direction. 
 
7. Buses will not be routed into any area that requires backing up unless there is no reasonable 

alternative. 
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Bus Stop Change Request 
 
Parents/Guardians may request that a student be reassigned to a different bus stop and/or a 
different bus route than the original assignment only for the following reasons: 
 
1. Change of residence. 
 
2. Change of permanent day care, babysitter. 
 
3. Legal shared custody, with student residing in two (2) different district households and copy 

of agreement on file in the school office. 
 
4. Nonrecurring emergency situations, including family illness, death or other extenuating 

circumstances. 
 
On days of school delays or early dismissals, students will be allowed to use a bus stop on their 
same route other than the assigned stop for purposes of child care. Written parental permission 
must be submitted to the building principal at the beginning of the school year. 
 
Request Procedure 
 
Transportation Change Request forms will be available in each school office, the district 
administration office, the Transportation Department office and the district’s website. 
 
The parent/guardian must complete and submit to the Transportation Supervisor the 
Transportation Change Request form at least two (2) weeks in advance of any requested change. 
 
The Transportation Supervisor will review the requested change in accordance with the 
following criteria: 
 
1. Route operates from the student’s assigned school. 
 
2. Route does not have to be changed or extended. 
 
3. Requested stop does exist on the route, and a new stop will not be created. 
 
4. Load on the vehicle will not exceed the legal limits for the bus. 
 
5. Change does not increase the cost to the district by requiring additional buses. 
 
6. Change will be reasonably long-term, except for emergencies. 
 
The Transportation Supervisor will review requests by parent(s)/guardian(s) residing in the 
district with shared legal custody of a student and will make determination on a case-by-case 
basis in consultation with school administration and the school solicitor.  
(Reference: Watts v. Manheim Township School District, 121 A.3d 964 (Pa. 2015); Wyland v. West Shore 
School District, 52 A.3d 571 (Pa. Cmwlth. 2012).)     
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The Transportation Supervisor will determine if the request is approved or denied, will complete 
and return the form to the building principal, and will inform the requesting parent/guardian of 
the decision. 
 
In emergency situations, the parent/guardian will complete and submit the Transportation 
Change Request form to the building principal, who will approve or deny the request and inform 
the Transportation Supervisor. If time does not allow a written request prior to the change, the 
request form should be completed and submitted to the principal as soon as possible following 
the change. 
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810-AR-3.  TRANSPORTATION CHANGE REQUEST 
 
Student’s Name: ____________________________________________ Phone: ____________ 

School: ___________________________________________________ Grade: ____________ 

Student’s Home Address: ________________________________________________________ 

 ________________________________________________________ 

Present Transportation Information: 
 Location A.M. & P.M. Bus Stop; Bus Number:   

Requested Transportation Change Information: 
 Location A.M. & P.M. Bus Stop; Bus Number:   

Effective Date(s) 

 Beginning Date: __________________________ Ending Date: ___________________ 

Reason For Change Request: _____________________________________________________ 
______________________________________________________________________________ 

Transportation Contact Person: ________________________________ Phone: ___________ 

 Signature: ____________________________________________ 
                                                                                                 Parent/Guardian 

 Date: _______________________________________ 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 

OFFICE USE ONLY 
This Request For Change Is: 

Approved: _________________________ Denied: _________________________ 

 Reason For Denial: ________________________________________________________ 

Long-term Change: 

 Beginning Date: __________________________ Ending Date:   

Emergency Change - One Date Only: ______________________________________________ 

 Signature: ___________________________________________ 
                                                                                           Transportation Supervisor 
 Date: ______________________________________ 
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810-AR-4.  STUDENT CONDUCT ON BUSES AND SCHOOL VEHICLES 
 
Considering that a school bus or school vehicle is an extension of the classroom, the district 
requires students to conduct themselves on school buses and school vehicles in accordance with 
the Code of Student Conduct established for student behavior in schools and on district property. 
 
While the law requires the district to provide student transportation, it does not relieve the 
parents/guardians of students from the responsibility of supervision until the time the student 
boards the bus or school vehicle in the morning and after the student leaves the bus or school 
vehicle at the end of the school day. 
 
The driver has authority over and responsibility for all students from the point of pick up to the 
point of discharge, and students are responsible to adhere to his/her directions and instructions. 
 
To assist with the maintenance of discipline and to enhance security, school buses and school 
vehicles may be equipped with audio recording and video recording equipment. 
 
The building principal will determine and administer disciplinary action; alert staff in cases of a 
delay, emergency or accident; and advise the Transportation Supervisor of delayed arrivals. 
 
Students will be informed annually regarding the authority of the driver and the rules for student 
conduct on buses and school vehicles. 
 
Rules for Student Conduct 
 
In addition to the established Code of Student Conduct, the rules for student conduct on school 
buses and school vehicles require that students will: 
 
1. Obey and cooperate with the driver. 
 
2. Observe rules of good citizenship and respect private property while waiting for the bus or 

school vehicle at the designated stop. 
 
3. Be on time at the designated stop and wait until the bus or school vehicle comes to a 

complete stop before attempting to enter. 
 
4. Be courteous to fellow students and the driver. 
 
5. Remain seated while the bus or school vehicle is in motion. 
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6. Talk in normal inside voices and not talk to or disturb the driver. 
 
7. Keep heads and hands inside the bus or school vehicle at all times. 
 
8. Be responsible for any damage to the bus or school vehicle. 
 
9. Not litter, nor throw anything out the windows. 
 
10. Not engage in horseplay on or around the bus or school vehicle. 
 
11. Not eat, drink, smoke or use profanity. 
 
12. Not leave books, lunches or personal property on the bus or school vehicle. 
 
13. Not bring sharp or blunt instruments not in a proper container on the bus or school vehicle. 
 
14. Not put items in the aisle, including back packs, instruments, athletic gear, etc.  
 
15. Cross in front of bus or school vehicle on departure after the bus or school vehicle has 

stopped completely and driver has signaled students. 
 
Discipline for Violations 
 
The driver will maintain appropriate behavior, enforce safety rules and handle routine discipline 
issues. 
 
When a student’s misconduct persists, the driver will complete and submit to the building 
principal a Bus or School Vehicle Conduct Incident Report. The principal will review the report, 
interview the driver and/or student if necessary, determine disciplinary action, and complete the 
form. A copy of the form will be sent to the parent/guardian and the Transportation Supervisor, 
and a copy will be retained and filed by the principal. The principal will inform the driver of the 
discipline. 
 
Disciplinary action will follow a general rule of increasing severity of consequences, including: 
 
1. Warning. 
 
2. Assigned seating. 
 
3. Detention. 
 
4. Suspension of bus or school vehicle riding privileges. 
 
A student who is a discipline problem on a school bus or school vehicle may have his/her riding 
privileges suspended by the building principal. In such cases, the parents/guardians are 
responsible for seeing that the student gets to school safely and on a regular basis. 
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Violations by Large Group of Students 
 
The following procedure will be followed by the driver when a large number of students are 
violating student conduct rules: 
 
1. Driver will proceed to or return to school with all the students who are on the bus or school 

vehicle at the time s/he makes the decision. 
 
2. Driver will contact building principal or designee and will remain on the bus or school 

vehicle until the administrator arrives. 
 
3. Administrator will review the situation, determine appropriate action and subsequent 

discipline, and inform the Transportation Supervisor. 
 
4. The building principal will notify the Superintendent regarding the incident. 
 
5. The Superintendent may determine that conditions warrant the discontinuation of the bus 

route for a period of time sufficient to convey the message and importance of school bus and 
school vehicle safety. 
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810-AR-5.  BUS OR SCHOOL VEHICLE CONDUCT INCIDENT REPORT 
 
Date: _________________________  To: ______________________________________ 
 Parent/Guardian Name 
 
Student’s Name: _____________________ ______________________ ______________ 
 Last Name First Name Middle Initial 
 
School: ___________________________ Bus Number: ______ Date of Violation: _______ 
 
STATEMENT OF MISCONDUCT: This student has violated the following rule or standard of 
conduct and has demonstrated the behavior described below which constitutes cause for 
discipline including, but not limited to, suspension of bus or school vehicle riding privileges. 
 
DESCRIPTION OF VIOLATION: ________________________________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________ 
 
Incident reported by: ______________ on ______________. 
 
Incident investigated by: ______________ on ______________. 
 
_________________________________________ _____________________________ 
 Signature of Driver Date 
 
DISCIPLINARY ACTION TAKEN:  ______________________________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________ 
 
The above disciplinary action shall begin on: _____________________________ 
 
The above disciplinary action shall end on: _______________________________ 
 
_________________________________________ _____________________________ 
 Signature of Principal Date 
 
PARENTAL NOTIFICATION 
 
This report informs you of student misconduct on the bus or school vehicle. We encourage you 
to discuss the incident with the student and resolve it before additional disciplinary action is 
required. Students whose bus or school vehicle riding privileges have been withheld will not be 
eligible to transfer to another bus or school vehicle. 
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810-AR-6.  TRANSPORTATION FOR SCHOOL-RELATED TRIPS 
 
The district will provide student transportation for school-related trips and activities when the 
established procedure is followed and advance approval is granted. 
 
The Request for Transportation for School-Related Trips forms will be available in each school 
office, district administration office and Transportation Department office. 
 
Procedure 
 
1. To request the use of a school bus or school vehicle for field trips, athletic trips, band trips, 

club activities, etc., the teacher or sponsor must complete Part A of the Request for 
Transportation for School-Related Trips form. 

 
2. The request form must be completed at least two (2) weeks prior to the scheduled date of the 

proposed trip, except in exceptional circumstances, and submitted to the building principal. 
 
3. The principal will review the request to ensure that it is in accordance with applicable Board 

policy and administrative regulations, and that the departure from and return to school is in 
accordance with appropriate times. 

 
4. Upon approval, the principal will sign Part A of the form and forward it to the Transportation 

Supervisor. 
 
5. The Transportation Supervisor will review the form, make arrangements for the 

transportation if approved, complete Part B of the form, and forward a copy to the building 
principal and the requesting sponsor. 
 

Any transportation money collected from students by the sponsor will be promptly turned in to 
the school office. When the full amount has been collected, the principal or designee will 
forward the money to the Business Office with an explanation and a copy of the approved 
request form. 
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810-AR-7.  REQUEST FOR TRANSPORTATION FOR SCHOOL-RELATED TRIPS 
 
PART A to be completed by trip sponsor. 
 
Name of Sponsoring Club, Group, Activity:  _________________________________________ 
 
Destination: ___________________________________________________________________ 
 
Address:  _____________________________________________________________________ 
 
Departure date: ____________ Departure time from school: ____________ 
  (a.m. or p.m.) 
 
Number of students: __________ Departure time from destination: ______________ 
   (a.m. or p.m.) 
 
Students will depart from: ________________________________________________________ 
   School Building 
 
_____________________________________ ___________________________________ 
Sponsor’s Signature Date Principal’s Signature Date 
 
--------------------------------------------------------------------------------------------------------------------- 
 
PART B to be completed by Transportation Supervisor; copy to building principal and 
requesting sponsor. 
 
 Number of buses or school vehicles required: __________ 
 
 Estimated cost per bus or school vehicle:     $___________ 
 
The Transportation Supervisor will notify the principal and requesting sponsor of the above 
information. 
 
Your request for transportation on ____________ has been approved ______/denied ______. 
 Date 
 
_____________________________________ ___________________________________ 
Transportation Supervisor  Date 
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810-AR-8.  SCHOOL BUS ACCIDENTS 
 
In spite of all precautions taken by school bus drivers, school bus accidents may occur; and 
drivers should know what steps to follow when an accident happens. Drivers are expected to use 
prudent, rational judgment to protect the safety of students. 
 
Regardless of how small or minor an accident appears to be, the driver must stop immediately to 
investigate when a safe spot for stopping the bus is available. 
 
The bus driver will be in charge of the accident scene until emergency personnel and/or district 
administrators arrive. 
 
School Bus Driver Procedures 
 
In case of an accident or emergency, the driver should follow the procedures in the Pennsylvania 
School Bus Driver’s Manual, Unit H on Crash and Emergency Procedures: 
 
https://www.dot.state.pa.us/Public/DVSPubsForms/BDL/BDL%20School%20Bus%20protected/
SB%20Manual/SB%20Manual/English/PUB%20117.pdf  
 
In addition to the safety procedures contained in the Pennsylvania School Bus Driver’s Manual, 
the driver should: 
 
1. Radio or call the Transportation Office and report the accident. Give location and nature of 

any injuries and request a call to 911 if needed, or call 911 immediately if unable to reach the 
Transportation Office and emergency assistance is needed. If 911 is called directly, follow up 
with a call to the Transportation Office or district administrative office as soon as possible, 
but in no case later than twenty-four (24) hours following the accident. 

 
2. In situations where you are unable to call for assistance, request other adults at the accident 

scene to make the call to 911. Students should not be asked to make emergency calls or sent 
away from the bus to seek help unless no other options are available. Follow up with a call to 
the Transportation Office or district administrative office as soon as possible, but in no case 
later than twenty-four (24) hours following the accident. 

 
3. Do not release any student to anyone unless directed by school administration officials or to 

Emergency Medical Service (EMS) providers when medical aid is required. Keep students 
on the bus unless the situation requires emergency evacuation.  

 

https://www.dot.state.pa.us/Public/DVSPubsForms/BDL/BDL%20School%20Bus%20protected/SB%20Manual/SB%20Manual/English/PUB%20117.pdf
https://www.dot.state.pa.us/Public/DVSPubsForms/BDL/BDL%20School%20Bus%20protected/SB%20Manual/SB%20Manual/English/PUB%20117.pdf
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4. In cases where emergency evacuation is required, keep the students together in a location that 
is away from the bus but always within visual range and free from other hazards. Notify the 
Transportation Office or district administrative office of the evacuation scene as soon as 
possible. 

 
5. Give immediate first aid to injured individuals, in accordance with procedures in Unit I of the 

Pennsylvania School Bus Driver’s Manual and first aid training. Give attention to the most 
seriously injured individuals first. Care should be transferred to EMS providers upon their 
arrival. 

 
6. Complete and submit the following form(s), as applicable based on the nature of the accident 

and the requirements of law and regulations, to the Transportation Supervisor one (1) day or 
as soon as possible after the accident. The Transportation Supervisor will assist with 
completing and submitting the required forms: 
 
a. Commonwealth of Pennsylvania Driver’s Accident Report. 

 
b. School Bus Accident Report (DL-739). 

 
c. District School Bus/School Vehicle Incident Information Form. 

 
Administration Procedures 
 
The Transportation Supervisor will notify the Superintendent, building principal and other 
relevant administrators.  
 
Designated district administrators and, if practicable, a school nurse will arrive at the accident 
scene to assist with students on the involved bus and will report back to the Superintendent or 
designee the extent of injuries and damages, the current situation and future actions that will be 
taken.  
 
When necessary, a designated administrator will proceed to the medical treatment facility(ies) to 
establish and maintain communications with the district and parents/guardians and to act on 
behalf of the district. 
 
The building principal or designee will inform parents/guardians in a timely manner through 
telephone calls, emails, etc. 
 
District administrators involved will submit to the Superintendent a written report, as soon as 
practicable, stating the administrative actions taken and suggestions for changes to be made to 
improve the accident procedures.  
 
When appropriate and sufficient facts are available, the Superintendent or designee will release a 
statement to the media. 
 
The Transportation Supervisor or designated contractor will be responsible to report to and 
complete all paperwork required by the insurance carriers. 
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The Superintendent will contact the district solicitor for advice on the proper handling of 
accident matters and related legal procedures, when necessary. 
 
 
 
 



NAME AGE SEX VEH.NO. INJURY SEATING ACTIVE PASSIVE
TYPE POSITION RESTRAINT RESTRAINT

COMMONWEALTH OF PENNSYLVANIA
Driver’s Accident Report

FORWARD THIS REPORT WITHIN 5 DAYS TO THE PENNSYLVANIA DEPARTMENT OF TRANSPORTATION,
BUREAU OF HIGHWAY SAFETY AND TRAFFIC ENGINEERING, P.O. Box 2047, HARRISBURG, PA 17105-2047

Pennsylvania Vehicle Code, Section 3747 states: All reports are confidential, not available as trial evidence

INJURY CLASS
0 - NO INJURY

1 - DEATH

2 - MAJOR INJURY

3 - MODERATE INJURY

4 - MINOR INJURY

9 - UNKNOWN

POSITION
1 - DRIVER

2-6 - PASSENGER

7 - PEDESTRIAN

8 - OTHER

1 2 3

4 5 6

ACTIVE RESTRAINT
0 - NONE

1 - SHOULDER HARNESS

ONLY

2 - SEAT BELT ONLY

3 - COMBINATION

(HARNESS & BELT)
4 - CHILD RESTRAINT

7 - MOTORCYCLE HELMET

8 - OTHER

9 - UNKNOWN

PASSIVE RESTRAINT
0 - NONE OR PEDESTRIAN

1 - AIRBAG (DEPLOYED)
2 - AIRBAG (NOT DEPLOYED)
3 - AUTOMATIC SEAT BELT

8 - OTHER

9 - UNKNOWN

TO PROPERLY LOCATE ACCIDENTS, USE AS City - Borough - Township On: (Street Name or Highway Number)

LANDMARKS; SR SEGMENT NUMBERS,

MILEPOSTS; INTERSECTION OF TWO HIGH-WAYS;

CITY, BOROUGH, TOWNSHIP, OR COUNTY LINES.

AA-600 (11-09)

Date of Accident (Month - Day - Year) County Day of Week Hour (AM - PM) Check if Hit-Run �

SEVERITY : Was Towing Required? Number of Vehicles Involved Number Injured Number Killed

UNIT 1: � YES � NO UNIT 2: � YES � NO

L
O

C
A

T
IO

N

Operator’s Name (First, Middle, Last) Date of Birth Operator’s License Number and State
Mr.
Mrs.
Miss

Address (Street, City, State, Zip Code) Vehicle License Number and State

Owner’s Name (First, Middle, Last) Year Make Model
Mr.
Mrs.
Miss

Address (Street, City, State, Zip Code) PA TITLE OR OUT-OF-STATE VIN

M
Y

V
E

H
IC

L
E

•
N

O
1

T
I

M
E

At Intersection With: If Not At Intersection : _______ Feet N S E W
Of Station Marker - Intersection - Etc…

USE THE FOLLOWING SECTION TO RECORD VEHICLE NUMBER 2, PEDESTRIAN, OR OTHER PROPERTY

Operator’s Name (First, Middle, Last) Date of Birth Operator’s License Number and State
Mr.
Mrs.
Miss

Address (Street, City, State, Zip Code) Vehicle License Number and State

Owner’s Name (First, Middle, Last) Year Make Model
Mr.
Mrs.
Miss

Address (Street, City, State, Zip Code) PA TITLE OR OUT-OF-STATE VIN

Description of Damaged Property Check If State Owned Property �

O
T

H
E

R

IF MORE VEHICLES/PEDESTRIANS/OCCUPANTS ARE INVOLVED USE ADDITIONAL REPORTS.

P
E

R
S

O
N

S
IN

V
O

L
V

E
D

Insurance
Company

Insurance
CompanyInformation Information

Unit 1 Policy No. Unit 2 Policy No.



INSTRUCTIONS:

1. Draw Diagram As
Clearly As You Can.

2. Show Your Vehicle
As Number 1.

3. Label All Streets,
Highways, and
Landmarks.

4. Draw An Arrow
In Circle Below So
It Points North.

5. Complete Narrative.

Indicate North By
Arrow

WEATHER: ROADWAY:

� Rain � Snow � Clear � Foggy � Other � Wet � Snowy � Dry � Icy � Rain

GIVE A DETAILED DESCRIPTION OF THE ACCIDENT IMMEDIATELY PRIOR TO IMPACT,

AT IMPACT, AND IMMEDIATELY AFTER IMPACT, REFER TO VEHICLES BY NUMBERS

SIGNATURE DATE

POLICE INVESTIGATED: � YES � NO If Yes, Name of Police Department:

0 = None
1 = 1 o'clock
2 = 2 o'clock
3 = 3 o'clock
4 = 4 o'clock
5 = 5 o'clock
6 = 6 o'clock
7 = 7 o'clock
8 = 8 o'clock
9 = 9 o'clock

10 = 10 o'clock
11 = 11 o'clock
12 = 12 o'clock
13 = Top of Vehicle
14 = Vehicle Undercarriage
15 = Use when the initial

impact was with a towed unit
(such as utility trailer vehicle,
horse van, etc…)

99 = Unknown

VEHICLE NUMBER 1:

INITIAL IMPACT POINT _______

LEGAL SPEED _______ MPH

ESTIMATED SPEED _______ MPH

VEHICLE NUMBER 2:

INITIAL IMPACT POINT _______

LEGAL SPEED _______ MPH

ESTIMATED SPEED _______ MPH

9 3

12

6



This Form is to be completed only in the event that
the accident was not investigated by a policy agency.

The Driver’s Accident Report Form is required to be completed by ALL drivers involved
in motor vehicle traffic accidents occurring within the Commonwealth of Pennsylvania
and involves:

(1) injury to or death of any person; or
(2) damage to any vehicle involved to the extent that it cannot be driven under its

own power in its customary manner without further damage or hazard to the
vehicle, other traffic elements, or the roadway, and therefore requires towing.

Section 3747(a) of Title 75, Pennsylvania Consolidated Statutes of the Vehicle Code
requires that if a police officer does not investigate an accident required to be
investigated by section 3746 (relating to immediate notice of accident to police
department), the driver of a vehicle which is in any manner involved in the accident shall,
within five days of the accident, forward a written report of the accident to the
department.

A Form, supplied by the Department of Transportation, has been designed for this
purpose. That Form is the attached AA-600, Commonwealth of Pennsylvania Driver’s
Accident Report.

The primary objective of this Form is to obtain information which can be used to develop
accident prevention and reduction programs aimed at reducing accidents and accident
losses. In order for these programs to succeed, every attempt must be made to obtain
the information for all items listed on the Report Form. Compliance with the following
instructions will help to assure that the Report is filled out completely and accurately.

A copy of the completed Accident Report should be retained for your records. If copies
are requested from the Department of Transportation, a fee of $5.00 per copy will be
required to cover our processing costs.

Please send completed Forms to the following address:

Pennsylvania Department of Transportation
Bureau of Highway Safety and Traffic Engineering

P.O. Box 2047
Harrisburg, Pennsylvania 17105-2047

COMMONWEALTH OF PENNSYLVANIA
Driver’s Accident Report

AA-600 (11-09)



GENERAL INSTRUCTIONS FOR COMPLETING DRIVER’S ACCIDENT REPORT

Use a ballpoint pen and print all required information. Fill in every block applicable. The Form is
self-explanatory. However, the following guidelines should be utilized:

1. For the Accident Location - - - Be sure to indicate the name of the City, Borough, or
Township where the accident occurred as well as the Street name or Highway Route Number.
If the accident occurred at an intersection, identify the name of the Street or Highway Route
Number of the intersecting Roadway.

If the accident did not occur at an Intersection, please use the nearest Cross Street, Mile
Posts, or Segment Markers. Segment Markers are signs erected along the roadside. Where
possible, the signs are placed at physical features such as bridges, pipes, or intersections. Mile
Posts are generally erected along the roadside of Interstates. Do not use House Numbers,
Utility Poles, etc. as reference points.

2. For the Vehicles, Drivers and Pedestrians - - - Copy information about drivers and vehicles
directly from the official Driver’s License, Vehicle Registration Card, and Proof of Financial
Responsibility Card.

3. Persons Involved - - - Record the names and addresses of all occupants (including Drivers)
in the vehicles involved and ALL INVOLVED PEDESTRIANS regardless of injury severity.
Begin with the Driver of Unit 1, then list the other occupants of Unit 1, if any. Repeat the
procedure with any other units.

4. Injury, Seating Position, Safety Restraints - - - If applicable, select the appropriate codes for
all occupants and pedestrians for the type of injury incurred, seating positions of all occupants,
and the type of safety device used.

5. Damage Area of Vehicle - - - Select the appropriate code for the Initial Impact Point for each
vehicle involved. To indicate the impact area, use clock points as shown at the vehicle
representation on the back of the report.

6. Speed Limit and Travel Speed - - - Enter the speed limit of the roadway at the accident site. If
the speed limit is not posted, write NP.
Enter your estimate of the travel speed of each vehicle immediately before the accident.

7. For the Accident Diagram - - - The diagram is a visual representation of the accident
location and the events that occurred. Show the movement of the vehicles, identify the
roadways and be sure to include the North Arrow displayed on the back of the Report Form.

8. For the Narrative - - -Describe the actions of all involved persons and vehicles before, during
and after the collision. Be as factual as possible and use the same Unit Numbers as those on
the front of the Report to identify the vehicles and pedestrians. Avoid such brief narratives as
“Unit 1 hit Unit 2”.

IF MORE THAN TWO (2) VEHICLES ARE INVOLVED, OR ADDITIONAL SPACE IS NEEDED
FOR OCCUPANTS, PLEASE USE ANOTHER FORM TO CAPTURE THE REQUIRED
INFORMATION. IN THESE CASES, STAPLE REPORTS TOGETHER BEFORE SUBMISSION.



SCHOOL BUS 
ACCIDENT REPORT

Return Within 5 Days To:
Special Driver Programs
Bureau of Driver Licensing
P.O. Box 68684
Harrisburg, PA 17106-8684

DL-739  (12-02)

IMPORTANT! Please refer to the instructional packet (DL-739A) if clarification is needed when completing this form.
Answer each section applicable to the accident. If additional information is necessary, attach a sheet
to original.

1. School District

___________________________

Intermediate Unit

___________________________

2. Bus Owner
A. ❏ School District
B. ❏ Contractor
C. ❏ Intermediate Unit
D. ❏ Other (specify)

______________________
Z. ❏ Unknown

3. Date of Crash

______ / _______ / _______

4. Day of Crash
A. ❏ Monday
B. ❏ Tuesday
C. ❏ Wednesday
D. ❏ Thursday
E. ❏ Friday
F. ❏ Saturday/Sunday

5. Time of Crash
A. ❏ Midnight - 6 a.m.
B. ❏ 6 a.m. - 9 a.m.
C. ❏ 9 a.m. - 11 a.m.
D. ❏ 11 a.m. - 1 p.m.
E. ❏ 1 p.m. - 3 p.m.
F. ❏ 3 p.m. - 6 p.m.
G. ❏ 6 p.m. - 8 p.m.
H. ❏ 8 p.m. - Midnight

6. Location by County

___________________________

7. Location of Crash
A. ❏ Rural
B. ❏ Urban

C. ❏ Residential
D. ❏ Business District
E. ❏ School Property
F.  ❏ Bus Owner Property
G. ❏ Other (specify)

______________________
Z. ❏ Unknown

8. Type of Crash
A. ❏ Head On
B. ❏ Side Swipe
C. ❏ Our Right Turn
D. ❏ Our Left Turn
E. ❏ Rear End (our)
F. ❏ Rear End (other)
G. ❏ Backing
H. ❏ Our U-Turn
I. ❏ Accelerating
J. ❏ Hit Fixed Object
K. ❏ Slowing
L. ❏ Passing
M. ❏ Intersection
N. ❏ Lane Change
O. ❏ Lost Control
P. ❏ Railroad Crossing
Q. ❏ Rollaway
R. ❏ Stopped
S. ❏ Non-Collision
T. ❏ Pedestrian
U. ❏ Other (specify)

______________________
Z. ❏ Unknown

9. Purpose for Transporting
A. ❏ Regular Route
B. ❏ Activity Trip
C. ❏ Other (specify)

______________________
Z. ❏ Unknown

10. Injuries/Fatalities
A. ❏ No
B. ❏ Yes

(If yes, complete 
supplement - Item 33)

11. Bus Occupied By
A. ❏ Unoccupied
B. ❏ Driver Only
C. ❏ Driver/Students
D. ❏ Students Only - (Give total 

number of students) ______
Z. ❏ Unknown

12. Vehicle Make

_________________________

13. Vehicle Capacity
A. ❏ Type I
B. ❏ Type II
C. ❏ School Vehicle
Z. ❏ Unknown

14. Vehicle Age
A. ❏ 2 years or less
B. ❏ 2-5 years
C. ❏ 5-8 years
D. ❏ Over 8 years
Z. ❏ Unknown

15. Bus Driver’s Name

___________________________

16. Bus Driver’s 
Operator Number

___________________________

17. Bus Driver Age
A. ❏ 18 -19
B. ❏ 20 - 24
C. ❏ 25 - 34
D. ❏ 35 - 44
E. ❏ 45 - 59
F. ❏ 60 - 74
G. ❏ 75 or over



18. Years Driving a Bus
A. ❏ 1 or less
B. ❏ 1 - 2
C. ❏ 3 - 4
D. ❏ 5 - 10
E. ❏ Over 10

19. Bus Driver’s Condition
A. ❏ Normal
B. ❏ Sick
C. ❏ Impaired
D. ❏ Fatigue
E. ❏ Other (specify)

______________________

20. Highway Type
A. ❏ Divided
B. ❏ Not Divided
C. ❏ Non-Highway
Z. ❏ Unknown

21. Highway Lanes
A. ❏ 1
B. ❏ 2
C. ❏ 3
D. ❏ 4 or More
E. ❏ Not Applicable

22. Posted Speed Limit
A. ❏ Not Applicable
B. ❏ Under 20 MPH
C. ❏ 20 - 35 MPH
D. ❏ 40 - 45 MPH
E. ❏ 50 - 55 MPH

23. Weather
A. ❏ No Adverse Condition
B. ❏ Raining
C. ❏ Snowing
D. ❏ Sleet/Hail
E. ❏ Fog/Smoke
F. ❏ Other (specify)

______________________
Z. ❏ Unknown

24. Visibility
A. ❏ Unrestricted
B. ❏ Hill
C. ❏ Curve
D. ❏ Other (specify)

______________________
Z. ❏ Unknown

25. Road Condition
A. ❏ Dry
B. ❏ Wet
C. ❏ Muddy
D. ❏ Snow/Ice
E. ❏ Other (specify)

______________________
Z. ❏ Unknown

26. Light
A. ❏ Daylight
B. ❏ Dark
C. ❏ Artificial
D. ❏ Other (specify)

______________________

27. Collision With
A. ❏ Non-Collision
B. ❏ Fixed Object
C. ❏ Train
D. ❏ Animal
E. ❏ Pedestrian
F. ❏ Motor Vehicle (M/V) - Car, 

Bus, Truck, Motorcycle, etc…
(If M/V, complete 
supplement - Item 34.)

G. ❏ Other (specify)
______________________

28. Damage (bus)
A. ❏ $100 or less
B. ❏ $100 - $500
C. ❏ $500 - $2,000
D. ❏ $2,000 and Up
E. ❏ None
Z. ❏ Unknown

29. Damage (all other)
A. ❏ $100 or less
B. ❏ $100 - $500
C. ❏ $500 - $2,000
D. ❏ $2,000 and Up
E. ❏ None
Z. ❏ Unknown

30. Causes, Check all that Apply
A. ❏ Follow Too Close
B. ❏ Too Fast for Conditions
C. ❏ Improper Pass
D. ❏ Improper Backing
E. ❏ Improper Right Turn
F. ❏ Improper Left Turn

G. ❏ Improper Stop
H. ❏ Improper Loading
I. ❏ Inattention
J. ❏ Right of Way
K. ❏ Mechanical Defect
L. ❏ Other (specify)

______________________

31. Police Report
A. ❏ No
B. ❏ Yes - Give Report Number

______________________
Z. ❏ Unknown

32. Any Traffic Citation Issued?
A. ❏ No
B. ❏ Yes
Z. ❏ Unknown

33. Supplement to Item 10
A. Injuries

a. ❏ None
b. ❏ Bus Driver
c. ❏ Student(s)-Number _____
d. ❏ Other Vehicle - 

Occupant(s-Number ____
e. ❏ Pedestrian(s)-Number___
f. ❏ Other (specify)

______________________

B. Fatalities
a. ❏ None
b. ❏ Bus Driver
c. ❏ Student(s)-Number _____
d. ❏ Other Vehicle - 

Occupant(s-Number ____
e. ❏ Pedestrian(s)-Number___
f. ❏ Other (specify)

______________________

C. At Scene First Aid Administered
a. ❏ No
b. ❏ Yes
z. ❏ Unknown

D. Medical Assistance 
Summoned

a. ❏ No
b. ❏ Yes
z. ❏ Unknown



34. Supplement to Item 27
(collision with another M/V)

1-A. Other Driver’s Name

__________________________

B. Other Driver’s Operator Number

__________________________

C. Other Vehicle, Type, Make, Model

__________________________

(If Required):

2-A. Other Driver’s Name

__________________________

B. Other Driver’s Operator Number

__________________________

C. Other Vehicle, Type, Make, Model

__________________________

If more than 2 other motor vehicles are
involved, attach separate sheet giving
information as shown in (A), (B), (C).

Report Submitted By: __________________________________________ Date: ______________

Name: __________________________________________________________________________

Position: ________________________________________________________________________

Phone Number:  (              ) __________________________________________________________

(signature)

(please print)



INSTRUCTIONS FOR COMPLETING THE
SCHOOL BUS ACCIDENT REPORT (DL-739)

DL-739A (1-08)

Special Driver Programs, Bureau of Driver Licensing
P.O. Box 68684, Harrisburg, PA 17106-8684PLEASE TYPE OR PRINT IN BLUE OR BLACK INK ALL INFORMATIUON

GENERAL INSTRUCTIONS

COMPLETING THE FORM

1. Check or provide the appropriate answer to each item.
2. Check one box only for each item (except item 32).
3. Sign and date the form. Print your name and position.

WHEN SHOULD THE FORM BE USED?
When a school bus vehicular crash occurs. A crash is an occurrence in a sequence of events usually producing
unintended injury, death, or property damage.

WHEN SHOULD THE FORM BE COMPLETED?
As soon as possible after the crash. The form should then be forwarded to the Pennsylvania Department of
Transportation, Special Driver Programs, within five (5) days of the crash.

WHO SHOULD COMPLETE THE FORM?
The school bus owner or driver should complete the form.

WHAT WILL THE INFORMATION BE USED FOR?
The information contained on these reports will be used to analyze trends and locate potentials for improvement
in school bus safety.

BUS OWNERSHIP
Item 1 - Identify the school district and intermediate unit in whose interests the bus was operating at the time

of the crash.
Item 2 - Identify the ownership of the bus. Mark one box only. If “other,” specify the ownership in the place

provided.

LOCATION AND TIME OF CRASH
Item 3 - Provide date of crash (month, day, year).
Item 4 - Identify the day of the week the crash occurred.
Item 5 - Identify the time the crash occurred. Mark the block which most closely indicates the time the crash

occurred, using the best available estimate.
Item 6 - Provide the State name in which the crash occurred.
Item 7 - Provide county name in which the crash occurred.
Item 8 - Identify, by type, the area at which the crash occurred. If crash occurred on school or bus owner property,

identify these as the location, regardless of other surroundings. If crash occurred elsewhere, use your
best evaluation of the surroundings.

NATURE OF CRASH
Item 9 - Identify the type of crash. Mark the “one” item that best describes the type of crash which actually

occurred, identifying the crash by the first harmful event which took place. If “other,” specify the
type of crash.

Item 10 - Identify the purpose of the use of the bus at the time of the crash. Bus movement to or from an activity
should be considered part of that activity. If “other,” specify the purpose.

Item 11 - Identify whether or not there were any injuries of any kind, of any severity, or any fatalities. If the answer
is “yes,” also complete the supplementary information on injuries (item 35).

Item 12 - Identify how the bus was occupied at the time of the crash. If students were on the vehicle at the time
of the crash, give the number. If the exact number is not known, give an estimate. If unable to estimate,
mark “number unknown.”



BUS INFORMATION
Item 13 - Provide the name of the manufacturer (of the chassis).
Item 14 - Identify the classification of the vehicle. The classes are identified as:

Type I -24 and above pupil seating capacity;
Type II - 11 to 23 pupil seating capacity;
School Vehicle -pupil seating capacity not more than 10 pupils.

Item 15 - Identify the age of the bus. Calculate age from the year of manufacture of the vehicle.

DRIVER INFORMATION
Item 16 - Provide the name of the driver, as it appears on the operator license.
Item 17 - Provide the operator license number. This must be a Pennsylvania operator license number.
Item 18 - Identify the driver age by marking the proper age group.
Item 19 - Identify the experience level of the driver in years of driving a bus. Use driverʼs complete experience to

compute experience. This will include time as your employee and previous employment, if applicable.
Item 20 - Identify any driver condition problem which was present at the time of the crash. The condition may

or may not be a contribution to the crash, but should be identified. Impaired means driving ability was
influenced by medication, drug, narcotic, or intoxicant of any kind. If other, please specify the condition.

Item 21 - Identify whether the driver is a School Bus Driver Instructor, Instructor Coordinator or neither.

DRIVING CONDITIONS
Item 22 - Identify the type of highway on which the crash occurred. If the crash did not occur on public roadway,

mark non-highway.
Item 23 - Identify the number of highway lanes. This is to include all traffic lanes, in both directions, but should not

include shoulder or berm areas. If a non-highway crash, mark not applicable.
Item 24 - Identify the posted speed limit at the scene of the crash.
Item 25 - Identify the overall weather conditions at the time and place of the crash. Clear weather is to be marked as

No Adverse Condition. If other, specify weather type prevailing. Note: Weather conditions are not roadway
conditions.

Item 26 - Identify the visibility available to the driver of the bus. If no visibility restrictions applied, mark unrestricted.
Any visibility problems not listed, including vehicle visibility problems, should be identified under “other.”

Item 27 - Identify the condition of the road surface at the time and place of the crash. If other, specify.
Item 28 - Identify the lighting conditions present at the time and place of the crash. Artificial means the area was

illuminated by street or similar type lighting. If other, specify.

CRASH RESULTS
Item 29 - Identify the nature of the crash. Check only one. If multiple contacts, identify first harmful event which took

place. If collision with another motor vehicle, also complete item 36, providing supplementary information.
Item 30 - Identify the dollar amount of damage to the bus. Use the best estimate possible.
Item 31 - Identify the dollar amount of damage to any and all other vehicles, fixtures, etc. Use the best estimate

possible.
Item 32 - Identify causes which may have contributed to the crash, or made the crash more severe than it might

otherwise have been. Check as many causes that apply.
Item 33 - Identify the status of any official police report made of the crash. If a report was made, give the report

number as provided by the investigating officer.
Item 34 - Identify the status of any traffic citation issued as a result of the crash. This includes any citation to any

party.

SUPPLEMENTS
Item 35 - Supplement to Item 11. Complete this item only if the answer to item 11 was “yes.” Provide the most

complete information possible to each part of this item.
Item 36 - Supplement to Item 29. Complete this item only if the answer to item 29 was “Motor Vehicle.”

Provide the most complete information possible to each part of this item.
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810-AR-11.  SCHOOL BUS/SCHOOL VEHICLE INCIDENT INFORMATION FORM 
 
 

**Use this form for incidents involving mechanical failure; minor accident with no damage or 
injury to any persons, vehicles or property; and any minor incidents where a Driver’s Accident 
Report or School Bus Accident Report is not required. 
 
Name of School Bus/Vehicle Driver: _______________________________________________ 
 
Operator Number:  _____________________________________________________________ 
 
Bus No.: ________   
 
Date of Report: ______________________________ 
 
Vehicle: ______________________________________________________________________ 
 (Year) (Make) (Type) 
 
Date of Incident: ________________________   Time of Day: ___________________ 
 
Description/Cause of Incident: 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
 
Location of Incident:  ___________________________________________________________ 
 
If another vehicle or property was involved, owner of other vehicle or property: 
 
Name: ________________________________________________________________________ 
 
Address: ______________________________________________________________________ 
 
Driver’s License No.: __________________________________________________________ 
 
Insurance Company:  ____________________________________________________________ 
 
Policy No.: __________________________________ 
 



810-AR-11.  SCHOOL BUS/SCHOOL VEHICLE INCIDENT INFORMATION FORM - Pg. 2 
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Names and Addresses of Witnesses to the Incident:  ___________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
 
 
 



Book  School District for PNN+ 

Section 800 Operations 

Title  School Bus Drivers and School Commercial Motor Vehicle Drivers 

Code  810.1 Vol I 2021 

Status  Active 

 
Note: This policy refers to school bus and commercial motor vehicle drivers only. 

Policy 810.3 applies to drivers of school vehicles used to transport students which 
do not qualify as a school bus or commercial motor vehicle. 

  
Purpose 
  
The Board recognizes that an employee must be fit to operate a school bus and commercial 
motor vehicle to ensure the health and safety of students being transported. The Board also 
recognizes that an employee impaired by drugs or alcohol who operates district vehicles or 
transports students poses significant risks to the safety of students and others. 
  
Definitions 
  
The following words and phrases, when used in this policy, shall have the meaning given to 
them in this section: 
  
A covered driver shall include any district employee who drives, operates or is in the 
actual physical control or movement of a school bus or a commercial motor vehicle owned, 
leased or operated by the school district. The term includes drivers and mechanics who 
operate such vehicles, including full-time, regularly employed individuals; leased drivers; 
and independent owner-operator contractors who are directly employed by or under lease to 
the district or who operate a bus or commercial motor vehicle owned or leased by the 
district.[1] 
  
Commercial motor vehicle - a motor vehicle or combination of motor vehicles used in 
commerce to transport passengers or property if the vehicle:[1] 

1. Has a gross combination weight rating or gross combination weight of 26,001 or 
more pounds, whichever is greater, inclusive of towed unit(s) with a gross vehicle 
weight rating or gross vehicle weight of more than 10,000 pounds, whichever is 
greater; 
  

2. Has a gross vehicle weight rating or gross vehicle weight of 26,001 or more pounds, 
whichever is greater; 
  

3. Is designed to transport sixteen (16) or more passengers, including the driver; or 
  

4. Is transporting hazardous materials and is required to be placarded. 

Driving - operating a commercial motor vehicle or motor carrier vehicle on a highway, with 
the motor running, including while the commercial motor vehicle or motor carrier vehicle is 
temporarily stationary because of traffic, a traffic control device or other momentary delay. 

http://www.law.cornell.edu/cfr/text/49/382.107
http://www.law.cornell.edu/cfr/text/49/382.107


The term does not include operating a commercial motor vehicle or motor carrier vehicle 
with or without the motor running if the driver moved the vehicle to the side of or off of a 
highway and halted in a location where the vehicle can safely remain stationary.[2][3][4] 
  
Electronic device - an electronic device includes, but is not limited to, a cellular telephone, 
personal digital assistant, pager, computer or any other device used to input, write, send, 
receive or read text.[3] 
  
Mobile telephone - a mobile communication device which uses a commercial mobile radio 
service.[4] 
  
Safety-sensitive functions include all on-duty functions performed from the time a driver 
begins work or is required to be ready to work until the driver is relieved from work and all 
responsibility for performing work. It includes driving; waiting to be dispatched; inspecting 
and servicing equipment; supervising, performing or assisting in loading and unloading; 
repairing or obtaining and waiting for help with a disabled vehicle; and performing other 
requirements related to accidents.[1] 
  
School bus means a motor vehicle that is designed to carry eleven (11) passengers or 
more, including the driver, and is used for the transportation of preprimary, primary or 
secondary school students to or from public, private or parochial schools or events related 
to such schools or school-related activities.[5] 
  
Texting - manually entering alphanumeric text into or reading text from an electronic 
device. The following shall apply:[3] 

1. The term includes, but is not limited to, short message service, emailing, instant 
messaging, a command or request to access an Internet web page, pressing more 
than a single button to initiate or terminate a voice communication using a mobile 
telephone or engaging in any other form of electronic text retrieval or entry, for 
present or future communication. 
  

2. The term does not include: 
  

a. Inputting, selecting or reading information on a global positioning system or 
navigation system. 
  

b. Pressing a single button to initiate or terminate a voice communication using 
a mobile telephone. 
  

c. Using a device capable of performing multiple functions, including, but not 
limited to, fleet management systems, dispatching devices, citizens band 
radios and music players, for a purpose that is not prohibited by law. 

Use a handheld mobile telephone or other electronic device –[4] 

1. Using at least one (1) hand to hold a mobile telephone to conduct a voice 
communication. 
  

2. Dialing or answering a mobile telephone by pressing more than a single button. 
  

https://www.law.cornell.edu/cfr/text/49/392.80
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=16&sctn=21&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=16&sctn=22&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=16&sctn=21&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=16&sctn=22&subsctn=0
http://www.law.cornell.edu/cfr/text/49/382.107
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=1&sctn=2&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=16&sctn=21&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=16&sctn=22&subsctn=0


3. Reaching for a mobile telephone in a manner that requires a driver to maneuver so 
that the driver is no longer in a seated driving position, restrained by a seat belt. 

Authority 
  
The Board shall implement a drug use and alcohol misuse prevention program for 
employees who are required to hold a commercial driver’s license and who perform safety-
sensitive functions in accordance with federal and state laws and regulations.[6][7][8][9] 
  
All contracted transportation providers shall implement a drug use and alcohol misuse 
prevention program in accordance with federal law and regulations.[10] 
  
Covered drivers shall observe all state and federal laws and Pennsylvania Department of 
Transportation regulations governing traffic safety and school bus and commercial motor 
vehicle operation. 
  
The Board prohibits covered drivers from texting and from using a handheld mobile 
telephone or other electronic device while driving a school bus or commercial motor vehicle 
except when it is necessary to communicate with law enforcement officials or other 
emergency services.[2][3][11][12] 
  
Delegation of Responsibility 
  
The Superintendent or designee shall develop administrative regulations to implement this 
policy and the requirements of law, which include the following components: 

1. Selecting and contracting with a qualified medical review officer, substance abuse 
professional, a certified laboratory and other service agents as necessary.[13] 
  

2. Establishment of procedures for required testing of covered drivers.[14] 
  

3. Maintenance of the confidentiality of all aspects of the testing process.[8] 
  

4. Delegation of responsibility for monitoring employee compliance with the provisions 
of Board policy and administrative regulations, including, but not limited to, an 
annual query of the Federal Motor Carrier Safety Administration’s Commercial 
Driver’s License Drug and Alcohol Clearinghouse.[15] 
  

5. Designation of an employee responsible for receiving and handling results of drug 
and alcohol tests.[16] 
  

6. Implementation of procedures for the query, preparation, maintenance, reporting, 
retention and disclosure of records, as required by law.[15][17] 
  

7. Distribution to affected employees of information and materials relevant to Board 
policies and administrative regulations regarding drug and alcohol testing.[18] 
  

8. Distribution to affected employees of information and materials relevant to 
individuals or organizations that can provide counseling and treatment for drug 
and/or alcohol problems. 

The Superintendent or designee shall provide each driver, upon hire or transfer, with: 

http://www.law.cornell.edu/cfr/text/49/part-382
http://www.law.cornell.edu/cfr/text/49/part-40
https://www.law.cornell.edu/uscode/text/49/31306
http://pacodeandbulletin.gov/Display/pacode?file=/secure/pacode/data/067/chapter229/s229.14.html&d=reduce
https://www.law.cornell.edu/cfr/text/49/392.80
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=16&sctn=21&subsctn=0
https://www.law.cornell.edu/cfr/text/49/392.82
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=33&sctn=16&subsctn=0
https://www.law.cornell.edu/cfr/text/49/40.15
https://www.law.cornell.edu/cfr/text/49/382.105
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1. This policy and its accompanying administrative regulations; and[18] 
  

2. Educational materials that explain the state and federal requirements related to 
misuse of alcohol and use of controlled substances.[18] 

The Superintendent or designee shall also provide notice to representatives of employee 
organizations of the availability of this information.[18] 
  
The Board designates the Director of Transportation to be the contact person for questions 
about the drug use and alcohol misuse program.[18] 
  
Guidelines 
  
Employment Requirements 
  
All covered drivers shall comply with the requirements for background checks/certifications 
and employment history reviews in accordance with applicable law, Board policy and 
administrative regulations. These requirements are addressed separately in Board policy 
304 for drivers employed by the district and Board policy 818 for drivers employed by an 
independent contractor.[10][19][20][21][22][23] 
  
Prior to employment by the district as a covered driver or transfer to a covered driver 
position, the district shall obtain the following information in accordance with federal and 
state laws and regulations: 

1. Alcohol and drug testing information from previous U.S. Department of 
Transportation-regulated employers during the past three (3) years with the covered 
driver’s written consent.[15][24][25][26] 
  

2. Commercial motor vehicle employment information for the past ten (10) 
years.[27][28] 

Additional Documentation - 
  
Prior to employment by the district as a covered driver or transfer to a covered driver 
position, and at least once each school year, the Superintendent or designee shall: 

1. Obtain a copy of a valid commercial driver’s license indicating the appropriate 
endorsements from the covered driver, or authorize the applicable legal 
exemption in cases of emergency;[29] 
  

2. Obtain a copy of a Commonwealth of Pennsylvania School Bus Driver’s Physical 
Examination Form from the covered school bus driver;[30] 
  

3. Obtain a copy of a current Pennsylvania School Bus Endorsement card from the 
covered school bus driver;[30] 
  

4. Review each covered driver’s driving record to determine whether the driver meets 
the minimum requirements for safe driving and is not disqualified to operate a 
commercial motor vehicle.[31][32] 
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Prior to employment by the district as a covered driver or transfer to a covered driver 
position, and every two (2) years, the Superintendent or designee shall obtain a valid 
Medical Examiner’s Certificate, if applicable.[33] 
  
Reporting Requirements - 
  
Covered drivers shall report misconduct in accordance with Board policy 317 for drivers 
employed by the district and Board policy 818 for drivers employed by an independent 
contractor.[10][20][21][34] 
  
Covered drivers using controlled substances prescribed for therapeutic purposes by a 
licensed medical practitioner shall submit the practitioner’s written statement that the 
prescribed substance will not adversely affect the employee’s ability to safely operate a 
school bus or commercial motor vehicle.[35] 
  
Covered drivers shall also inform their supervisors of any use of drug(s) or medication(s) for 
which the packaging includes warnings that, “marked drowsiness may occur and/or be 
careful when driving a motor vehicle or operating machinery.”[35] 
  
A covered driver arrested, charged with or issued a citation for violating a federal or state 
law or local ordinance relating to motor vehicle traffic control in this or any other state or 
any federal, provincial, territorial or municipal law relating to motor vehicle traffic control in 
Canada, other than parking violations, shall notify the Superintendent or designee and the 
contract carrier in writing within seventy-two (72) hours following the driver's 
arrest, charge or receipt of citation. Notice is required no matter what type of vehicle 
the driver was driving.[28] 
  
An employee who has provided timely notification of an arrest, citation or charge 
shall not be terminated or otherwise disciplined by the district or contract carrier 
based solely on the allegations underlying the arrest, citation or charge reported 
by the employee. Termination or other disciplinary action based on the underlying 
misconduct may be taken only where there has been a conviction of the violation, 
or where there is independent evidence of the underlying misconduct warranting 
termination or other discipline. This shall not preclude suspension, reassignment 
or other action pending resolution of the charges reported by the employee, nor 
disciplinary action up to and including termination for failure to provide timely 
notice of an arrest, citation or charge.[10][28][34] 
  
A covered driver who is convicted of violating a federal or state law or local ordinance 
relating to motor vehicle traffic control in this or any other state or any federal, provincial, 
territorial or municipal law relating to motor vehicle traffic control in Canada, other than 
parking violations, shall notify the Superintendent or designee and the contract carrier in 
writing of the conviction within fifteen (15) days of the date of conviction. Notice is 
required no matter what type of vehicle the driver was driving.[27][28] 
  
Any covered driver whose operating privilege is suspended, revoked or canceled by any 
state, who loses the privilege to drive a school bus or commercial motor vehicle in any state 
for any period, or who is disqualified from driving a school bus or commercial motor vehicle 
for any period, shall notify the Superintendent or designee and the contract carrier 
immediately upon reporting to work for the next scheduled shift following the notice of the 
suspension, revocation, cancellation, loss or disqualification.[27][28] 
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Failure to comply with the reporting requirements may result in disciplinary action, up to 
and including termination, in accordance with applicable law, regulations and Board 
policy.[10][34] 
  
Controlled Substances and Alcohol 
  
Drug and Alcohol Testing - 
  
The district shall require covered drivers to submit to the following drug and alcohol tests in 
accordance with state and federal laws and regulations: pre-employment, random, post-
accident, reasonable suspicion, return-to-work and follow-up.[6][7][8][14][36] 
  
Prohibited Conduct - 
  
Covered drivers shall not use medical marijuana products. 
  
Covered drivers shall not ingest hemp products or otherwise use hemp products in a way 
that may result in absorption of hemp or hemp residue into the body. 
  
A covered driver shall not report for duty, drive, operate or be in the actual physical control 
of the movement of a school bus or commercial motor vehicle under the following 
circumstances: 

1. While using or while having any amount of alcohol present in the body, including 
medications containing alcohol.[30][37][38] 
  

2. While under the influence of a controlled substance or combination of controlled 
substances, or the combined influence of alcohol and a controlled substance or 
substances.[35][39][40] 
  

3. After consuming alcohol or a controlled substance within the previous eight (8) hours 
for school bus drivers and within the previous four (4) hours for commercial motor 
vehicle drivers.[30][41] 

An exception shall be made for therapeutic use of prescribed controlled substances used by 
a covered driver when the driver has submitted in advance a licensed medical practitioner’s 
written statement that the prescribed substance will not adversely affect the driver’s ability 
to safely operate a school bus or commercial motor vehicle.[35] 
  
A covered driver required to take a post-accident test shall not use alcohol for eight (8) 
hours following the accident, or until the driver undergoes a post-accident test, whichever 
occurs first.[42] 
  
A covered driver shall not refuse to submit to a required test for drugs or 
alcohol.[1][36][43][44] 
  
Consequences/Discipline - 
  
The district shall remove a covered driver from performing safety-sensitive functions under 
the following circumstances: 
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1. A verified positive drug test result;[45][46] 
  

2. A verified adulterated or substituted drug test result;[45][46] 
  

3. An alcohol test result of 0.04 or higher; or[46][47] 
  

4. A refusal to submit to a post-accident, random, reasonable suspicion, return-to-duty 
or follow-up test.[43] 

The district shall place a school bus driver who drives, operates or is in physical control of a 
school bus out of service for thirty (30) days if the school bus driver has any detectable 
amount of alcohol in their system.[36][38] 
  
The district shall remove a commercial motor vehicle driver who is tested and is found to 
have an alcohol concentration of 0.02 or greater but less than 0.04 until the start of the 
driver’s next regularly scheduled duty period that is at least twenty-four (24) hours 
following administration of the test.[48] 
  
A covered driver employed by the district who violates Board policy or administrative 
regulations and tests positive for drugs or alcohol shall be subject to disciplinary action, up 
to and including termination, and shall be provided with a list of qualified substance abuse 
professionals. 
  
Consistent with contractual and legal requirements, a determination shall be made as to the 
appropriate disciplinary action for a covered driver who violates Board policy or 
administrative regulations. Nothing in this policy shall limit the Board’s authority to impose 
discipline, including discharge. 
  
If the district permits a covered driver who has been removed from performing safety-
sensitive functions to return to a safety-sensitive function, the district shall ensure that the 
covered driver has been evaluated by a qualified substance abuse professional and has 
successfully completed the return-to-duty process before returning to a safety-sensitive 
function.[46][49] 
  
Maintenance of Records 
  
The district shall maintain records of its drug use and alcohol misuse prevention program in 
compliance with federal regulations, and in accordance with the district’s records retention 
schedule.[15][17][50][51][52] 
  
Drug and alcohol records shall be confidential and shall only be released in accordance with 
applicable law.[53][54][55] 
  
Statistical records and reports shall be maintained and made available to the Federal 
Highway Administration for inspection or audit in accordance with federal 
regulations.[53][56] 
  
Acknowledgment of Receipt 
  
Each covered driver shall sign a statement certifying that they have has received a copy of 
this policy and its accompanying administrative regulations.[18] 
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The district shall keep the original signed statement in the personnel file of the covered 
driver employed by the district and provide a copy to the driver.[18] 
  
Training 
  
Covered drivers shall attend orientation and training sessions, as appropriate to the nature 
of their service. When training is provided for other school employees relating to the legal 
obligations of employers and educational institutions, consideration shall be given to which 
covered drivers should also receive that training.[57] 
  
The district shall ensure that employees who supervise covered drivers receive at least sixty 
(60) minutes of training on alcohol misuse and at least sixty (60) minutes of training on 
controlled substances use. Such training shall include the physical, behavioral, speech, and 
performance indicators of probable alcohol misuse and drug use.[58] 
  
  
NOTES: 
  
The Department of Transportation’s Drug and Alcohol Testing Regulation – 49 CFR Part 40, 
at 40.151(e) – does not authorize “medical marijuana” under a state law to be a valid 
medical explanation for a transportation employee’s positive drug test result. 
  
Qualifications of bus drivers – 1361, 1365, Title 67 Sec. 71.1 et seq. 
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810.1-AR-0.  DRUG USE AND ALCOHOL MISUSE PREVENTION PROGRAM - 
COVERED DRIVERS 

 
The Transportation Supervisor is responsible for implementing, maintaining and enforcing Board 
policy and administrative regulations regarding the drug use and alcohol misuse prevention 
program for covered drivers. 
 
Definitions 
 
Alcohol – the intoxicating agent in beverage alcohol, ethyl alcohol, or other low molecular 
weight alcohols, including methyl or isopropyl alcohol. 
 
Alcohol use – the consumption of any beverage, mixture, or preparation, including any 
medication (prescribed or over-the-counter, intentional or unintentional), containing alcohol. 
 
Breath Alcohol Technician (BAT) – a person who instructs and assists employees in the 
alcohol testing process and operates an evidential breath testing device. A BAT can conduct 
alcohol screening and confirmation tests. See 49 CFR Section 40.213 for qualifications. 
 
Collection site – the location a covered driver is directed to go for drug and/or alcohol testing. 
 
Commercial motor vehicle – a motor vehicle or combination of motor vehicles used in 
commerce to transport passengers or property if the vehicle: 
  
1. Has a gross combination weight rating or gross combination weight of 26,001 or more 

pounds, whichever is greater, inclusive of towed unit(s) with a gross vehicle weight rating or 
gross vehicle weight of more than 10,000 pounds, whichever is greater; 

 
2. Has a gross vehicle weight rating or gross vehicle weight of 26,001 or more pounds, 

whichever is greater; 
 
3. Is designed to transport sixteen (16) or more passengers, including the driver; or 
 
4. Is transporting hazardous materials and is required to be placarded. 
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Consortium/Third Party Administrator (C/TPA) – a service agent that provides or 
coordinates one or more drug and/or alcohol testing services. See 49 CFR Part 40 Subpart Q for 
qualifications. 
 
Covered driver – any district employee who drives, operates or is in the actual physical control 
or movement of a school bus or a commercial motor vehicle owned, leased or operated by the 
school district. The term includes drivers and mechanics who operate such vehicles, including 
full-time, regularly employed individuals; leased drivers; and independent owner-operator 
contractors who are directly employed by or under lease to the district or who operate a bus 
owned or leased by the district. 
 
Designated Employee Representative (DER) – individual(s) identified by the district as able to 
receive communications and test results from service agents and who is authorized to take 
immediate actions to remove employees from safety-sensitive duties and to make required 
decisions in the testing and evaluation processes. The individual must be an employee of the 
district. Service agents cannot serve as DERs. 
 
DOT – U.S. Department of Transportation. 
 
FMCSA – Federal Motor Carrier Safety Administration. 
 
Medical Review Officer (MRO) – a person who is a licensed physician and who is responsible 
for receiving and reviewing laboratory results generated by an employer's drug testing program 
and evaluating medical explanations for certain drug test results. See 49 CFR Section 40.121 for 
qualifications. 
 
Negative Return-to-Duty Test Result – means a return-to-duty test with a negative drug result 
and/or an alcohol test with an alcohol concentration of less than 0.02, as described in 49 C.F.R. § 
40.305. 
 
Safety-sensitive functions – all on-duty functions performed from the time a driver begins work 
or is required to be ready to work until s/he is relieved from work and all responsibility for 
performing work. It includes driving; waiting to be dispatched; inspecting and servicing 
equipment; supervising, performing or assisting in loading and unloading; repairing or obtaining 
and waiting for help with a disabled vehicle; and performing other requirements related to 
accidents. 
 
Screening Test Technicians (STT) – a person who instructs and assists employees in the 
alcohol testing process and operates an evidential breath testing device. An STT can conduct an 
alcohol screening test. See 49 CFR Section 40.213 for qualifications. 
 
Service agent – a person outside the district who will help the district implement the DOT drug 
and alcohol regulations. 
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Substance Abuse Professional (SAP) – an individual who evaluates drivers who have violated 
DOT drug and alcohol regulations and makes recommendations concerning education, treatment, 
follow-up testing and aftercare. See 49 CFR Section 40.281 for qualifications. 
 
Urine Specimen Collector – a person who collects urine specimens. See 49 CFR Section 40.33 
for qualifications. 
 
Verified test – a drug test result or validity testing result from a U.S. Department of Health and 
Human Services (HHS) certified laboratory that has undergone review and final determination 
by the MRO. 
 
Drug and Alcohol Testing Program 
 
The Superintendent, in consultation with the Transportation Supervisor, will select the following 
service agents subject to district contracting procedures:  
 
1. Laboratory: 

 
a. Urine Specimen Collector. 

 
b. Medical Review Officer (MRO). 

 
Information for selecting service agents can be found in the ODAPC Employer Handbook, see 
Appendix C: https://www.transportation.gov/odapc/employer_handbook  
 
District Contacts (include contact information)  
 
The district’s Designated Employee Representative (DER) is: Superintendent 
 
The DER will provide his/her contact information to the STT, BAT, Urine Specimen Collector, 
MRO, SAP and C/TPA, where applicable. 
 
Questions about the drug use and alcohol misuse prevention program can be directed to: 
Transportation Coordinator 
 
Employment or Transfer to Covered Driver Position 
 
Prior to employment or transfer to a covered driver position, the district will obtain the following 
information, pursuant to the prospective covered driver’s written consent, in accordance with 
federal laws and regulations: 
 

Drug/Alcohol test results from previous DOT-regulated employers during the past three (3) 
years. 

 
If the prospective covered driver refuses to provide written consent to obtain this information, 
the district will not permit the individual to perform safety-sensitive functions. 
 
The district must obtain and review this information before allowing a covered driver to perform 
a safety-sensitive function whenever feasible.  

https://www.transportation.gov/odapc/employer_handbook
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The district will also ask the prospective covered driver whether s/he previously had a verified 
positive pre-employment drug test or refused to submit to a pre-employment drug or alcohol test 
administered by a DOT employer to which s/he applied and did not obtain employment. If the 
prospective covered driver answers in the affirmative, the prospective covered driver must 
provide documentation that s/he has successfully completed the return-to-duty requirements 
described in 49 CFR part 40, Subpart O. 
 
All offers to hire an individual for a covered driver position or transfer an existing employee to a 
covered driver position are contingent upon the results of a pre-employment drug and alcohol 
test. Pre-employment tests are described in more detail below. 
 
Employee Conduct Prohibitions 
 
The district prohibits the following conduct by covered drivers: 
 
1. Using, being under the influence of, or possessing illegal drugs. 

 
2. Using or being under the influence of legal drugs that are being used illegally and/or abused. 

 
3. Using or being under the influence of legal drugs that can adversely affect the ability of the 

covered driver to safely perform his/her job. 
 

4. Selling, buying, soliciting to buy or sell, transporting or possessing illegal drugs while on 
district time or property. 
 

5. Using alcohol within eight (8) hours of driving or performing any safety-sensitive function 
for school bus drivers and within (4) hours of driving or performing any safety-sensitive 
function for school commercial motor vehicle drivers. 
 

6. Using or being under the influence of alcohol at any time while driving or performing safety-
sensitive functions. 
 

7. Possessing any amount of alcohol, including possessing medications containing alcohol, 
while on duty. 
 

8. Ingesting hemp products or otherwise using hemp products in a way that may result in 
absorption of hemp or hemp residue into the body.  
 

9. Refusing to be tested for drugs and/or alcohol. 
 

10. Failing to submit to a drug and/or alcohol test as directed by the district. 
 

11. Adulterating or substituting a specimen. 
 

12. Failing to stay in contact with the district and its Medical Review Officer (MRO) while 
awaiting the results of a drug and/or alcohol test. 
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13. Violating any applicable federal, state and/or district requirements or prohibitions governing 
the use of drugs and/or alcohol. 
 

14. Taking any actions to obstruct the district’s policy or administrative regulations with respect 
to drug and/or alcohol testing. 

 
Prescription Drugs, Over-the-Counter Drugs, and Medical Marijuana 
 
Covered drivers must inform the Transportation Supervisor about any therapeutic drug use, 
whether prescription or over-the-counter. 
 
For use of a prescription drug, the covered driver must provide a signed statement from the 
prescribing licensed medical practitioner that the substance will not adversely affect the driver’s 
ability to perform the assigned work function. 
 
Covered drivers shall also inform the Transportation Supervisor of any use of drug(s) or 
medication(s) for which the packaging includes warnings that, “marked drowsiness may occur 
and/or be careful when driving a motor vehicle or operating machinery.” 
 
Failure to report the use of such drugs or failure to provide proper evidence of medical 
authorization may result in disciplinary action. 
 
Marijuana remains a drug listed in Schedule I of the Controlled Substances Act; therefore, it 
remains prohibited for any covered driver performing safety-sensitive functions to use “medical 
marijuana.” See DOT “Medical Marijuana” Notice: 
https://www.transportation.gov/odapc/medical-marijuana-notice 
 
Required Tests 
 
In accordance with DOT and federal regulations, covered drivers will be required to submit to 
the following tests: 
 
1. Pre-employment/Pre-duty. 

 
2. Random. 

 
3. Reasonable Suspicion/Reasonable Cause. 

 
4. Post-Accident. 

 
5. Return-to-Duty. 

 
6. Follow-up. 
 
These DOT tests must be separate from non-DOT tests in all respects, and must be done only as 
authorized by DOT and federal regulations. 
 
Before performing each alcohol or drug test, the district will notify a covered driver that the 
alcohol or drug test is required by DOT and federal regulations. 

https://www.transportation.gov/odapc/medical-marijuana-notice
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When a covered driver is notified to report for testing, the driver must report to the collection site 
immediately. 
 
The Federal Drug Testing Custody and Control Form (CCF) must be used for DOT drug tests, 
and the Department of Transportation Alcohol Testing Form (ATF) must be used for DOT 
alcohol tests. These forms may not be used for non-DOT collections. 
 
Altering a drug or alcohol test result is prohibited. 
 
Pre-employment/Pre-duty - 
 
An applicant/employee will be notified of the requirement to undergo a pre-employment drug 
test prior to performing safety-sensitive functions. 
 
A pre-employment drug test will be conducted before the first time a covered driver performs 
any safety-sensitive function for the district.  
 
The district will not permit a covered driver to perform safety-sensitive functions until the 
district has received a drug test result indicating a verified negative test result. 
 
Pre-employment drug testing will also be required of covered drivers returning to work after 
summer vacation or a layoff period if the covered driver was removed from the random testing 
pool during the vacation or layoff period. If the covered driver remains in the random testing 
pool, additional testing is not necessary. 
 
The district will conduct pre-employment alcohol testing in accordance with the requirements set 
forth in 49 C.F.R. 382.301(d). 
 
All offers of employment or transfer to covered driver positions with the district will be 
contingent upon testing results. An individual who tests positive for drugs will not be hired or 
transferred. The offer of employment will immediately be withdrawn from any individual who 
refuses drug testing. 
 
Exceptions may be made for covered drivers who have participated in the drug testing program 
required by federal law and regulations within the previous thirty (30) days, prior to the 
application for employment and while participating in that program was tested for drugs within 
the last six (6) months or participated in a random drug testing program in the previous twelve 
(12) months, provided the district has been able to make all verifications required by law. 
 
Post-Accident Testing - 
 
A surviving covered driver must submit to a post-accident alcohol test as soon as practicable 
after an accident involving: 
 
1. A fatality; or 

 
2. The covered driver has been issued a citation for a moving traffic violation arising from the 

accident within eight (8) hours of the occurrence AND either:  
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a. A person is injured and receives immediate medical treatment away from the scene; or  

 
b. Vehicle damage requires any of the involved vehicles to be towed away from the scene. 

 
A surviving covered driver must submit to a post-accident drug test as soon as practicable after 
an accident involving: 
 
1. A fatality; or 

 
2. The covered driver has been issued a citation for a moving traffic violation arising from the 

accident within thirty-two (32) hours of the occurrence AND either:  
 

a. A person is injured and receives immediate medical treatment away from the scene; or  
 

b. Vehicle damage requires any of the involved vehicles to be towed away from the scene. 
 
A law enforcement official investigating an accident will request that a covered driver submit to 
alcohol and drug testing. The covered driver must inform the Transportation Supervisor of such 
test(s). 
 
Covered drivers will make themselves readily available for testing, absent the need for 
immediate medical attention. If the covered driver leaves the accident scene, the driver will 
notify his/her supervisor of his/her current location.  
 
No covered driver required to take a post-accident test will use alcohol for eight (8) hours 
following the accident, or until s/he undergoes a post-accident test, whichever occurs first. 
 
If an alcohol test is not administered within two (2) hours of the accident or if a drug test is not 
administered within thirty-two (32) hours, the district will prepare and maintain on file a record 
explaining why the test was not promptly administered. Tests will not be given if not 
administered within eight (8) hours after the accident for alcohol or within thirty-two (32) hours 
for drugs. 
 
Tests conducted by authorized federal, state, or local officials will fulfill post-accident testing 
requirements provided such tests conform to applicable federal and state testing requirements 
and the results of the tests are obtained by the district. Breath and blood tests meet the 
requirements of alcohol testing. A urine test meets the requirements of a drug test. 
 
Random Testing - 
 
The district will conduct alcohol and drug tests on a random basis at unannounced times spread 
reasonably throughout the year. 
 
Annually, the district will test a minimum of ten percent (10%) of covered drivers in the pool for 
alcohol, and twenty-five percent (25%) of covered drivers in the pool for drugs, subject to 
changes in federal regulations and the DOT’s Federal Motor Carrier Safety Administration’s 
(FMCSA) requirements. The current DOT Agency random testing rates can be found here: 
https://www.transportation.gov/odapc/random-testing-rates. 

https://www.transportation.gov/odapc/random-testing-rates
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Covered drivers will be selected by a scientifically valid random process, and each covered 
driver will have an equal chance of being tested each time selections are made. 
 
A covered driver may only be tested for alcohol while the covered driver is performing safety-
sensitive functions, just before the covered driver is to perform safety-sensitive functions, or just 
after the covered driver has ceased performing such functions. 
 
Upon notice of random or unannounced testing, a covered driver must immediately report to the 
collection site after receiving notice of his/her selection. Failure to immediately report to the 
collection site, to submit to the test, or interfering with the testing process will be considered a 
refusal. 
 
Reasonable Suspicion Testing - 
 
When a supervisor or district administrator, who has received training covering the indications of 
probable drug and/or alcohol use, has reasonable cause to suspect a covered driver is under the 
influence of drugs or alcohol (or both), s/he will require the affected covered driver to report to 
the collection site and provide a specimen as soon as practicable. Following a reasonable 
suspicion determination, the affected covered driver will not be permitted to perform safety-
sensitive functions until a verified negative test result is received by the district. 
 
This reasonable suspicion must be based on specific, contemporaneous, articulable observations 
concerning the covered driver’s appearance, behavior, speech, or body odors. The observations 
may include indications of the chronic and withdrawal effects of controlled substances. The 
supervisor or administrator will document in writing the basis for the reasonable suspicion within 
twenty-four (24) hours of the observed behavior or before the results of the alcohol or controlled 
substances tests are released, whichever is earlier. 
 
A covered driver may only be directed to undergo reasonable suspicion testing while the covered 
driver is performing safety-sensitive functions, just before the covered driver is to perform 
safety-sensitive functions, or just after the covered driver has ceased performing such functions. 
 
The covered driver will be escorted to the collection site by the Transportation Supervisor or 
designee, and arrangements will be made to transport the covered driver to his/her home after the 
specimen is collected. 
 
Alcohol testing is authorized for reasonable suspicion only if the required observations are made 
during, just preceding, or just after the period of the workday. The supervisor or district official 
who makes the determination that reasonable suspicion exists to conduct an alcohol test is not 
permitted to conduct the alcohol test of the covered driver. 
 
If an alcohol test is not administered within two (2) hours of the reasonable suspicion 
determination, the district will prepare and maintain on file a record explaining why the test was 
not promptly administered. An alcohol test will not be given if not administered within eight (8) 
hours following the reasonable suspicion determination. If an alcohol test is not administered for 
this reason, the district will record the reasons for not administering the test. 
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Return-To-Duty Testing - 
 
If the district permits a covered driver who has violated the district’s drug or alcohol prohibition 
to return to the performance of safety-sensitive functions, a drug or alcohol test must be 
conducted. A return-to-duty test cannot occur until after the SAP has determined that the covered 
driver has successfully complied with the prescribed education and/or treatment. 
 
The district will not allow a covered driver to return to duty in a safety-sensitive function until 
the return-to-duty: 
 
1. Drug test produces a verified negative result (if conduct involved drugs); and/or 

 
2. Alcohol test indicates an alcohol concentration of 0.02 or less (if conduct involved alcohol). 
 
Return-to-duty testing must be done under direct observation. 
 
Follow-up Testing - 
 
After completing a return-to-duty test, follow-up testing will be performed consistent with the 
covered driver’s follow-up testing plan developed by the SAP in accordance with the law.  
 
Follow-up tests must be unannounced with no discernable pattern as to their timing. 
 
Follow-up testing must be under direct observation. 
 
Follow-up testing is separate and in addition to any other testing. 
 
Drug Tests 
 
In accordance with DOT and federal regulations, a DOT drug test: 
 
1. Is only conducted using urine specimens, and 

 
2. Can only be analyzed for the following drugs or drug metabolites: 
 

a. Marijuana (THC). 
 

b. Cocaine. 
 

c. Phencyclidine (PCP). 
 

 
d. Amphetamines, Methamphetamine, MDMA, and MDA. 

 
e. Opioids (Codeine, Morphine, Heroin, Hydrocodone, Hydromorphone, Oxycodone, and 

Oxymorphone). 
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The following collection and test procedures will apply: 
 
A Medical Review Officer (MRO) will review all drug tests performed in the laboratory. The 
MRO will determine whether positive test results indicate illegal drug use or whether other 
medical explanations could account for the results. The MRO will inform the covered driver and 
the Designated Employee Representative (DER) of the findings. 
 
The DER will be responsible to receive the documentation of the test results and to recommend 
to the Superintendent necessary action if the results are positive, adulterated or substituted. 
 
If the DER receives a drug test result indicating that the covered driver’s specimen was dilute, 
the DER will follow the procedures set forth in 49 CFR § 40.197. 
 
If the DER receives a drug test result indicating that the covered driver’s specimen was cancelled 
because it was invalid, the DER will follow the procedures set forth in 49 CFR § 40.23. 
 
If the DER receives a drug test result indicating that the covered driver’s specimen was cancelled 
when a negative result is required (e.g., pre-employment, return-to-duty, or follow-up test), the 
DER will follow the procedures set forth in 49 CFR § 40.23. 
 
If the DER receives notice that the covered driver has not provided a sufficient amount of urine, 
the DER will follow the procedures set forth in 49 CFR § 40.193. 
 
Alcohol Tests 
 
In accordance with DOT and federal regulations, a DOT alcohol test will be conducted using 
either a breath or saliva specimen.  
 
Alcohol tests will be administered using only a DOT-approved device, except in cases of on-
scene post-accident testing conducted by federal, state or local officials. 
 
The following collection and test procedures will apply: 
 
If the initial alcohol test registers an alcohol concentration that is less than 0.02%, no additional 
test will be required at that time. 
 
If the initial alcohol test registers an alcohol concentration level of 0.02% or greater, a second 
confirmation test will be performed. 
 
The BAT or STT will inform the covered driver and the DER about the results of the testing. 
 
Test Refusal 
 
The following conduct constitutes a refusal to submit to testing:  
 
1. Fail to provide breath, saliva, or urine specimen; 

 
2. Provide an insufficient volume without valid medical explanation; 
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3. Adulterate or substitute a specimen; 
 
4. Fail to appear within a reasonable time; 
 
5. Leave the scene of an accident without just cause prior to submitting to a test; 
 
6. Leave the collection facility prior to test completion; 
 
7. Fail to permit an observed or monitored collection when required; 
 
8. Fail to take a second test when required; 
 
9. Fail to undergo a medical examination when required; 
 
10. Fail to cooperate with any part of the testing process; 
 
11. Fail to sign the certification statement at Step 2 of alcohol test form; 
 
12. Fail to remain at site and provide a specimen once test is underway; or 
 
13. MRO verifies that an adulterated/substituted sample was provided. 
 
The Office of Drug and Alcohol Policy and Compliance’s (ODAPC) employer handbook 
contains a list of Part 40 refusals and the DOT regulation instructions for handling them.  
 
The employer handbook is available here: 
https://www.transportation.gov/odapc/employer_handbook 
 
Notifications  
 
The district will notify an applicant of the results of a pre-employment drug test, if the applicant 
requests the results within sixty (60) calendar days of being notified of the disposition of his/her 
employment application. 
 
The district will notify a covered driver of the results of random, reasonable suspicion, and post-
accident drug tests if the test results are verified positive. The district will also inform the 
covered driver which controlled substance(s) were verified as positive. 
 
Consequences 
 
Immediate Removal from Safety-Sensitive Functions - 
 
The district will remove a covered driver from performing safety-sensitive functions under the 
following circumstances: 
 
1. A verified positive drug test result; 

 
2. A verified adulterated or substituted drug test result;  

 

https://www.transportation.gov/odapc/employer_handbook
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3. An alcohol test result of 0.04 or higher; and  
 

4. A refusal to submit to a post-accident, random, reasonable suspicion, return-to-duty or 
follow-up test. 

 
The district will place a school bus driver who drives, operates or is in physical control of a 
school bus while having any detectable amount of alcohol in his/her system out of service for 
thirty (30) days. 
 
The district will remove a commercial motor vehicle driver who is tested and is found to have an 
alcohol concentration of 0.02 or greater but less than 0.04 until the start of the driver’s next 
regularly scheduled duty period that is at least twenty-four (24) hours following administration 
of the test. 
 
Discipline - 
 
In addition to the consequences established by federal law, a covered driver employed by the 
district confirmed to have violated the district’s policy related to alcohol and controlled 
substances will also be subject to district-imposed discipline, up to and including, termination. 
All employment decisions involving reinstatement, termination, or dismissal will be made in 
accordance with applicable state law, Board policies, and negotiated agreements. 
 
Confidentiality/Privacy 
 
District staff will take appropriate measures to ensure that all the testing procedures are as 
private and confidential as reasonably practical. 
 
Test results or medical information will only be provided to supervisors who have a need to 
know such information, to the applicant/employee tested, and to any individual permitted or 
required by law or regulation to receive such information. Specific written consent is required to 
release individual test results or medical information, if release of such information is not 
permitted or required by law or regulation. 
 
Maintenance of Records 
 
All DOT drug and alcohol test records must be kept in a secure location with controlled access. 
The district will maintain records for the periods required by federal law and regulations, and in 
accordance with the district’s records retention schedule. 
 
All DOT drug and alcohol test records will be maintained separately from personnel or medical 
records. 
 
Upon written request, the district will provide a covered driver with copies of any records 
pertaining to the covered driver’s use of alcohol or drugs, including any records pertaining to 
his/her drug or alcohol tests. 
 
Records will be made available to a subsequent employer or other identified persons only with 
the covered driver’s specific written consent. The district will document in writing: 
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1. The information released, including the date; 
 

2. The party to whom it was released; and 
 

3. A summary of the information provided. 
 
Statistical records and reports will be maintained and made available to the Federal Highway 
Administration for inspection or audit in accordance with federal regulations. 
 
Data Collection and Reporting 
 
The district will submit its annual drug and alcohol testing data upon request by the FMCSA. If 
the district is notified, during the month of January, of a request by the FMCSA to report the 
district’s annual calendar year summary information, the Transportation Supervisor will prepare 
and submit the report to the FMCSA by March 15. Drug and alcohol testing data will be 
submitted electronically through the Drug & Alcohol Testing Management Information System 
(MIS).     
 
The Transportation Supervisor will complete a U.S. Department of Transportation Drug and 
Alcohol Testing MIS Data Collection Form annually, even if the district is not notified of a 
request by the FMCSA, to have available in the event of an audit or inspection. 
 
The MIS form, instructions and Internet link for submitting the form can be found here: 
https://www.transportation.gov/odapc/MISreporting 
 
Treatment/Counseling 
 
Substance Abuse Professionals (SAP) - 
 
The district will provide covered drivers who violate the DOT’s drug or alcohol regulations with 
a list of Substance Abuse Professionals. 
 
 
The district is not required by law to pay for an evaluation by a SAP or any subsequent 
recommended education or treatment for a covered driver who has violated a DOT drug and 
alcohol regulation.  
 
If the district offers a covered driver an opportunity to return to the performance of safety-
sensitive functions, the covered driver will undergo an evaluation by a SAP, comply with any 
required rehabilitation, and undergo a return-to-duty test. The SAP will provide the DER with a 
follow-up testing plan for the covered driver who seeks to resume the performance of safety-
sensitive functions. The district will not impose additional testing requirements on the covered 
driver that go beyond the SAP’s follow-up testing plan. 
 
Voluntary Treatment/Counseling - 
 
The district is interested in maintaining a safe workplace and a healthy and productive 
workforce, not in punishing employees who seek assistance. An employee who feels s/he may 

https://www.transportation.gov/odapc/MISreporting
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have a substance abuse problem is urged to contact the Transportation Supervisor. Such 
employees will not be disciplined or retaliated against.  
 
Employees who request treatment or leaves of absence for treatment of drug and/or alcohol 
problems will not be subject to discipline. However, employees cannot escape discipline by first 
requesting such treatment or leave after being selected for testing or after being caught violating 
Board policy and/or administrative regulations. 
 
Employee requests for voluntary treatment of drug and/or alcohol problems will be kept 
confidential, in accordance with applicable federal and state law, Board policy and 
administrative regulations. 
 
The district will permit covered drivers to return to a safety-sensitive function only after the 
covered driver has successfully complied with any prescribed education and/or treatment, and 
has a verified negative test result for drugs and/or an alcohol test indicates an alcohol 
concentration of 0.02 or less. 
 
Policy Distribution, Educational Materials and Acknowledgement of Receipt 
 
At the beginning of each school year, or when a new employee starts or transfers into a covered 
driver position after the start of the school year, all covered drivers will receive: 
 
1. The Board policies prohibiting use, possession and being under the influence of alcohol and 

controlled substances and requiring drug and alcohol testing, and the administrative 
regulations implementing those policies. 

 
2. Educational materials that explain: 

 
a. Effects of drug/alcohol abuse on an individual’s health, work and personal life. 

 
b. Signs and symptoms of drug and alcohol problems. 

 
c. Employee assistance programs available through the district. 

 
d. Methods of intervention and list of resources when a drug or alcohol problem is 

suspected. 
 

e. Post-accident procedures. 
 
Each covered driver will read and sign the Receipt of Drug/Alcohol Information form, and 
submit the form to the Transportation Supervisor within five (5) days after receiving the 
information. 
 
Training for Supervisors - 
 
The district will provide a training program for employees who supervise covered drivers. The 
training will be used by trained supervisory staff to determine whether a covered driver must be 
tested for drug and alcohol use based on reasonable suspicion. 
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The training will include at least sixty (60) minutes of training on alcohol misuse and sixty (60) 
minutes of training on controlled substances use. The training must include the physical, 
behavioral, speech, and performance indicators of probable alcohol misuse and use of controlled 
substances. 
 
The district will maintain documentation of supervisor training in compliance with federal 
regulations, and in accordance with the district’s records retention schedule. 
 
Employer Resources 
 
What Employers Need to Know About DOT Drug and Alcohol Testing – 
https://www.transportation.gov/odapc/employer_handbook 
 
Prescription and Over-the-Counter Medications Tool Kit – 
https://transit-safety.fta.dot.gov/DrugAndAlcohol/publications/DocumentInfo.aspx?DocID=223  
 
Best Practices for DOT Random Drug and Alcohol Testing – 
https://www.transportation.gov/odapc/best-practices-dot-random-drug-and-alcohol-testing 
 
DOT Urine Specimen Collection Guidelines –  
https://cms.dot.gov/odapc/urine-specimen-collection-guidelines 
 
What Employers Need to Know About Monitoring Collection Sites – 
https://www.transportation.gov/odapc/employer_brochure 
 
Commercial Driver’s License Drug and Alcohol Clearinghouse – 
https://cms.fmcsa.dot.gov/regulations/commercial-drivers-license-drug-and-alcohol-
clearinghouse 
 
Employer Record Keeping Requirements for Drug and Alcohol Testing –  
https://www.transportation.gov/odapc/drug-and-alcohol-record-keeping-requirements 
 
DOT Drug & Alcohol Supervisor Training Guidance –  
https://www.fmcsa.dot.gov/us-department-transportation-dot-drug-alcohol-supervisor-training-
guidance 
 
Employee Resources 
 
What Employees Need to Know About DOT Drug & Alcohol Testing – 
https://www.transportation.gov/odapc/employee-handbook-english 
 
Federal Drug & Alcohol Testing Brochure – 
https://www.fmcsa.dot.gov/regulations/drug-alcohol-testing/drug-and-alcohol-testing-brochure-
drivers 
 

https://www.transportation.gov/odapc/employer_handbook
https://transit-safety.fta.dot.gov/DrugAndAlcohol/publications/DocumentInfo.aspx?DocID=223
https://www.transportation.gov/odapc/best-practices-dot-random-drug-and-alcohol-testing
https://cms.dot.gov/odapc/urine-specimen-collection-guidelines
https://www.transportation.gov/odapc/employer_brochure
https://cms.fmcsa.dot.gov/regulations/commercial-drivers-license-drug-and-alcohol-clearinghouse
https://cms.fmcsa.dot.gov/regulations/commercial-drivers-license-drug-and-alcohol-clearinghouse
https://www.transportation.gov/odapc/drug-and-alcohol-record-keeping-requirements
https://www.fmcsa.dot.gov/us-department-transportation-dot-drug-alcohol-supervisor-training-guidance
https://www.fmcsa.dot.gov/us-department-transportation-dot-drug-alcohol-supervisor-training-guidance
https://www.transportation.gov/odapc/employee-handbook-english
https://www.fmcsa.dot.gov/regulations/drug-alcohol-testing/drug-and-alcohol-testing-brochure-drivers
https://www.fmcsa.dot.gov/regulations/drug-alcohol-testing/drug-and-alcohol-testing-brochure-drivers
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   No.  810.1-AR-1 
 
 
ADMINISTRATIVE REGULATION 
 
APPROVED: 
 
REVISED: 

LAMPETER-STRASBURG 
SCHOOL DISTRICT 
 
 

810.1-AR-1.  RECEIPT OF DRUG/ALCOHOL INFORMATION 
 
 
I hereby acknowledge that I have received a copy of the Board’s policies on school bus drivers 
and school commercial motor vehicle drivers, their implementing administrative regulations and 
educational materials on the effects of drug and alcohol use; that I have read and fully understand 
their content; that I understand that I am subject to drug and alcohol testing; and that I may be 
disciplined up to and including termination for testing positive, refusing to cooperate in testing, 
or engaging in other conduct prohibited under applicable Board policy or administrative 
regulations. 
 
 
 
_____________________________________________  ________________________ 
Employee        Date 
 
 
 
_____________________________________________  ________________________ 
Transportation Supervisor      Date Received 
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   No.  810.1-AR-2 
 
 
ADMINISTRATIVE REGULATION 
 
APPROVED: 
 
REVISED: 

LAMPETER-STRASBURG 
SCHOOL DISTRICT 
 
 

810.1-AR-2.  RELEASE OF INFORMATION FORM 
49 CFR PART 40 DRUG AND ALCOHOL TESTING 

 
SECTION I. To be completed by the district (new employer), signed by the employee, and 
transmitted to the previous DOT- regulated employer: 
 
Employee Printed or Typed Name: _________________________________________________ 
Employee ID/SSN:  _____________________________________________________________ 
 
I hereby authorize release of information from my Department of Transportation regulated drug 
and alcohol testing records by my previous employer, listed in Section I-B, to the employer listed 
in Section I-A. This release is in accordance with DOT Regulation 49 CFR Part 40, Section 
40.25, and FMCSA Regulation 49 CFR Part 382, Section 382.413. I understand that information 
to be released in Section II-A by my previous employer, is limited to the following DOT-
regulated testing items: 
 
1. Alcohol tests with a result of 0.04 or higher; 
2. Verified positive drug tests; 
3. Refusals to be tested; 
4. Other violations of DOT agency drug and alcohol testing regulations; 
5. Information obtained from previous employers of a drug and alcohol rule violation; 
6. Documentation, if any, of completion of the return-to-duty process following a rule violation. 
 
 
Employee Signature: ____________________________________  Date: __________________ 
 
I-A. 
New Employer Name: ___________________________________________________________ 
Designated Employer Representative: _______________________________________________ 
Address: ______________________________________________________________________ 
Phone Number: _________________________  Fax Number: ___________________________ 
Email Address:_________________________________________________________________ 
 
I-B. 
Previous Employer Name: ________________________________________________________ 
Address: ______________________________________________________________________ 
Phone Number: _________________________ 
Designated Employer Representative (if known): ______________________________________ 
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SECTION II. To be completed by the previous employer and transmitted by mail or fax to 
the new employer: 
 
II-A. In the three (3) years prior to the date of the employee’s signature (in Section I), for DOT-
regulated testing – 
  
1. Did the employee have alcohol tests with a result of 0.04 or higher? YES __   NO __ 
 
2. Did the employee have verified positive drug tests? YES __   NO __ 
 
3. Did the employee refuse to be tested? YES __   NO __ 
 
4. Did the employee have other violations of DOT agency drug and 
 alcohol testing regulations? YES __   NO __ 
 
5. Did a previous employer report a drug and alcohol rule violation 
 to you? YES __   NO __ 
 
6. If you answered “yes” to any of the above items, did the employee 
 complete the return-to-duty process? N/A __   YES __   NO __ 

 
NOTE: If you answered “yes” to item 5, you must provide the previous employer’s report. If you 
answered “yes” to item 6, you must also transmit the appropriate return-to-duty documentation 
(e.g., SAP report(s), follow-up testing record). 
 
 
II-B. 
Name of person providing information in Section II-A: _________________________________ 
Title: _________________________________________ 
Phone Number: _________________________________ 
Date: _________________________________________ 
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PRE-EMPLOYMENT/PRE-DUTY NOTIFICATION & ACKNOWLEDGEMENT 
 

 
I understand and acknowledge that I will be required to undergo a Department of Transportation 
(DOT)/Federal Motor Carrier Safety Administration (FMCSA) pre-employment/pre-duty drug 
test for the following substances prior to performing a safety-sensitive function as defined in 49 
CFR Part 382: 
 

• Marijuana (THC) 
• Cocaine 
• Phencyclidine (PCP) 
• Amphetamines, Methamphetamine, MDMA, and MDA 
• Opioids (Codeine, Morphine, Heroin, Hydrocodone, Hydromorphone, 

Oxycodone, and Oxymorphone) 
 
 
              
Print Name    Signature    Date 
 
              
 
 
The DOT’s procedural regulation, 49 CFR Part 40, § 40.25(j), requires an employer to ask if you 
previously had a verified positive pre-employment drug test, or refused to submit to a pre-
employment drug or alcohol test administered by a DOT employer to which you applied and did 
not obtain employment. Please circle your response below: 
 

YES  NO 
 
 
 
If you answered YES, can you provide documentation that you successfully completed the DOT 
return-to-duty requirements described in 49 CFR Part 40, Subpart O, including the initial/follow-
up reports from the Substance Abuse Professional and follow-up test results? Please circle your 
response below: 
 

YES  NO 
 
 
 
              
Print Name    Signature    Date 
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EMPLOYEE NOTIFICATION FOR REQUIRED DRUG AND ALCOHOL TESTING  

 
The Federal Motor Carrier Safety Administration (FMCSA) drug and alcohol testing regulation 
(49 CFR Part 382) requires all safety-sensitive employees to submit to drug and alcohol testing 
as a condition of employment in a safety-sensitive position.  
 
Employee Information 

Employee Name:              

Employee ID/SSN:             

Date of Notification:        Time of Notification:             AM/PM 

Employee Transported?              NO              YES  Transported by:                       
 

Employer Information 

Name & Signature of Person Conducting the Notification: ______________________________                  
 

Collection Site Information 

Name:               

Address:              

City, State, Zip:             

             

Order for Testing 

Type of Test:   Alcohol    Drug    Both  
 
Testing Authority:  DOT/FMCSA   Non-DOT  
 
Test Type:   Pre-Employment    Random   Post-Accident  

 Reasonable Suspicion  Return-to-Duty  Follow-up 
 
Observed Collection: YES     NO 
 
 
To be filled out by Collection Site Personnel:  
 
Time of Arrival:             AM/PM   Collector Name:       

 

 

 



 

 

Return this form with the Employer Copy of CCF and/or ATF to:  

DER Name:              

Employer Address:            

Employer City, State, Zip:            

 
 

Employee’s Acknowledgement of Notification 
 
I understand that I have been notified to report for the above referenced test(s) and I must report 
immediately to the location specified above. I understand that if I do not report for testing or 
leave the collection site without performing all required tests, it may be considered a refusal1 to 
test.   
 
              
Employee’s Signature      Time & Date 
 
 
This form will be retained in your confidential DOT testing files along with the alcohol testing 
results and/or the Medical Review Officer’s final determination of any drug test results. 

 

 

 

 

 

 

 
1 A refusal to test is a violation of the DOT and FMCSA regulations and will be handled accordingly. 



No.  810.1-AR-5 
 

REASONABLE CAUSE/REASONABLE SUSPICION FORM 
 
This form must be completed by each trained supervisor or district administrator who has 
reasonable cause/reasonable suspicion to suspect a covered driver is under the influence of drugs 
or alcohol (or both). This reasonable suspicion must be based on specific, contemporaneous, 
articulable observations concerning the driver’s appearance, behavior, speech, or body odors. 
This form must be completed within twenty-four (24) hours of the observed behavior or before 
the results of the alcohol or drug tests are released, whichever is earlier. 
 
Please record the following information to document your reasonable cause/reasonable suspicion 
determination. 

 
Observations (Please check all that apply and include descriptions of any changes in behavior.) 

Appearance: 
      Normal                                    Tremors/ Twitches                                           Flushed or Pale                       Dilated Pupils 
      Sleepy                                      Sores/ Puncture Marks                                    Heavy Eyelids                         Bloodshot eyes 
      Disheveled                               Excessive Sweating                                        Cleanliness                               Other (explain below) 
Description/Notes:              

              

Behavior/Demeanor: 
      Nervous                                    Erratic                                          Mood Swings                                             Lethargic 
      Irritable                                    Paranoid                                       Verbally/Physically Abusive                      Highly Excited  
      Confusion/Inattentive              Combative                                    Fatigue/Sleeping/Drowsiness                     Other (explain below)                     
Description/Notes:              

              

Motor Skills: 
      Normal                             Swaying                                     Falling                          Unbalanced             Other (explain below) 
      Unsteady                          Lack of Coordination        Fidgety          Stumbling  
Description/Notes:              

              

Speech:  
       Normal                                                  Slurred                                           Loud   Other (explain below) 
       Incoherent                                             Exaggerated                                   Talking Excessively 
Description/Notes:             

              

Odor:  
        Normal                                                  Smell of Alcohol                                               Excessive Cologne 
        Body Odor                                            Smell of Marijuana                                            Other (explain below) 
Description/Notes:             

              

 

   

Employee’s Name:         Employee’s ID/SSN:     

Job Title:             

Reasonable suspicion of current use, or impaired by _______ alcohol _______ drugs 

Location of Incident:         Date:      Time Observed:    

 



 
Based on the above documented information, I have determined that there is / is not (circle only 
one) reasonable suspicion for sending _______________________________ for a Federal Motor 
Carrier Safety Administration (FMCSA) drug and alcohol screening test. 
 
Signature of supervisor/administrator conducting the evaluation: __________________________ 
 
Printed name of the supervisor/administrator conducting the evaluation: ____________________ 
Date (month, day, year): ________________  
 
NOTE: If drug and alcohol screening test is ordered, fill out the “Employee Notification for 
Required Drug and Alcohol Testing” form. 
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   No.  810.1-AR-6 
 
 
ADMINISTRATIVE REGULATION 
 
APPROVED: 
 
REVISED: 

LAMPETER-STRASBURG 
SCHOOL DISTRICT 
 
 

810.1-AR-6. ACKNOWLEDGEMENT OF REASONABLE  
SUSPICION TRAINING FOR SUPERVISORS  

 
 
 

In accordance with the Federal Motor Carrier Safety Administration (FMCSA) Regulation  
49 CFR Part 382, Section 382.603, I acknowledge that I have received at least 60 minutes of 
training on the physical, behavioral, and performance indicators of probable drug use, and at 
least 60 minutes of training on the physical, behavioral, speech, and performance indicators of 
probable alcohol misuse. 
 
 
              
Print Name    Signature    Date 
 
 
 

 
 



Book   Policy Manual 

Section  800 Operations 

Title   Transportation - Video/Audio Recording 

Code   810.2 

Status   Active 

Adopted  September 3, 2019 

 
 
Purpose 
  
The use of video and audio recording equipment supports efforts to maintain discipline and 
to ensure the safety and security of all students, staff, contractors and others being 
transported on district-owned, operated, or contracted school buses or school vehicles. 
  
Definitions 
  
School bus means a motor vehicle that is designed to carry eleven (11) passengers or 
more, including the driver, and is used for the transportation of preprimary, primary or 
secondary school students to or from public, private or parochial schools or events related 
to such schools or school-related activities.[1] 
  
School vehicle means a motor vehicle, except a motorcycle, designed for carrying no more 
than ten (10) passengers, including the driver, and used for the transportation of 
preprimary, primary or secondary school students while registered by or under contract to 
the school district. The term includes vehicles having chartered, group and party rights 
under the Pennsylvania Public Utility Commission and used for the transportation of school 
children.[1] 
  
Authority 
  
The Board authorizes the use of video and audio recording on school buses and school 
vehicles.[2] 
  
The Board prohibits the use of audio recording on any school bus or school vehicle that is 
not being used for a school-related purpose.[2] 
  
Delegation of Responsibility 
  
The Board directs the Superintendent or designee to ensure that: 
  

1. Each school bus and school vehicle that is equipped with video and audio recording 
equipment contains a clearly posted notice informing drivers and passengers of the 
potential for video and audio recording.[2] 
  

2. Parents/Guardians and students are annually informed, by letter mailed to the 
students’ home addresses, of the policy authorizing video and audio recording on 
school buses and school vehicles.[2] 

  

http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=1&sctn=2&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=1&sctn=2&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=18&div=0&chpt=57&sctn=4&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=18&div=0&chpt=57&sctn=4&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=18&div=0&chpt=57&sctn=4&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=18&div=0&chpt=57&sctn=4&subsctn=0


Guidelines 
  
The district shall comply with the provisions of federal and state laws and regulations 
regarding student record requirements as applicable to the district’s use and disclosure of 
recordings. Recordings considered part of a student’s educational record shall be maintained 
in accordance with established student record procedures governing access, review and 
disclosure of student records.[3][4] 
 
 
Legal 
1. 75 Pa. C.S.A. 102 
2. 18 Pa. C.S.A. 5704 
3. Pol. 113.4 
4. Pol. 216 
24 P.S. 510 
Pol. 218 
Pol. 805.1 
Pol. 810 
 

http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=1&sctn=2&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=18&div=0&chpt=57&sctn=4&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=5&sctn=10&subsctn=0


Book  School District for PNN+ 

Section 800 Operations 

Title  School Vehicle Drivers 

Code  810.3 Vol I 2021 

Status  Active 

 
Note:  This policy only refers to drivers of school vehicles which do not qualify as a 

school bus or commercial motor vehicle. Policy 810.1 applies to school bus and 
commercial motor vehicle drivers. 

  
Purpose 
  
The Board recognizes that an employee must be fit to operate a school vehicle to ensure the 
health and safety of students being transported. The Board also recognizes that an 
employee impaired by drugs or alcohol who operates district vehicles or transports students 
poses significant risks to the safety of students and others. 
  
Definition 
  
School vehicle means a motor vehicle, except a motorcycle, designed for carrying no more 
than ten (10) passengers, including the driver, and used for the transportation of 
preprimary, primary or secondary school students while registered by or under contract to 
the school district. The term includes vehicles having chartered, group and party rights 
under the Pennsylvania Public Utility Commission and used for the transportation of school 
children. The term does not include a “school bus” or “commercial motor vehicle.”[1] 
  
Authority 
  
The Board shall implement a drug use and alcohol misuse prevention program for non-CDL 
drivers who operate school vehicles. 
  
All contracted transportation providers shall implement a drug use and alcohol misuse 
prevention program for non-CDL drivers who operate school vehicles.[2] 
  
School vehicle drivers shall observe all state and federal laws and Pennsylvania Department 
of Transportation regulations governing traffic safety and school vehicle operation. 
  
The Board prohibits school vehicle drivers from texting and from using a handheld mobile 
telephone or other electronic device while driving a school vehicle except when it is 
necessary to communicate with law enforcement officials or other emergency services.[3] 
  
Delegation of Responsibility 
  
The Superintendent or designee shall develop administrative regulations to implement this 
policy and the requirements of law, which may include the following components: 

1. Establishment of procedures for drug and alcohol testing of school vehicle drivers. 
  

http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=1&sctn=2&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=33&sctn=16&subsctn=0


2. Establishment of procedures for obtaining and reviewing each school vehicle driver’s 
driving record to determine whether the driver meets the minimum requirements for 
safe driving and is not disqualified to operate a vehicle.[4] 

The Superintendent or designee shall provide each driver, upon hire or transfer, with: 

1. This policy and any accompanying administrative regulations; and 
  

2. Educational materials related to misuse of alcohol and use of controlled substances. 

The Superintendent or designee shall also provide notice to representatives of employee 
organizations of the availability of this information. 
  
Guidelines 
  
School vehicle drivers shall comply with the requirements for background 
checks/certifications and employment history reviews in accordance with applicable law, 
Board policy and administrative regulations. These requirements are addressed separately 
in Board policy 304 for drivers employed by the district and Board policy 818 for drivers 
employed by an independent contractor.[2][5][6][7][8][9] 
  
Prior to employment and at least once each school year, school vehicle drivers shall submit 
a copy of a valid driver’s license to the Superintendent or designee.[4] 
  
Reporting Requirements 
  
School vehicle drivers shall report misconduct in accordance with Board policy 317 for 
drivers employed by the district and Board policy 818 for drivers employed by an 
independent contractor.[2][10] 
  
School vehicle drivers using controlled substances prescribed for therapeutic purposes by a 
licensed medical practitioner shall submit the practitioner’s written statement that the 
prescribed substance will not adversely affect the employee’s ability to safely operate a 
school vehicle. 
  
School vehicle drivers shall also inform their supervisors of any use of drug(s) or 
medication(s) for which the packaging includes warnings that, “marked drowsiness may 
occur and/or be careful when driving a motor vehicle or operating machinery.” 
  
A school vehicle driver arrested, charged with or issued a citation for violating a federal or 
state law or local ordinance relating to motor vehicle traffic control in this or any other state 
or any federal, provincial, territorial or municipal law relating to motor vehicle traffic control 
in Canada, other than parking violations, shall notify the Superintendent or designee and 
the contract carrier in writing within seventy-two (72) hours following the driver's 
arrest, charge or receipt of citation. Notice is required no matter what type of vehicle 
the driver was driving. 
  
An employee who has provided timely notification of an arrest, citation or charge 
shall not be terminated or otherwise disciplined by the district or contract carrier 
based solely on the allegations underlying the arrest, citation or charge reported 
by the employee. Termination or other disciplinary action based on the underlying 
misconduct may be taken only where there has been a conviction of the violation, 

http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=16&sctn=6&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=23&div=0&chpt=63&sctn=44&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=23&div=0&chpt=63&sctn=44&subsctn=3
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=1&sctn=11&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/uconsCheck.cfm?txtType=HTM&yr=1949&sessInd=0&smthLwInd=0&act=14&chpt=1&sctn=11&subsctn=1
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=16&sctn=6&subsctn=0


or where there is independent evidence of the underlying misconduct warranting 
termination or other discipline. This shall not preclude suspension, reassignment 
or other action pending resolution of the charges reported by the employee, nor 
disciplinary action up to and including termination for failure to provide timely 
notice of an arrest, citation or charge.[2][10] 
  
A school vehicle driver who is convicted of violating a federal or state law or local ordinance 
relating to motor vehicle traffic control in this or any other state or any federal, provincial, 
territorial or municipal law relating to motor vehicle traffic control in Canada, other than 
parking violations, shall notify the Superintendent or designee and the contract carrier in 
writing of the conviction within fifteen (15) days of the date of conviction. Notice is 
required no matter what type of vehicle the driver was driving. 
  
Any school vehicle driver whose operating privilege is suspended, revoked, canceled or 
recalled by any state, shall notify the Superintendent or designee and the contract carrier 
immediately upon reporting to work for the next scheduled shift following the notice of the 
suspension, revocation, cancellation, loss or disqualification.[4] 
  
Controlled Substances and Alcohol 
  
Prohibited Conduct - 
  
School vehicle drivers shall not use medical marijuana products. 
  
School vehicle drivers shall not ingest hemp products or otherwise use hemp products in a 
way that may result in absorption of hemp or hemp residue into the body. 
  
A school vehicle driver shall not report for duty, drive, operate or be in the actual physical 
control of the movement of a school vehicle under the following circumstances: 

1. While using or while having any amount of alcohol present in the body, including 
medications containing alcohol.[12] 
  

2. While under the influence of a controlled substance or combination of controlled 
substances, or the combined influence of alcohol and a controlled substance or 
substances.[13] 
  

3. After consuming alcohol or a controlled substance within the previous eight (8) 
hours. 

An exception shall be made for therapeutic use of prescribed controlled substances used by 
a school vehicle driver when the driver has submitted in advance a licensed medical 
practitioner’s written statement that the prescribed substance will not adversely affect the 
driver’s ability to safely operate a school vehicle. 
  
Consequences/Discipline - 
  
The district shall place a school vehicle driver who drives, operates or is in physical control 
of a school vehicle out of service for thirty (30) days if the school vehicle driver:[4][12] 

1. Has any detectable amount of alcohol in their system; or 
  

http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=16&sctn=6&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=16&sctn=12&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=38&sctn=2&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=16&sctn=6&subsctn=0
http://www.legis.state.pa.us/cfdocs/legis/LI/consCheck.cfm?txtType=HTM&ttl=75&div=0&chpt=16&sctn=12&subsctn=0


2. Refuses to take a test to determine their alcohol content. 

A school vehicle driver who refuses to take a drug or alcohol test required pursuant to Board 
policy and administrative regulations has not refused to take a Department of 
Transportation (DOT)-test.[14][15] 
  
Consistent with contractual and legal requirements, a determination shall be made as to the 
appropriate disciplinary action, up to and including termination, for a school vehicle 
driver who violates applicable law and regulations, Board policy or administrative 
regulations.[2][10] 
  
Maintenance of Records 
  
Drug and alcohol test information for school vehicle drivers shall be maintained separate 
from test information for covered drivers, such information shall be treated as confidential 
and shall only be released in accordance with law.[11] 
  
Drug and alcohol test information for school vehicle drivers shall not be included on the U.S. 
Department of Transportation Drug and Alcohol Testing MIS Data Collection Form. 
  
Acknowledgment of Receipt 
  
Each school vehicle driver shall sign a statement certifying that they have received a copy 
of this policy and its accompanying administrative regulations. 
  
The district shall keep the original signed statement in the school vehicle driver’s personnel 
file and provide a copy to the driver. 
  
Training 
  
School vehicle drivers shall attend orientation and training sessions, as appropriate to the 
nature of their service. When training is provided for other school employees relating to the 
legal obligations of employers and educational institutions, consideration shall be given to 
which school vehicle drivers should also receive that training. 
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   No.  810.3-AR-0 
 
 
ADMINISTRATIVE REGULATION 
 
APPROVED: 
 
REVISED: 

LAMPETER-STRASBURG 
SCHOOL DISTRICT 
 
 

810.3-AR-0.  DRUG USE AND ALCOHOL MISUSE PREVENTION –  
SCHOOL VEHICLE DRIVERS 

 
Note:  This Administrative Regulation refers to drivers of school vehicles ONLY, which do not 

qualify as a school bus or commercial motor vehicle. Policy 810.1 and its accompanying 
Administrative Regulations apply to school bus and commercial motor vehicle drivers—

employees who drive both school vehicles and school buses or commercial motor vehicles shall 
be tested under 810.1. 

 
The Transportation Supervisor is responsible for implementing, maintaining and enforcing Board 
policy and administrative regulations regarding the drug use and alcohol misuse prevention 
program for school vehicle drivers. 
 
Definitions 
 
Alcohol – the intoxicating agent in beverage alcohol, ethyl alcohol, or other low molecular 
weight alcohols, including methyl or isopropyl alcohol. 
 
Alcohol use – the consumption of any beverage, mixture, or preparation, including any 
medication (prescribed or over-the-counter, intentional or unintentional), containing alcohol. 
 
Collection site – the location a school vehicle driver is directed to go for drug and/or alcohol 
testing. 
 
Safety-sensitive functions – all on-duty functions performed from the time a driver begins work 
or is required to be ready to work until s/he is relieved from work and all responsibility for 
performing work. It includes driving; waiting to be dispatched; inspecting and servicing 
equipment; supervising, performing or assisting in loading and unloading; repairing or obtaining 
and waiting for help with a disabled vehicle; and performing other requirements related to 
accidents. 
 
School vehicle means a motor vehicle, except a motorcycle, designed for carrying no more than 
ten (10) passengers, including the driver, and used for the transportation of preprimary, primary 
or secondary school students while registered by or under contract to the school district. The 
term includes vehicles having chartered, group and party rights under the Pennsylvania Public 
Utility Commission and used for the transportation of school children. The term does not include 
a “school bus” or “commercial motor vehicle.” 
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Prohibited Conduct  
 
The district prohibits the following conduct by school vehicle drivers: 
 
1. Using, being under the influence of, or possessing illegal drugs. 

 
2. Using or being under the influence of legal drugs that are being used illegally and/or abused. 

 
3. Using or being under the influence of legal drugs that can adversely affect the ability of the 

school vehicle driver to safely perform his/her job. 
 

4. Selling, buying, soliciting to buy or sell, transporting or possessing illegal drugs while on 
district time or property. 
 

5. Using alcohol within eight (8) hours of driving or performing any safety-sensitive function. 
 

6. Using or being under the influence of alcohol at any time while driving or performing safety-
sensitive functions. 
 

7. Possessing any amount of alcohol, including possessing medications containing alcohol, 
while on duty. 
 

8. Ingesting hemp products or otherwise using hemp products in a way that may result in 
absorption of hemp or hemp residue into the body.  
 

9. Refusing to be tested for drugs and/or alcohol. 
 

10. Failing to submit to a drug and/or alcohol test as directed by the district. 
 

11. Adulterating or substituting a specimen. 
 

12. Failing to stay in contact with the district while awaiting the results of a drug and/or alcohol 
test. 
 

13. Violating any applicable federal, state and/or district requirements or prohibitions governing 
the use of drugs and/or alcohol. 
 

14. Taking any actions to obstruct the district’s policy or administrative regulations with respect 
to drug and/or alcohol testing. 

 
Prescription Drugs, Over-the-Counter Drugs, and Medical Marijuana 
 
School vehicle drivers must inform the Transportation Supervisor about any therapeutic drug 
use, whether prescription or over-the-counter. 
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For use of a prescription drug, the school vehicle driver must provide a signed statement from 
the prescribing licensed medical practitioner that the substance will not adversely affect the 
driver’s ability to perform the assigned work function. 
 
School vehicle drivers shall also inform the Transportation Supervisor of any use of drug(s) or 
medication(s) for which the packaging includes warnings that, “marked drowsiness may occur 
and/or be careful when driving a motor vehicle or operating machinery.” 
 
Failure to report the use of such drugs or failure to provide proper evidence of medical 
authorization may result in disciplinary action. 
 
Required Tests 
 
School vehicle drivers will be required to submit to the following tests: 
 
1. Pre-employment/Pre-duty. 

 
When a school vehicle driver is notified to report for testing, the driver must report to the 
collection site immediately. Failure to immediately report to the collection site, to submit to the 
test, or interfering with the testing process will be considered a refusal. 
 
The district will provide forms for custody and control of specimens used in drug and alcohol 
testing. 
 
The drug and alcohol testing program for school vehicle drivers shall be completely separate 
from the drug and alcohol testing program for covered drivers. The district shall not use the 
Federal Drug Testing Custody and Control Form or the Department of Transportation Alcohol 
Testing Form in its drug and alcohol testing program for school vehicle drivers. 
 
Altering a drug or alcohol test result is prohibited. 
 
Pre-employment/Pre-duty - 
 
The district will conduct pre-employment alcohol testing. 
 
Post-Accident Testing - 
 
The district may require school vehicle drivers to submit to a post-accident alcohol and/or drug 
test. 
 
A law enforcement official investigating an accident may request that a school vehicle driver 
submit to alcohol and drug testing. The school vehicle driver must inform the Transportation 
Supervisor of such test(s). 
 
Tests conducted by authorized federal, state, or local officials will fulfill post-accident testing 
requirements.  
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School vehicle drivers will make themselves readily available for testing, absent the need for 
immediate medical attention. If the school vehicle driver leaves the accident scene, the driver 
will notify his/her supervisor of his/her current location.  
 
When a supervisor or district administrator has reasonable cause to suspect a school vehicle 
driver is under the influence of drugs or alcohol (or both), s/he will require the affected driver to 
report to the collection site and provide a specimen as soon as practicable. Following a 
reasonable suspicion determination, the affected school vehicle driver will not be permitted to 
perform safety-sensitive functions until a negative test result is received by the district. 
 
This reasonable suspicion must be based on specific, contemporaneous, articulable observations 
concerning the school vehicle driver’s appearance, behavior, speech, or body odors. The 
observations may include indications of the chronic and withdrawal effects of controlled 
substances. The supervisor or administrator will document in writing the basis for the reasonable 
suspicion within twenty-four (24) hours of the observed behavior or before the results of the 
alcohol or controlled substances tests are released, whichever is earlier. 
 
A school vehicle driver may only be directed to undergo reasonable suspicion testing while the 
driver is performing safety-sensitive functions, just before the driver is to perform safety-
sensitive functions, or just after the driver has ceased performing such functions. 
 
The school vehicle driver will be escorted to the collection site by the Transportation Supervisor 
or designee, and arrangements will be made to transport the driver to his/her home after the 
specimen is collected. 
 
Alcohol testing is authorized for reasonable suspicion only if the required observations are made 
during, just preceding, or just after the period of the workday. The supervisor or district official 
who makes the determination that reasonable suspicion exists to conduct an alcohol test is not 
permitted to conduct the alcohol test of the school vehicle driver. 
 
If an alcohol test is not administered within two (2) hours of the reasonable suspicion 
determination, the district will prepare and maintain on file a record explaining why the test was 
not promptly administered. An alcohol test will not be given if not administered within eight (8) 
hours following the reasonable suspicion determination. If an alcohol test is not administered for 
this reason, the district will record the reasons for not administering the test. 
 
Drug Tests 
 
Drug tests will be conducted using a third party provider and will be analyzed for the following 
drugs or drug metabolites:  
 
1. Marijuana (THC). 
 
2. Cocaine. 

 
3. Phencyclidine (PCP). 

 
4. Amphetamines, Methamphetamine, MDMA, and MDA. 
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5. Opioids (Codeine, Morphine, Heroin, Hydrocodone, Hydromorphone, Oxycodone, and 
Oxymorphone). 
 

Alcohol Tests 
 
The district will conduct alcohol tests for school vehicle drivers using a third party provider.  
 
Test Refusal 
 
The following conduct constitutes a refusal to submit to testing:  
 
1. Fail to provide breath, saliva, or urine specimen; 

 
2. Provide an insufficient volume without valid medical explanation; 
 
3. Adulterate or substitute a specimen; 
 
4. Fail to appear within a reasonable time; 
 
5. Leave the scene of an accident without just cause prior to submitting to a test; 
 
6. Leave the collection facility prior to test completion; or 

 
7. Fail to cooperate with any part of the testing process. 
 
Notifications  
 
The district will notify an applicant of the results of a pre-employment drug test, if the applicant 
requests the results within sixty (60) calendar days of being notified of the disposition of his/her 
employment application. 
 
The district will notify a school vehicle driver of the results of random, reasonable suspicion, and 
post-accident drug tests if the test results are positive. The district will also inform the school 
vehicle driver which controlled substance(s) were positive. 
 
The district will inform the school vehicle driver about the results of alcohol testing. 
 
Consequences 
 
Immediate Removal from Safety-Sensitive Functions - 
 
The district will remove a school vehicle driver from performing safety-sensitive functions under 
the following circumstances: 
 
1. A positive drug test result; 

 
2. An adulterated or substituted drug test result;  
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3. A refusal to submit to a post-accident, random, reasonable suspicion, return-to-duty or 
follow-up test, as required by Board policy. 

 
The district shall place a school vehicle driver who drives, operates or is in physical control of a 
school vehicle out of service for thirty (30) days if the school vehicle driver: 
 
1. Has any detectable amount of alcohol in his/her system; or 
 
2. Refuses to take a test to determine his/her alcohol content. 
 
A school vehicle driver who refuses to take a drug or alcohol test required pursuant to Board 
policy and administrative regulations has not refused to take a Department of Transportation 
(DOT)-test. 
 
Discipline - 
 
A school vehicle driver employed by the district confirmed to have violated the Board policy 
related to alcohol and controlled substances will be subject to district-imposed discipline, up to 
and including termination. All employment decisions involving reinstatement, termination, or 
dismissal will be made in accordance with applicable state law, Board policies, and negotiated 
agreements. 
 
Confidentiality/Privacy 
 
District staff will take appropriate measures to ensure that all the testing procedures are as 
private and confidential as reasonably practical. 
 
Test results or medical information will only be provided to supervisors who have a need to 
know such information, to the applicant/employee tested, and to any individual permitted or 
required by law or regulation to receive such information.  
 
Maintenance of Records 
 
All drug and alcohol test records must be kept in a secure location with controlled access. The 
district will maintain records in accordance with the district’s records retention schedule. 
 
All drug and alcohol test records will be maintained separately from personnel or medical 
records. 
 
Drug and alcohol test information for school vehicle drivers shall not be included on the U.S. 
Department of Transportation Drug and Alcohol Testing MIS Data Collection Form. 
 
Treatment/Counseling 
 
The district is interested in maintaining a safe workplace and a healthy and productive 
workforce, not in punishing employees who seek assistance. An employee who feels s/he may 
have a substance abuse problem is urged to contact the Transportation Supervisor. Such 
employees will not be disciplined or retaliated against.  
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Employees who request treatment or leaves of absence for treatment of drug and/or alcohol 
problems will not be subject to discipline. However, employees cannot escape discipline by first 
requesting such treatment or leave after being selected for testing or after being caught violating 
Board policy and/or administrative regulations. 
 
Employee requests for voluntary treatment of drug and/or alcohol problems will be kept 
confidential, in accordance with applicable federal and state law, Board policy and 
administrative regulations. 
 
Policy Distribution, Educational Materials and Acknowledgement of Receipt 
 
At the beginning of each school year, or when a new employee starts or transfers into a school 
vehicle driver position after the start of the school year, all school vehicle drivers will receive: 
 
1. The Board policies prohibiting use, possession and being under the influence of alcohol and 

controlled substances and requiring drug and alcohol testing, and the administrative 
regulations implementing those policies. 

 
2. Educational materials that explain: 

 
a. Effects of drug/alcohol abuse on an individual’s health, work and personal life. 

 
b. Signs and symptoms of drug and alcohol problems. 

 
c. Employee assistance programs available through the district. 

 
d. Methods of intervention and list of resources when a drug or alcohol problem is 

suspected. 
 

e. Post-accident procedures. 
 
Each school vehicle driver shall sign a statement certifying that s/he has received a copy of the 
Board policy and administrative regulations. 
 
The district shall keep the original signed statement in the school vehicle driver’s personnel file 
and provide a copy to the driver. 
 
Training for Supervisors - 
 
The district will provide a training program for employees who supervise school vehicle drivers 
about the requirements of Board policy and administrative regulations, and to assist them in 
determining whether a school vehicle driver must be tested for drug and alcohol use based on 
reasonable suspicion. 
 
The district will maintain documentation of supervisor training in accordance with the district’s 
records retention schedule. 
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   No.  810.3-AR-1 
 
 
ADMINISTRATIVE REGULATION 
 
APPROVED: 
 
REVISED: 

LAMPETER-STRASBURG 
SCHOOL DISTRICT 
 
 

810.3-AR-1.  RECEIPT OF DRUG/ALCOHOL INFORMATION 
 
 
I hereby acknowledge that I have received a copy of the Board’s policies on school vehicle 
drivers, their implementing administrative regulations and educational materials on the effects of 
drug and alcohol use; that I have read and fully understand their content; that I understand that I 
am subject to drug and alcohol testing; and that I may be disciplined up to and including 
termination for testing positive, refusing to cooperate in testing, or engaging in other conduct 
prohibited under applicable Board policy or administrative regulations. 
 
 
 
_____________________________________________  ________________________ 
Employee        Date 
 
 
 
_____________________________________________  ________________________ 
Transportation Supervisor      Date Received 
 
 
 
 
 
 
 



No.  810.3-AR-2 
 

REASONABLE CAUSE/REASONABLE SUSPICION FORM 
 
This form must be completed by each supervisor or district administrator who has reasonable 
cause/reasonable suspicion to suspect a school vehicle driver is under the influence of drugs or 
alcohol (or both). This reasonable suspicion must be based on specific, contemporaneous, 
articulable observations concerning the driver’s appearance, behavior, speech, or body odors. 
This form must be completed within twenty-four (24) hours of the observed behavior or before 
the results of the alcohol or drug tests are released, whichever is earlier. 
 
Please record the following information to document your reasonable cause/reasonable suspicion 
determination. 

 
Observations (Please check all that apply and include descriptions of any changes in behavior.) 

Appearance: 
      Normal                                    Tremors/ Twitches                                           Flushed or Pale                       Dilated Pupils 
      Sleepy                                      Sores/ Puncture Marks                                    Heavy Eyelids                         Bloodshot eyes 
      Disheveled                               Excessive Sweating                                        Cleanliness                               Other (explain below) 
Description/Notes:              

              

Behavior/Demeanor: 
      Nervous                                    Erratic                                          Mood Swings                                             Lethargic 
      Irritable                                    Paranoid                                       Verbally/Physically Abusive                      Highly Excited  
      Confusion/Inattentive              Combative                                    Fatigue/Sleeping/Drowsiness                     Other (explain below)                     
Description/Notes:              

              

Motor Skills: 
      Normal                             Swaying                                     Falling                          Unbalanced             Other (explain below) 
      Unsteady                          Lack of Coordination        Fidgety          Stumbling  
Description/Notes:              

              

Speech:  
       Normal                                                  Slurred                                           Loud   Other (explain below) 
       Incoherent                                             Exaggerated                                   Talking Excessively 
Description/Notes:             

              

Odor:  
        Normal                                                  Smell of Alcohol                                               Excessive Cologne 
        Body Odor                                            Smell of Marijuana                                            Other (explain below) 
Description/Notes:             

              

 

   

Employee’s Name:         Employee’s ID/SSN:     

Job Title:             

Reasonable suspicion of current use, or impaired by _______ alcohol _______ drugs 

Location of Incident:         Date:      Time Observed:    

 



 
Based on the above documented information, I have determined that there is / is not (circle only 
one) reasonable suspicion for sending _______________________________ for a drug and 
alcohol screening test. 
 
Signature of supervisor/administrator conducting the evaluation: __________________________ 
 
Printed name of the supervisor/administrator conducting the evaluation: ____________________ 
Date (month, day, year): ________________  
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