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OUR VISION 
Good at  Learn ing. Good at  Life. 
 

OUR MISSION 
North Adams Community Schools provides a posit ive learn ing and working environment  
where quality programs and daily modeling of cit izenship inspires all students, staff, and 
community members to achieve excellence.  
 

OUR GUIDING PRINCIPLES 
• All students are  challenged to maximize their  learn ing potent ial and achievement  

for  life long success. 
• High quality curr icular , co- curr icular , and ext ra- curricular  exper iences are  cr it ical 

for  academic achievement  and student  success. 
• We value recruit ing, developing, and retain ing qualified, effect ive personnel. 
• A posit ive and const ruct ive relat ionship between staff, families, and community 

stakeholders is essent ial to providing the best  educat ional opportunit ies and 
environment  for  our  students. 

• We believe in  fiscally responsible  decision- making. 
• We value a safe , effect ive, and efficien t  learn ing environment . 

OUR CORE VALUES 
• COMMUNITY—You belong here. As par t  of our school family, you will be safe , 

supported, and welcomed. 
• GROWTH—You will grow here. We each have different  t alen ts and gifts as well as 

areas to grow. But  we all have the superpower  of effort . 
• RESPECT—You will have an  impact  here. Each of us has the capacity to be a world 

changer. As such, we must  t reat  others, and ourselves, with grace, kindness, 
compassion , and accountability. 

 

OUR PBIS (POSITIVE BEHAVIOR INTERVENTIONS & SUPPORTS):  BE BRAVES  
• B—Be Responsible. A verb. Do. Str ive. Make a conscious choice and act . 
• R—Respect ful. Be kind, loving, encouraging, courteous, and mindful.  
• A—Attent ive. Be present  physically and psychologically.  
• V—Valiant . Do what  is r ight , even  when it  is hard.  
• E—Effor t . Try. Pract ice. Do your  best . Work to be bet ter  than  yesterday. 
• S—Selfless. Give to others. Be generous. Be thought ful. Serve. 
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REQUIREMENTS TO DRIVE: 
1. All school bus dr ivers must  hold a CDL Class B, with a Passenger  (P), School 

Bus (S), and Air  Brake endorsement . 
2. Pass and maintain  a DOT physical 
3. Pass a pre- employment  drug screening and adhere to NACS Transportat ion  Drug 

and Alcohol procedures and policies, including random drug tests. 

PROCESS FOR OBTAINING COMMERCIAL DRIVER LICENSE 
WITH YELLOW CARD: 

1. Prospect ive dr ivers must  first  apply for  and receive a CDL learner’s permit  at  the 
BMV. 

a. There will be four  test s to pass, and the cost  is $35 for  all test s. Payment       is 
due upon passing all t est s.  

b. The BMV has mater ials prospect ive drivers may use to study. 
c. Prospect ive dr ivers may take each test  as many t imes as needed to pass, with 

twenty- four  (24) hours between retakes. Once a candidate  passes one test , 
he/ she may go on  to the next .  

2. Prospect ive dr ivers will be scheduled for  a CDL Physical and Pre- Employment  Drug 
Screen . 

3. Once a negat ive Drug Screen  is received, prospect ive dr ivers must  at t end a 3- day, 
free bus course in  Fort  Wayne.  

4. After  earning their  Blue Card, prospect ive dr ivers will work with North Adams 
Transportat ion  Department  staff dur ing their  ELDT train ing. 

5. Once those steps have been  successfully completed, North Adams Schools 
Transportat ion  staff will work with prospect ive dr ivers on  receiving their  Yellow 
Card. This involves t aking one of our  buses to the Commercial Driving Site  in  Fort  
Wayne to take a fie ld test . Up- front  costs are  $100  for  the t est  and $95/ hour  for  the 
prep. However , the dist r ict  will re imburse the prospect ive driver  for  these expenses 
once the yellow card is earned, and the driver  star ts dr iving for  North Adams 
Community Schools. 

6. Once the prospect ive dr iver  receives a Yellow Card, he/ she must  have four  (4) hours 
of observat ion  and eight  (8) hours of dr iving with one of our  dr ivers before the 
prospect ive driver  may dr ive independent ly. After  six (6) ECA t rips and/ or  regular  
routes dr iven , the dist r ict  will provide a one- t ime st ipend of $300. 

DAILY PROCEDURES: 
1. All drivers will provide safe  t ransportat ion  for  students daily by: 

a. Performing pre- and post- t r ip  inspect ions for  every dr ive. 
b. Following all rules and regulat ions of the DOT, State , and federal laws. 
c. Report ing all main tenance concerns immediately to ensure the bus is 

funct ioning at  the highest  possible  level of safety, cleanliness, and comfort  
for  students. 
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2. All drivers will provide efficient  and on- t ime student  t ransportat ion  daily by: 
a. Following established routes and schedules to ensure efficien t  use of 

resources. 
b. Being prepared to accept  and dismiss students at  the appropriate  locat ion  for  

on- t ime delivery and pick up. This includes being parked at  the student  
receiving locat ion  at  least  ten  (10 ) minutes before school dismissal.  

c. Effect ively, professionally, and proact ively communicat ing student  concerns 
with parents, building administ rat ion , and t ransportat ion  administ rat ion. 

3. Drivers must  always carry their  Indiana State  License, Indiana School Bus State  
Cert ificat ion Card (yellow/ blue card), and the DOT Medical Examiner’s 
Cert ificate.  

DRIVER AND TRANSPORTATION STAFF EXPECTATIONS: 
1. At t en dan ce: When report ing an  absence, dr ivers must  speak to a live person . Please 

call between 5:30  and 5:45 a.m. In  the afternoon , dr ivers  must  call by 12:30  p.m. 
Drivers should let  Transportat ion  staff know if they have addit ional runs, including 
fie ld t r ips. Absences must  be en tered into Front line within  3 hours of their  scheduled 
start  t ime.  

2. Bus Clean lin ess:  The school bus driver  must  keep the bus clean  inside and out . 
At  the end of the school year , dr ivers are  responsible  for  cleaning their  bus and 
return ing it  to the bus garage within one week after  the last  day of school.  

3. Cam er as: All buses have digital cameras installed and running when the ignit ion  key 
is “on.” It  is the dr iver’s responsibility to ver ify that  the camera and hard dr ive are 
engaged each day.  

4. Cell Phon e Use: Drivers may not  use cell phones or  earbuds on  the bus while dr iving 
school vehicles, whether  students are  on  the bus or  not . Cell phones must  be turned 
off (or  silenced) while  operat ing a school bus. If keys are  in  the ignit ion , dr ivers may 
not  operate  a cell phone from the dr iver’s seat . Personnel found in  violat ion  of this 
policy will be repr imanded with the possibility of suspension  or  terminat ion  of 
employment  

5. Dr ess/ Gr oom in g: NACS expect s t ransportat ion  employees to dress in  a manner 
that  promotes a professional public image as well that  is safe  and funct ional for  what  
they may need to do as part  of their  job. This includes: 

a. Good grooming and personal cleanliness. 
b. Wearing clothes that  meet  dress code expectat ions for  staff. 
c. Wearing shoes that  fully enclose the foot . 
d . Having clothing, outerwear , and footwear  appropriate  for  the weather  and 

terrain  in  case an  evacuat ion  becomes necessary. 
6. Lan guage:  Vulgar  or  obscene language should not  be used. 
7. Leavin g St uden t s  Un at t en ded on  t he Bus: All dr ivers and monitors must  complete 

a detailed walk through on  their  bus before abandoning their  bus after  every route. 
A dr iver  and/ or  monitor  will be recommended for  immediate  t erminat ion  of 
employment  if a student  is left  unat tended on  the bus. 
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8. Loadin g an d Un loadin g of Studen t s  at  Schools : All buses arriving at  school will shut  
down their  engines as soon as they are  parked. Buses should not  be turned back on 
unt il the sidewalk in  front  of them is clear  of all students/ personnel.  

9. Physical Expect at ion s: In  addit ion  to any physical cert ificat ion  requirements from 
the State , dr ivers must  be able  to assist  student  r iders on  and off the bus, climb bus 
steps adept ly, walk at  a moderate  pace for  at  least  100  yards, and lift  a minimum of 
for ty (40 ) pounds repeatedly, including from above one’s head to the ground. 

10 . Radio Et iquet t e : All radio t ransmissions should be as br ief as possible  to use 
minimum airt ime. Drivers are  prohibited from using the radios for  personal use.  

a. Radios are  for  informat ional content , not  to debate , argue with, disparage, 
make fun  of, be passive aggressive toward, or  yell at  others. Inappropriate  
in teract ions with or  toward others will result  in  disciplinary act ion . 

b. Confident ial informat ion  should be handled by te lephoneand not  by radio.  
c. Profanity will not  be permit ted on  the radio and will result  in  disciplinary 

act ion. 
11. Radio/ Media:  Please do not  play any radio stat ion  that  is not  student  fr iendly. 

Radios should be played at  a moderate  noise  level so the driver  can  st ill hear  the 
students when needed.  

12. Subst an ce Use:  For  more details, see “Controlled Substance and Alcohol Policy” 
on  page 10  of this handbook.  
 
The use, possession , sale , purchase, or  t ransfer  of unauthorized or  illegal drugs 
or  substances as well as the abuse or  misuse of legal drugs on  school property, 
while  on  school business, or  while  operat ing school vehicles and equipment  is 
prohibited. Drinking alcoholic beverages dur ing working hours, within  the four-
hour  per iod before report ing to work or  having any measurable  amount  of 
alcohol in  the system during working hours is prohibited, whether  on  or  off 
school property. Working hours include all break t imes. Off- duty use of drugs 
and alcohol is prohibited to the extent  it  affects a dr iver’s at tendance or  
performance of their  ability to pass required DOT alcohol and cont rolled 
substance tests. Any violat ion  of this policy may result  in  t erminat ion  as a dr iver  
for  NACS and possible  legal prosecut ion.  

13. Tobacco:  No dr iver  or  any other  t ransportat ion staff may use tobacco, tobacco 
products, or  vapes on  the bus or  school property at  any t ime. Personnel found in  
violat ion  of this policy will be repr imanded with the possibility of suspension , 
probat ion , or  t erminat ion  of employment . 

14. Tr affic Violat ion s:  Any driver  who receives a citat ion for a t raffic violat ion or  is 
arrested for  any reason must  report  it  to their  supervisor  immediately, per  
federal law, or  r isk terminat ion  of employment . 

15. Visit or s / Un au t hor ized Passen ger s:  No unauthorized person  shall be 
permit ted to r ide in  any school bus at  any t ime, except  as provided by law. 
Addit ionally, t ransportat ion  employees are  not  allowed to br ing their  
children/ grandchildren/ family members to work with them.  
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STATE REQUIREMENTS FOR SAFE OPERATION OF BUS  
**Refer  t o t he School Bus Cr is is  Plan  for  all safet y-  an d cr is is- r elat ed pr ocedur es .  

1. Acciden t :  In  case of an  accident  when any school bus is stopped on  the road, the 
dr iver  shall protect  the bus from further  accidents by such methods as set t ing 
warning devices, controlling t raffic, and/ or keeping in  mind that  the first  
responsibility is to the passengers. The Bus Garage should be contacted as soon as 
possible  by radio. 

2. Backin g Bus:  No bus shall be backed up on  any school ground, playground, or 
loading area unless such backing is proper ly supervised by an  adult . 

3. Bus St ops:  In  no case shall a school bus driver  put  a passenger  off the bus except  
at  his regular  stat ion  or at  the school. The only except ion  is with writ t en  parental 
permission. 

4. Door :  Driving with the door  open is not  allowed.  
5. Flasher s:  The appropriate  light s shall be turned on  at  least  two hundred (200) feet  

before stopping on  the t raveled port ion  of the highway to warn  approaching t raffic 
of in tent ions of the bus dr iver. 

6. Idlin g:  No school bus dr iver  shall leave the bus with the engine running. Bus 
dr ivers shall not  leave the key in  the ignit ion  when leaving the bus, with or  without  
students on  the bus.  

7. Movin g Violat ion s:  School bus drivers shall comply with all laws, rules, and 
regulat ions governing the operat ion  of motor  vehicles on  the highways of the State 
of Indiana. Any moving violat ion  will be handled accordingly.  

8. Oper at ion  of Bus:  No school bus driver  shall permit  any other  person  or  student  
to drive the bus, occupy the dr iver’s seat , or  tamper  with the engine or  cont rols, 
except  as authorized by school officials. 

9. Railr oad Cr ossin gs:  Before crossing any railroad t rack at  grade, the dr iver  of a 
school bus, with or  without  students on  board, shall stop the bus within  fifty (50 ) 
feet , but  not  less than  ten  (10 ) feet , from the nearest  rail. While  the bus is stopped, 
the dr iver  shall listen  through an  open door , look in  both direct ions along the t rack 
for  approaching t rains, and look for  signals indicat ing the approach of a t rain. 
Driver  shall not  proceed unt il it  is safe  to do so. 

10 . Roadside Assis t an ce:  No assistance shall be given  by any school bus dr iver  to any 
other  vehicle  on  the road. 

11. Speed:  No school bus shall be operated at  a speed greater  than  that  posted in  any 
speed zone, and in  no event  shall any school bus be operated at  a speed greater 
than  sixty (60 ) miles per hour  on  any state  or  federal highway or  greater  than  for ty 
(40 ) miles per  hour  on  any county or  township highway.  

12. St op Ar m :  The “Stop Arm” shall be displayed only when the bus is coming to and 
completely stopped on the t raveled por t ion  of the highway to load or  unload 
passengers. While off the t raveled port ion of the highway, the stop arm shall not  
be used, and flashing light s shall not  be operated. 

13. St uden t  Locat ion  for  Bus Oper at ion :  No school bus shall be moved unt il all 
children  are  beyond the white  line within  the bus and the bus door  has been  closed. 
A dr iver  should not  accelerate  unt il all students are  seated. No student  shall 
occupy a space forward of the rear  of the dr iver’s seat , and every bus shall have 
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clear ly posted, at  or  near  the front , a sign  stat ing that  it  is a violat ion  of the laws of 
the State  of Indiana for a bus to be operated with school children  occupying the 
prohibited area.  

14. Tur n  Sign als :  The direct ional light s shall be turned on  at  least  two hundred (200) 
feet  before turning from the highway to warn  approaching t raffic of in ten t ions of 
the bus dr iver. 

 

SPECIAL NEEDS DRIVERS & MONITORS 
Expectat ions for  Special Needs Transportat ion: 

1. Lift :  Only the dr iver  or bus monitor  may operate  the wheelchair  lift  and/ or  secure 
students who will be r iding the lift , along with all other  child safety rest raint  systems. 

2. Seat belt s :  If there  are  lap belts installed on  the bus, students are  required to wear 
them. 

3. Con fiden t ialit y:  All personal student  informat ion  must  be kept  confident ial and in  a 
secured place on  the bus. Informat ion  shared on  the radio about  a special needs 
student  should be limited. 

4. Em er gen cy In for m at ion :  Route informat ion , direct ions, seat ing char t s, individual 
health or  behavior  plans, and cr isis plans must  be kept  up to date  at  all t imes. Drivers 
should not ify the Bus Garage of any changes.  

5. Mon it or in g:  Monitors must  always be act ively monitoring students when they are 
on  the bus. Unless assist ing/ supervising a part icular  student , bus monitors should be 
seated behind students. 

6. Physical Expect at ion s: In  addit ion to any physical cert ificat ion requirements from 
the State , dr ivers and t ransportat ion  staff must  be able  to assist  student  r iders on  and 
off the bus, climb bus steps adept ly, walk at  a moderate  pace for  at  least  100  yards, 
and lift  a minimum of for ty (40 ) pounds repeatedly, including from above one’s head 
to the ground.  

7. Com plian ce:  Drivers and monitors must  always follow students’ IEP or  504 plans.  
8. Dr op Offs :  Drivers and monitors must  always know who is responsible  for  accept ing 

students from the bus. Check with the t ransportat ion  or  school office  if there  is a 
quest ion  regarding the ver ificat ion  of the adult  at  the bus stop. 

 
FIELD TRIP PROCEDURES 
School buses may be used to t ransport  students to and from school- sponsored act ivit ies. 
The pr incipal must  approve all curr icular  fie ld t r ips. Assignments on  the use of school buses 
will be made through the Bus Garage or  the athlet ic director. Drivers are  given  the 
opportunity to take fie ld t r ips on  a voluntary basis.  
 
When special equipment  is needed for  a t r ip, it  is the responsibility of the sponsor ing 
organizat ion  to furn ish and secure such equipment  in  or  on  the bus.  
 
Ext r a- Cur r icu lar  Clubs: 
Club t r ips are  paid at  the ext ra- curr icular  rate  by the club who is t aking the t r ip , even  if the 
t r ip  is dur ing the school day. However , these t r ips normally are  taken  after  school or  on 
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weekends. Tr ips will be offered to regular route  drivers pr ior  to subst itute  drivers. 
Assignments will be made by te lephone, bus radio, or  in  writ ing via driver’s mailbox at  the 
Bus Garage. Most  requests will come to the Transportat ion  Assistan t  by email.  
 
When t ransport ing groups on  a fie ld t r ip  the driver  will wait  to be sure  the scheduled act ivity 
will proceed as scheduled. The bus driver  will never  leave an  event  without  first  checking 
with the coach or  t eacher  in  charge. If the t eacher  or  coach in  charge agrees that  you may 
leave, provide them with contact  informat ion.  
 
If a dr iver is scheduled to dr ive for  a field t r ip  and not  not ified of a cancellat ion  pr ior  to 
arriving, he/ she is en t it led to one hour  pay. To be paid, the dr iver  should submit  the t r ip 
t icket .  
 
At h let ics : 
There are  several spor t s funded by their  respect ive athlet ic department . The dr ivers 
assigned to those sport s will be selected by the athlet ic director  at  that  school. All other 
athlet ic t r ips are  assigned by the Bus Garage.  
 
Every at t empt  will be made to give after- school t r ips to regular bus dr ivers pr ior  to 
subst itute  dr ivers. Subst itute  drivers may be assigned to athlet ic t r ips requiring an  ear ly 
depar ture  after  school.  
 
When dr iving for  athlet ic events the following guidelines have been  established for  overn ight  
accommodat ions and meals: 

1. Overnight  Accommodat ions: When making overnight  t r ips it  is assumed that  the 
t raveling group will be responsible  for  providing a room for  the bus dr iver  at  double 
occupancy.  

2. Meals: It  is assumed that  the accompanying bus dr iver  will be responsible  for  their  
own meals while  on  a t r ip  unless other  accommodat ions are  made pr ior  to t raveling.  

 
Tr ip Select ion  Pr ocess: 

1. Trips will be offered to regular  route  drivers pr ior  to subst itute  drivers or  dual-
employed dr ivers. 

2. Once a t r ip  is picked, it  is the dr iver’s responsibility. Tr ips cannot  be selected with the 
in ten t ion  of giving them to another  dr iver . If, for  unforeseen  reasons, it  becomes 
necessary to t ransfer  a t r ip , the Transportat ion  Assistan t  must  be not ified, and the 
dr iver  will need to secure an  alt ernate  dr iver  for  the t r ip. 

3. By placing their  names on the seasonal list , dr ivers are  also on  the call list  for 
uncommit ted t r ips.  

 
Tr ip Ticket s : 
Drivers are  to submit  a t r ip  t icket  for  each t r ip  they take as soon as the t r ip  is completed. 
Tr ip t icket s should not  be held. Drivers will leave their  t r ip  t icket s at  the Bus Garage for 
processing. Even if a dr iver  is volunteer ing his/ her  t ime for  a t r ip , a t r ip  t icket  st ill must  be 
submit ted for  record keeping purposes. 
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All NACS dr ivers are  permit ted to charge an  addit ional 15 minutes pr ior  to any fie ld t r ip  to 
be able  to arr ive at  the determined locat ion , load the school bus and be ready for  depar ture 
at  the t ime the teacher/ coach has requested.  
 
The pr incipal, athlet ic director , or  teacher/ coach in  charge of the t r ip  must  sign  the t r ip 
t icket . Any t r ip  t icket  submit ted without  a signature  will result  in  a delay of pay.  
 
Curr icular  and ext ra- curr icular  t r ips are  paid in quar ter  hour  increments. Bus dr ivers are  to 
record the actual number  of hours and minutes that  they were on  the fie ld t r ip.  
 
If a regular  route  dr iver  is asked or requests to drive a curr icular t r ip  that  requires a 
subst itute dr iver  to take over  their  regular  route , the regular  dr iver cannot  take a personal 
day. The regular  driver will need to request  a leave day without  pay. This should not  be a 
regular  pract ice  as we expect  our  full- t ime dr ivers to fulfill their  primary driving obligat ion .  
 
Par och ial School Field Tr ips: 
Parochial Schools will request  bus t ransportat ion  in  the same manner as NACS personnel. 
Transportat ion  Request  forms are  to be submit ted to the Bus Garage for  approval at  least  
two weeks prior  to the day of the t r ip .  
 
NACS will not  be responsible  for  payment  of wages to the dr iver. Wages are  to be negot iated 
between the driver  and the parochial school. At  the beginning of each school year  a copy of 
the bus dr iver  wage scale  is sent  to the parochial school pr incipals. Trip t ickets are  required 
for  each parochial school t r ip  and are  available  at  the Bus Garage.  
 
The NACS bus must  be returned to the Bus Garage with a full t ank of fuel. The bus must  be 
refilled immediately following the t r ip  at  a local fuel stat ion , not  the NACS Bus Garage.  
 
Parochial schools are responsible  to provide fiscal responsibility for  the school bus. 
Documentat ion  is to be kept  on  file  in  the Administ rat ion  Office and in  the Bus Garage 
evidencing they have insurance to cover  an  accident . If a “Cert ificate  of Insurance” is not  on 
file , the parochial school will be denied use of a NACS bus.  
 

SCHOOL BUS POST-ACCIDENT PROCEDURES 
1. After  a site  accident  invest igat ion  is completed, t ake the bus to the Bus Garage for  a 

damage evaluat ion. 
2. Generate  an accident  report  for  Dist r ict  Office to submit  to the insurance claims 

office. This report  must  be provided to the Transportat ion  Assistant  no later  than  the 
morning immediately after  the day of the accident .  

3. The dr iver  must  not ify the Transportat ion  Assistan t  if a cit at ion  is issued to him/ her 
for  a violat ion  related to the accident .  

4. If any of the following condit ions are  present , the dr iver  will be required to take a 
post - accident  drug and alcohol test : 

a. There is a fatality result ing from the accident . 
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b. The dr iver  receives a cit at ion  and there  is an  injury that  is t reated at  a facility 
other  than  the scene of the accident . 

c. The dr iver  receives a citat ion , and a vehicle  had to be towed from the scene of 
the accident .  

5. It  is crit ical that  the drug and alcohol test  be taken  within  two (2) hours of complet ion 
of the sit e  accident  invest igat ion. If a sample is not  submit ted in  a t imely manner , it  
is considered the same as a posit ive test  result .  

 

END OF DAY LOCATION FOR NACS BUSES 
Any bus being used for  t ransportat ion  of students in  any curricular , ext ra- curr icular , or  
spor t ing event  will be returned to the Bus Garage parking area at  the end of the route . This 
policy does not  apply to regular  route  dr ivers who have been  given  permission  to t ake their  
bus home at  the end of the day.  
 

BUSES PARKED AT OTHER LOCATIONS 
No NACS bus shall be used for  personal reasons or  purposes. This includes, but  is not  limited 
to, stopping before or after  a regular  route  or  extra- curr icular t r ip  at  any place to conduct  
personal business.  
 
Any NACS bus that  is parked in  a locat ion  other  than  those reasonably expected to be par t  
of a normal school route or  in  areas not  otherwise authorized as a legit imate par t  of an  extra-
curr icular  act ivity, dr iver  t rain ing, or  bus repair  pose a liability for  the dr iver  and NACS, 
part icular ly if they are  direct ly or  indirect ly involved in  an  accident . If a dr iver  uses a NACS 
bus for  personal business and that  bus is involved in  or  causes an  accident , the DRIVER 
personally may be liable for  the accident .  

 
ILLEGAL STOP ARM PASSING 
Forms for  illegal stop arm passing are  available  from the Transportat ion  Assistant . Drivers 
are  REQUIRED to complete  the form and return  it  to the NACS Resource Officer  or  Decatur  
Police Department  if the SRO is not  available  as soon as possible  following a violat ion. Copies 
of the completed form also must  be filed at  the Bus Garage and Central Office.  
 

VEHICLE MAINTENANCE 
Maintenance is facilitated through the Bus Garage. Drivers should make a report  to the 
Transportat ion  Assistant  about  any operat ional concerns or  main tenance needs. A subst itute 
bus will be made available  when necessary.  
 
Fuel is provided at  the Bus Garage. When adding fuel to a bus, the dr iver  must  stay with that  
bus unt il the fueling is complete . DO NOT WALK AWAY!  
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WORKING MORE THAN 40 HOURS PER WEEK 
Any dr iver  who works more than  for ty (40 ) hours during a week cannot  hold t r ip  t ickets unt il 
the next  pay period due to Indiana labor  laws. Overt ime is paid only on  hours WORKED more 
than  40  hours per  week. Overt ime will be paid on  a weighted average of all hours and rates 
dr iven  for  that  week.  
 

TRANSPORTATION LOG SHEETS 
NACS t ransportat ion  personnel are  required to complete  and submit  to the Transportat ion 
Assistant  a Transportat ion  Log Sheet  at  the end of each week. Each t ime an  employee is 
complet ing a task for  the Transportat ion  Department  they must  record the date , t r ip 
informat ion , star t  and end t imes, and total t ime. These forms are  available  from the 
Transportat ion  Assistant . 
 

CONTROLLED SUBSTANCE AND ALCOHOL POLICY 
This policy applies to all NACS drivers who are  required to hold a Commercial Driver’s 
License (CDL) to perform their  job funct ions.  
 
Employees are  responsible  for : 

1. Report ing for  duty in  a work- ready condit ion; 
2. Remaining in  a work- ready condit ion  throughout  the assigned shift ;  
3. Report ing to his/ her  supervisor  the use of medically authorized drugs or  other 

substances that  may impair  the dr iver’s performance of safety- sensit ive funct ions; 
and 

4. Submit t ing to drug and/ or  alcohol t est ing as is required by State  or  federal laws, 
INDOT requirements for  CDL dr ivers, or  NACS policy for  bus dr ivers or  other  
employees of the dist r ict .  

 
A safety- sensit ive funct ion  means all t ime from the t ime a driver  begins to work or  is required 
to be in readiness to work unt il the t ime the employee is re lieved from work and all 
responsibility for  performing work. Safety- sensit ive funct ions shall include all t ime: 

1. An employee is wait ing to be dispatched, 
2. Inspect ing, servicing, or condit ioning any commercial motor  vehicle , 
3. Spent  at  the dr iving cont rols of a vehicle , 
4. Other  than  driving t ime, in  any vehicle , 
5. Loading or  unloading a vehicle , supervising, or  assist ing in  the loading or  unloading, 

at t ending a vehicle  being loaded or  unloaded, remaining in  readiness to operate  the 
vehicle , and/ or 

6. Repairing, obtain ing assistance, or  remaining in at t endance upon a disabled vehicle. 
 

To meet  the responsibility to be work- ready, the employee shall: 
1. Abstain  from the consumpt ion  of illegal drugs at  all t imes. 
2. Submit  to being tested for  drugs and/ or  alcohol dur ing the performance of their  duty. 
3. Abstain  from using alcohol at  least  four (4) hours before performing safety- sensit ive 

funct ions. 
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4. Abstain  from the consumpt ion  of alcohol dur ing assigned on- call hours. 
5. Refrain  from report ing to or  remaining on  duty with a registered blood alcohol 

concentrat ion  other  than  0 .00%. 
6. Acknowledge to his/ her  supervisor  the use of alcohol and the inability to perform 

safety- sensit ive funct ions if called to report  to duty when unscheduled. This self-
report  would carry no disciplinary act ion. 

7. Abstain  from consuming alcohol, including medicat ions with alcoholic content , while 
at  work and for  e ight  (8) hours following the involvement  in  an  accident  or  unt il 
he/ she submits to a post - accident  drug/ alcohol t est , whichever  is first . 

8. Inform his/ her  physician  of the employee’s job dut ies and determine from the 
physician  or  other  health care  professional whether  any prescr ibed drug may impair 
one’s job performance or  mental/ motor  funct ion . 

9. Report  to his/ her  supervisor  the use of medically authorized drugs or  other 
substances that  may impair  job performance of safety- sensit ive funct ions. Such 
report  should be accompanied with proper  writ t en  medical authorizat ion  from a 
physician  to work. Failure  to report  or  provide appropriate  documentat ion  may be 
grounds for  disciplinary act ion . When use of prescr ibed drugs adversely affects job 
performance or  safety, it  is in  the best  in terest  of the driver , co- workers, and the 
School Corporat ion  that  the driver  t akes sick or  vacat ion  days, or , if necessary, unpaid 
leave, in  accordance with the NACS leave policies. 

 
Submit t ing to drug and/ or  alcohol t est ing in appropriate  circumstances when required 
includes not  refusing. A refusal will be assumed if the employee: 

1. Fails to provide a breath or  ur ine sample, 
2. Provides insufficien t  volume without  a valid medical explanat ion , 
3. Adulterates or  subst itutes a specimen, 
4. Fails to appear  within  a reasonable  t ime, 
5. Leaves the scene of an  accident  without  just  cause pr ior  to submit t ing to a t est , 
6. Leaves the collect ion  facility prior  to test  complet ion , 
7. Fails to permit  an  observed or  monitored collect ion  when required, 
8. Fails to t ake a second test  when required, 
9. Fails to cooperate  with any par t  of the t est ing process, and/ or 
10 . Fails to complete  or  sign  required forms involved in  the test ing process. 

Refusal to t est  will be considered the same as a posit ive t est  for  the purposes of disciplinary 
act ion.  
 
Types an d Reason s for  Test in g 
All dr ivers will be t ested for  alcohol and drug use in  accordance with approved procedures 
when directed by the Super in tendent . 

1. Pr e- Em ploym en t : Offers of employment  for  posit ions that  require  the possession  or 
maintenance of a CDL shall be made cont ingent  upon the applicant  passing a cont rolled 
substance test . Any individual who refuses to submit  to such a test  or  has a posit ive 
controlled substance test  result  will not  be considered for  employment  with NACS. 
 

2. Ran dom  Test in g:  All employees occupying posit ions requir ing CDLs are  subject  to 
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random test ing for  alcohol and cont rolled substances.  
a. At  least  50% of the total number  of drivers shall be tested annually for  drugs.  
b. Similar ly, at  least  10% of the total number  of dr ivers shall be tested annually 

for  alcohol.  
i. Random drug and alcohol t est ing may be combined. For  example, 

when test ing at  50% drug random rate  and 10% alcohol random rate , 
half of the randomly selected dr ivers chosen for  t est ing might  be 
t ested for  both drugs and alcohol, while  the rest  could be t ested only 
for  drugs 

c. Random test ing select ion: 
i. All employees remain  in the test ing pool all year  regardless of whether  

previously drawn for  t est ing; 
ii. Use a valid random select ion  process or  applicat ion; 

iii. Test  at  least  once each quarter ; and 
iv. Dates of test ing are  not  announced or  known. 

 
3. Post - Acciden t :  An employee occupying a posit ion  requir ing a CDL will be required to 

submit  to alcohol and/ or  cont rolled substance test ing, if, while  performing driving 
dut ies: 

a. There is a fatality result ing from the accident , 
b. The dr iver  receives a cit at ion , and there  is an  in jury that  is t reated away from 

the scene of the accident , or 
c. The dr iver  receives a citat ion , and a vehicle  had to be towed from the scene of 

the accident .  
 

After  an  accident , the employee shall contact  the supervisor  as soon as possible. The 
supervisor  must  complete  the FMCSA Post- Accident  Documentat ion  Form and direct  
the employee for  required test ing as quickly as possible. The result s of a breath or 
blood test  for  the use of alcohol or  a ur ine t est  for  the use of drugs conducted by 
Federal, State , or  local officials having independent  authority for  the test  shall be 
considered to meet  the requirements for  post - accident  t est ing if the school 
corporat ion  receives the results.  
 
If federal, State , or  local officials conduct  breath, blood, or  ur ine t ests for  the use of 
alcohol and/ or  controlled substances following an  accident , employees must  comply 
with such request s.  
 
If a dr iver  is ser iously in jured and cannot  submit  to t est ing at  the t ime of the accident , 
the dr iver shall provide the necessary author izat ion for  obtain ing hospital reports and 
other  documents that  would indicate  whether  there  were drugs or  alcohol in  the 
dr iver’s system. Nothing herein  shall be const rued to require  the delay of necessary 
medical at t en t ion  for  the in jured or  to prohibit  an  employee from leaving the accident  
scene for  a per iod to obtain  emergency assistance. 
 
Time limit s on  Post - Accident  Test ing are  as follows: 
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a. An employee subject  to post - accident  t est ing shall remain  readily available  for 
such test ing, including not ifying his/ her  supervisor of his/ her  locat ion  should 
he/ she leave the accident  scene.  

b. If the dr iver  has not  submit ted to an  alcohol test  within  two (2) hours of the 
accident , the employer  shall prepare and main tain  on  file  a record stat ing the 
reason a t est  was not  prompt ly administered.  

c. If the dr iver  has not  submit ted to an  alcohol test  within  eight  (8) hours, the 
employer  will cease at tempts to administer  the alcohol t est  and prepare and 
maintain  the record descr ibed above.  

d . No dr iver  required to take a post - accident  alcohol test  may use alcohol for 
e ight  (8) hours following the accident  or  unt il he/ she undergoes a post -
accident  alcohol t est , whichever  occurs first . 

e . If a post - accident  controlled substances t est  is not  administered within thir ty-
two (32) hours of the accident , the supervisor  shall cease at t empts to have the 
controlled substances test  administered and prepare and maintain on  file a 
record stat ing the reasons the t est  was not  done withing said thirty- two (32) 
hours. 
 

4. Reason able  Suspicion :  NACS is required to test  for  the use of alcohol and cont rolled 
substances upon “reasonable  suspicion.”  Reasonable  suspicion  is defined to mean that  
the school corporat ion believes the behavior , speech, body odor , or appearance of a 
dr iver  while  on  duty are indicat ive of the use of alcohol and/ or  cont rolled substances. 
Supervisor  or  other  administ rat ive personnel in  the dist rict  must  witness the conduct  
that  indicates a reasonable  suspicion  that  the dr iver may be under  the influence of 
alcohol or  a controlled substance.  

 
Supervisors or  other  administ rat ive personnel who have reasonable  suspicion  will take 
the following act ions: 

a. Keep the employee under  direct  observat ion  unt il the situat ion  is resolved. 
b. Tell appropriate dist r ict  personnel about  his/ her  observat ions, discuss the 

circumstances, and determine whether  t est ing should be required. 
c. If t est ing is deemed to be necessary, the employee will immediately be not ified 

of the allegat ion  and provided a br ief explanat ion  of the evidence giving r ise 
to the reasonable  suspicion . The employee may have an  opportunity to 
respond to the allegat ion  before being required to submit  to a breath, ur ine, 
and/ or  blood test . 

i. At  this point , the employee may not  be permit ted to dr ive a dist r ict  vehicle 
or  re turn  to duty unless and unt il a negat ive test  result  has been  received. 
The employee will be suspended without  pay unt il results are  received. If 
the results are  negat ive, then  the employee will be reimbursed for lost  
wages due to suspension .  

ii. Admission  by the employee of having ingested drugs or  alcohol shall be 
sufficient  evidence on  which to base disciplinary act ion  without  requir ing 
the employee to submit  to formal t est ing. 

d . Chain  of custody shall be observed by the supervisor  or  administ rat ive 
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personnel coordinat ing the test ing process. 
e . Administ rat ive personnel shall t ransport  the employee to an  appropriate 

collect ion  sit e  and, thereafter , will ensure that  arrangements are  made for  the 
employee to be t ransported to the employee’s residence or  place of lodging. 
Under  no circumstances shall an  employee be permit ted to dr ive from the 
collect ion  sit e. 

f. If the dr iver  has not  been  administered an  alcohol t est  within  two (2) hours 
following the determinat ion  to conduct  a reasonable  suspicion test , the 
employer  shall prepare and maintain  on  file  a record stat ing the reason a t est  
was not  prompt ly administered. If the dr iver  has not  been  administered an 
alcohol t est  within  eight  (8) hours, the employer  will cease at t empts to 
administer the alcohol t est  and prepare and maintain  the record descr ibed 
above.  

g. A writ t en  record shall be made of the observat ions leading to an  alcohol or 
controlled substances reasonable  suspicion  test  and signed by the supervisor 
or  official who made the observat ions within twenty- four  (24) hours of the 
observed behavior  or  before the result s of the alcohol or  cont rolled substances 
t est s are  released, whichever  is ear lier ; and  

h . Disciplinary act ion  shall be in it iated for  any employee with a ver ified posit ive 
t est  result . 

 
Test in g Pr ocedur es 
All t est ing will be performed by an  author ized organizat ion  or  agency designated by NACS. 
Samples will be provided without  observat ion  unless there  is reason to believe a par t icular 
individual may alt er  or  subst itute  the specimen. Reasons for  observat ion include, but  are  not  
limited to, previously being ident ified as an  illegal drug user , t ampering with other  t ests, 
providing an  unacceptable  specimen at  the t ime of collect ion , or the medical review officer 
ordering a direct  observat ion  re- test . 
 
NACS will pay the cost  of drug and alcohol test ing that  it  requires or  request s of employees, 
including confirmat ion test ing of posit ive result s from an  init ial t est . All t ime spent  
undergoing an  alcohol or  controlled substance test , including t ravel t ime, will be paid at  the 
staff member’s regular  rate  of pay, or  at  his/ her  over t ime rate , if applicable , if the t est  is 
negat ive. If an  employee is off work while  await ing the result s of a drug and/ or  alcohol t est , 
the Board will re imburse the employee for lost  wages if the test  result  is negat ive. If the t est  
results are  posit ive, the Board will not  pay for  the employee’s t ime while  not  on  duty.  

 
1. Posit ive Alcohol Test in g Pr ot ocols :  An employee who receives a posit ive t est  result  on 

an  in it ial alcohol breath t est  (any BAC over  0 .0%) is required to take a confirmat ion 
validity t est  within  15- 30  minutes. If this t est  is posit ive, the employee will be required to 
report  to the dist r ict ’s collect ion  site  at  the dist rict ’s expense to receive a blood alcohol 
concentrat ion  test .  
 

2. Posit ive Con t r olled Subst an ces Test in g Pr ot ocols :  Within seventy- two (72) hours after 
an  employee is not ified of a posit ive, adulterated, or  subst ituted test  result  for  a 
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controlled substance, he/ she may request  that  the “split ” port ion  of his/ her  specimen 
be tested again. 

 
When a confirmed posit ive t est  has been  returned by the laboratory, medical personnel 
will review all medical records provided by the t ested individual when a confirmed 
posit ive t est  could have resulted from legally prescribed medicat ion .  
 
If medical professionals determine there  is no legit imate explanat ion  for  the posit ive 
result , such result  will then  be considered a verified posit ive t est  result . Consisten t  with 
confident iality requirements, the medical professional shall refer  writ t en  determinat ion 
regarding all ver ified posit ive test  results to the appropriate school dist r ict  
representat ive. 
 

3.  Non - Rou t in e Collect ion s:   
a. Dilu t e—A specimen wherein  creat inine and specific gravity values are  lower  than 

expected for  human ur ine. The laboratory and not  the collect ion  sit e  will note  this 
situat ion . Dilute  specimens will require  a re- test , the results of which will be 
determined by policy of the laboratory. 

b. Out - of-Tem per at u r e—A specimen with t emperature  higher than one hundred 
(100) degrees or lower than  90  degrees Fahrenheit . This anomaly is determined at  
the collect ion  site . A re- test  will be immediately required using protocols of the 
collect ion  sit e. 

c. Shy Bladder —Situat ion  wherein  the donor  does not  produce sufficien t  volume of 
ur ine. Protocols of the collect ion  sit e  will be followed for  this situat ion. 

 
Con sequen ces for  Posit ive Test  Resu lt s 
1. Drivers who test  posit ive for  alcohol (.04% BAC or  greater) or  for  a controlled substance 

will be prohibited from dr iving or  performing safety- sensit ive funct ions for  NACS and 
will be subject  to any other  NACS policy dealing with the use of alcohol and cont rolled 
substances, which may include dismissal from employment . 

2. Drivers who have an  alcohol breath t est  less than  .04 shall not  drive or  perform safety 
sensit ive funct ions for  NACS, nor  shall NACS permit  the driver  to perform or  cont inue to 
perform safety sensit ive funct ions unt il the dr iver  has had a blood alcohol t est  result  that  
ver ifies the actual blood alcohol level of the dr iver . If this test  has a BAC greater  than 
0 .0%, the employee will become subject  to all other  policies in  this handbook, and any 
other  NACS policy, dealing with the use of alcohol and controlled substances and may be 
subject  to disciplinary measures in  accordance therewith. 

 
Ret u r n  t o Du t y: 
An employee who was not  dismissed after  a refusal to test  or  posit ive t est  result  will be 
required to undergo a counseling or  rehabilit at ion  program for  alcohol or  cont rolled 
substance use, and must  complete  the following steps: 

1. The employee meets with a Substance Abuse Professional (SAP) and complies with 
the SAP’s writ t en  follow- up educat ion , t reatment , and test ing plans, all at  the expense 
of the dr iver.  
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2. After  fulfilling it em # 1, the employee has a negat ive alcohol and/ or  drug test , which 
will be administered by a t est ing agency authorized by NACS.  

3. Following complet ion of it ems 1 and 2, the employee will not  be permit ted to perform 
safety- sensit ive funct ions unt il the start  of the employee’s next  regular ly scheduled 
duty per iod, but  not  less than twenty- four  (24) hours following administ rat ion  of the 
return- to- duty test . 

4. Subject  to any collect ive bargain ing agreement  or  other  legal requirements, 
employees who are  eligible  to return  to performing safety- sensit ive funct ions may 
not  do so without  the approval of the Super intendent .  

 
Follow- Up Test in g: 
When a dr iver  has been  determined to need assistance in  resolving problems associated with 
alcohol misuse and/ or  controlled substance use, the driver  will be subject  to unannounced 
follow- up alcohol and/ or  cont rolled substances t est ing. This follow- up test ing would 
consist  of a minimum of six (6) follow- up tests in  the first  12 months. The follow- up test ing 
per iod shall not  exceed sixty (60 ) months. Follow- up test ing for  alcohol shall be conducted 
only when the dr iver  is performing safety- sensit ive funct ions.  
 
Con fiden t ialit y 
Any informat ion  concern ing a dr iver’s drug or  alcohol abuse will be available  only to 
members of the administ rat ion  and legal counsel whom NACS believes should be aware of 
this informat ion. Unless otherwise required by law, this informat ion  will not  be disclosed by 
NACS to any other  employer , organizat ion  or  individual without  the dr iver’s writ t en  consent .  
 
The Super in tendent  and/ or  Transportat ion  Director  are responsible  for  communicat ing this 
policy to all dr ivers and are  accountable  for  it s consistent  enforcement . The Super intendent  
is designated to answer quest ions about  this policy and all other  mat ters involved in  alcohol 
and cont rolled substance use and test ing of CDL dr ivers.  
 
Tr ain in g an d Educat ion al Mater ials 

1. NACS shall provide a drug- free awareness program which will in form bus dr ivers 
about : 

a. The effects of alcohol and cont rolled substance use on  health, work and 
personal life ; 

b. The name and contact  informat ion  of an  individual or  organizat ion  that  can 
provide counseling and access to t reatment  programs. 

2. Bus dr ivers shall be provided with informat ion  regarding the NACS drug and alcohol 
t est ing program and applicable  federal regulat ions, including the informat ion 
required by 49 CFR 382.601. These mater ials will be provided to each bus dr iver  pr ior 
to the start  of a drug and alcohol t est ing program. Each bus driver  is required to sign 
a statement  cert ifying that  the dr iver  has received a copy of these mater ials.  

3. Supervisors and appropriate  staff members shall receive t rain ing that  meets the legal 
requirements in  alcohol and drug abuse recognit ion , in  the procedures for  t est ing, 
and in  the proper  assistance of staff member  who exhibit  the effects of substance 
abuse.  
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SEAT BELT USAGE 
Per 575 IAC 1- 10- 1, any school bus dr iver  operat ing a bus equipped with safety belt s shall at  
least  once per  semester provide inst ruct ion  to passengers regarding the proper  fastening of 
safety belt . This should include the proper posit ion of the belt  once fastened, the correct  
t ightness, improper  placement , required t imes for  usage, and consequences for  failure to 
use safety belts properly.  
 
Documentat ion  of said t rain ing must  be provided to the t ransportat ion  secretary who must  
report  these t rain ings to IDOE by June 30 th each year . 
 
NACS reserves the right  to terminate  any dr iver  who violates the school corporat ions’ drug 
and alcohol abuse policy for  CDL drivers. Employees who are  convicted for  alcohol-  or  drug-
related charges may be subject  to NACS disciplinary act ion , up to and including terminat ion. 
NACS may offer  the dr iver  (at  the dr iver’s expense) the opportunity to receive appropriate 
t reatment . When NACS makes such an  effor t  and the dr iver  re jects assistance or 
demonstrates a lack of ser ious commitment  to overcoming the problem and achieving a 
sat isfactory level of performance, at t endance, or  behavior , then  terminat ion  will result .  
 

BUS EVACUATION DRILL AND PROCEDURES 
NACS holds the safety of students as our  foremost  responsibility and considerat ion . While 
staff and administ rat ion work to prevent  unsafe situat ions, there  st ill may be events out side 
our  control that  may require  NACS to invoke different  cr isis plans. To help facilit ate  our 
t ransportat ion  team’s response to any potent ial threat  to safety, each bus has a NACS School 
Bus Crisis Plan  book readily accessible  which has been  reviewed with the dr iver. Some part s 
of the plan  have also been  pract iced with students to improve every person’s response t ime, 
understanding, and comfort  with different  pract ices which may become necessary in 
unforeseen  circumstances. 
 
One such pract ice  on  which students t rain  with the dr iver  is the bus evacuat ion. Per  Indiana 
Code 575 IAC 1- 10- 2, bus dr ivers must  operate  a bus evacuat ion  dr ill with passengers within 
for ty- five (45) days of the beginning of each semester. These dr ills must  only ut ilize 
emergency exit  or  service doors and be completed in  two (2) minutes or  less. One of these 
required drills must  be done without  the driver direct ing the students dur ing the evacuat ion 
to simulate  a situat ion  wherein  the driver  was incapacitated. 
 
Documentat ion  of these dr ills must  be submit ted to the Transportat ion  Assistan t  who will 
then  report  to the State  by June 30 th of each year . In  certain  situat ions, students may be 
exempted from part icipat ion  in  the dr ill, but  must  have documentat ion  of such exempt ion 
on  file  at  school. 
 
Bus Evacuat ion  Dr ill 
Pre- Drill Informat ion  to Cover  with Passengers: 

1. Emphasize the point  of the evacuat ion  dr ill is for  everyone to understand how to get  
out  of a bus to safety quickly and effect ively.  
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2. Students should leave any it ems that  cannot  be worn  on  their  person  on  the bus 
dur ing an  emergency evacuat ion. Coats and backpacks/ purses may be t aken  with 
them if there  is t ime, and they are  ready to go. Passengers may NOT take t ime to put  
things in / get  things out  of a backpack.  

3. The gather ing locat ion (a landmark) should be ident ified where students should 
congregate  after  leaving the bus. 

4. Ident ify which seat s exit  by which door. Emphasize that  the door  used to evacuate  
dur ing a real emergency is cont ingent  upon the situat ion. (i.e., If there is a fire  at  the 
front  of the bus, then  the rear  door  and emergency windows would be used.) 

5. Relate  that  older  student  will be expected to help younger  children  off the bus and to 
safety as well as to help them remain  calm in  any crisis event . Screaming and being 
dramat ic will not  help get  people  to safety. 

a. Ident ify at  least  3- 4 students for  each door whose responsibility it  will be to 
assist  students off the bus from those poin ts. Make sure those students know 
how to open those doors/ windows/ roof hatch/ kick out  windshields. 

b. Ident ify another  two students per  door  who will help lead the students in  an 
orderly line to the gather ing locat ion . Emphasize the need to be quiet  and to 
follow direct ions.  

c. Ident ify a couple  kids to operate  the bus radio and front  of bus processes.  
i. Show how to put  the bus ignit ion in  Accessory Posit ion  for  the radio to 

work. 
ii. Explain  how to operate  the radio and to access the Bus Garage. 

iii. In  making a report , they should give the bus locat ion , road number, 
landmarks, etc. and provide if there  is fire or  in jury needing an 
ambulance. 

1. After  in it ial call, inst ruct  them to st ick the handpiece out  the 
window before evacuat ing.  

iv. Also, show them how to operate  the 4- way flashers, red light s, and 
st robe; shut  off engine; and set  parking brake. 

v. Show them where first  aid kit  is as well as cr isis flip  chart . 

PUPIL SAFETY AND BUS CONDUCT EXPECTATIONS 
School bus dr ivers are  expected to keep order , maintain  discipline among the students while 
on  the bus and along the route , t reat  each student  with kindness and respect , see that  no 
child is mist reated while  in  his/ her  charge, and use every care  for  the safety of the students 
in  his/ her  charge. Students are  expected to demonstrate  good behavior  and to follow all 
school rules from the t ime the student  is within  eyesight  of the bus driver  while  wait ing to 
be picked up through when walking away after disembarking. Failure to abide by bus and/ or 
school rules may result  in  consequences ranging from a verbal warning to the loss of bus 
r iding pr ivileges. 
 
Bus Ru les  of Or der ly Con duct  
Below is a non- exhaust ive list  of guidelines and rules for  appropriate  student  conduct  when 



20 
 
 

on a school bus. Students are  expected to:  
1. Arrive at  loading stat ions pr ior  to the expected t ime. 
2. Ride one’s assigned bus unless given  express permission  by the building 

administ rat ion. A student  may not  r ide a different  bus for  non- school re lated 
act ivit ies such as extra- curricular  act ivit ies, babysit t ing, visit ing fr iends, etc. 
Emergency requests will be extended considerat ion  by the building pr incipal or 
designee. 

3. Sit  in  the seat  directed by the bus dr iver  or  bus monitor  upon enter ing the bus. 
4. Always remain  in  their  seat s unt il the bus comes to a complete  stop and students are 

at  their  expected bus stop. 
5. Refrain  from eat ing or  dr inking on  the bus. 
6. Refrain  from throwing any objects at  any t ime. 
7. Refrain  from using inappropriate , vulgar , or  profane language. 
8. Speak at  an  appropriate volume for  a small, enclosed space.  
9. Refrain  from engaging in  inappropriate  contact  or  violence of any kind. 
10 . Have permission  from the dr iver  to open or  close any windows or  doors. 
11. Be respect ful toward staff and other  students on  the bus at  all t imes. 
12. Avoid any act ions which may dist ract  the bus dr iver. 
13. Refrain  from being under  the influence of or  possessing any illegal/ illicit  substances, 

paraphernalia, tobacco, vaping paraphernalia, or  alcohol. 
14. Refrain  from knowingly possessing, handling, or t ransmit t ing any object  which could 

reasonably be considered a weapon on  the bus. 
15. Maintain  the condit ion  of the bus and any other  proper ty stored/ t ransported on  the 

bus. 
16. Refrain  from recording or  t aking a picture  of any person  on  the bus without  the 

express permission  of every person  in  the frame, video, or  audio t rack. Addit ionally, 
students may listen  to music or  watch videos on  their  devices on  the bus if the 
content  is considered school appropriate , and the volume is at  a level so as not  to 
disrupt  others. 

 
Con sequen ces 
Should a student ’s behavior  be determined by the bus dr iver  to require redirect ion , the bus 
dr iver  may: 

1. Change the student ’s seat , 
2. Have a conversat ion  with the student , 
3. Contact  the student ’s parent / guardian ,  
4. Require  the student  to stay on  the bus unt il all other  students have disembarked at  

his/ her  stop, or 
5. Write  a discipline referral to be given  to school administ rat ion.  
 

School administ rat ion  may apply any consequences as out lined in  the student  code of 
conduct  for that  building, such as loss of recess, lunch detent ions, after- school detent ions, 
ISS, RISQ, out  of school suspension , or  recommendat ion  for  expulsion. Addit ionally, for  bus 
incidents, administ rat ion  may also require  students to clean  the bus, as appropriate  for  the 
infract ion , or  remove the student  from the bus for  a day up to a year. 
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Bus Video 
The School Board has author ized the installat ion  of video cameras on school buses for  the 
purpose of monitor ing student  behavior. If a student  is reported to have misbehaved on  a 
bus and his/ her  act ions were recorded, the video may be viewed by the dr iver , 
Transportat ion  Assistan t , Transportat ion  Director , the School Resource Officer , and/ or 
administ rat ion  and may be used as evidence in  the invest igat ion.  
 
Since these videos are  considered part  of a student 's record, they may be viewed only in 
accordance with federal and State  law. Videos are  for  school use only and may not  be shared 
with others unless subpoenaed in  a legal proceeding. 
 
Dist in ct ive Offen ses 
The following list  provides some examples of dist inct ive disciplinary offenses, their  
categorizat ion , and associated disposit ion. This list  is not  exhaust ive, and disposit ions for 
infract ions not  covered on  this list  will be determined by Administ rat ion . 
 

Min or  Offen ses Disposit ion * 
Yellin g 

• 1st  Offen se: Warning or  School- Appropriate  
Disposit ion  

• 2n d Offen se: Detent ion (Lunch, Recess, or  
After- School) 

• 3r d Offen se: Thursday/  Fr iday Night  School 
• 4t h  Offen se: 

 ISS 
 
 

Boun cin g over  bum ps 

Playin g m usic/ videos t oo loudly 

Movin g seat s  
Hor seplay 

Eat in g/ Dr in kin g on  Bu s  

Public Display of Affect ion  

Leavin g Tr ash  on  Bus  

 
 
 

Mor e Sign ifican t  Offen ses Disposit ion * 

Van dalism  t o bus  

Rest itu t ion/ School- Appropriate  Disposit ion/ Loss of bus 
pr ivileges from one day up to a year  

Th r owin g object s  
School- Appropriate  Disposit ion / Loss of bus pr ivileges from 
one to five days 

Possession  of weapon  
School- Appropriate  Disposit ion / Loss of bus pr ivileges from 
one day up to a year  
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Figh t in g (Bat t ery) 

1st  Offen se:  School- Appropriate  Disposit ion / 3 days loss of 
bus pr ivileges/ Police Report  
2n d Offen se: School- Appropriate  Disposit ion / Loss of bus 
pr ivileges/  Police Report  
**Cumulat ive for  year  

Figh t in g (Pre- Medit a t ed or  with Bodily 
In jury) 

School- Appropriate  Disposit ion / Loss of bus pr ivileges from 5 
days to year / Police Repor t  

In appr opr iat e  con t act  
School- Appropriate  Disposit ion / Loss of bus pr ivileges from 
one to five days 

Possession  of, d is t r ibu t ion  of, or  un der  
t h e in fluen ce of illegal/ illicit  subst an ce, 
par aph er n alia, or  alcoh ol 

1st  Offen se:  School- Appropriate  Disposit ion / Loss of bus 
pr ivileges 10  days/ Police Report  
2n d Offen se:  School- Appropriate  Disposit ion/  Loss of bus 
pr ivileges from one sem ester  to a year / Police Repor t  
*Cumulat ive for  Year  

Possession  of, d is t r ibu t ion  of, or  use of 
vape or  t obacco 

1st  Offen se: Confiscat ion / School- Appropriate  Disposit ion / 1 
day loss of bus pr ivileges/ Police Report  
2n d Offen se:  Confiscat ion /  School- Appropriate  
Disposit ion/ 3days loss of bus pr ivileges 
3r d Offen se:  Confiscat ion /  School- Appropriate  
Disposit ion/ 5- 10  days loss of bus pr ivileges 
*Cumulat ive for  Year  

Act ion s t h at  d ist r act  dr iver  School- Appropriate  Disposit ion / Loss of bus pr ivileges from 1 
day up to 1 year   

Disr espect / In subor din at ion  t o bu s 
dr iver  or  m on it or  

School- Appropriate  Disposit ion / Loss of bus pr ivileges from 1 
day up to 1 year   

Refusal t o Iden t ify Self School- Appropriate  Disposit ion / Loss of bus pr ivileges from 1 
day up to 1 year   

Failin g t o obser ve safet y pr act ices in  
pr oxim it y t o bu s (i.e., crossing a  r oad 
to/ fr om a  bus stop unsafely, touching a  
bus as it  is in  motion , fa iling to stay a  sa fe 
distance from bus as it  approaches stop, 
pushing/ shoving/ hor seplay while bus 
approaches/ pulls away) 

Educat ion opportunity about  bus safe ty/ Contact  with  parent  
or  guardian/  School- Appropriate  Disposit ion/ Potent ial loss 
of bus pr ivileges from 1 day up to 1 year  

 
*Administ rat ion  reserves the r ight  to modify any discipline act ion . Consequences for  any 
act  of student  misconduct  taking place at  the end of the school year  may be carr ied over  to 
the following school year . 
 

DRIVER COMPENSATION  
Beginning January 2, 2023, t ransportat ion  employees must  report  t ime using Front line 
(Verit ime) or  the current  system adopted by the dist r ict  for  such purposes for  regular  daily 
routes. Report ing t ime may be done from the dr iver’s phone or  on  the kiosk in  the 
Transportat ion  Office. It  is the employee’s responsibility to submit  accurate  t ime reports in  
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a t imely manner. The elect ronic t imekeeping system and associated work records are 
considered the official record of the workday. By law, t ime reports must  reflect  the actual 
t ime worked dur ing the pay period. Falsificat ion  of the t imesheet  may result  in  immediate 
dismissal.  
 
Any at t empt  to tamper  with t imekeeping hardware or  software will be considered a ser ious 
offense. Any interference with other  employees’ use of the t ime report ing system will be 
considered a ser ious offense. Due to the sever ity of these infract ions, there  will be immediate 
discipline enforced, up to and including immediate  terminat ion .  
 
If an  employee is unable  to clock in  or  out  because of a t imeclock malfunct ion , it  is the 
employee’s responsibility to immediately inform their  supervisor . The supervisor  or  designee 
will determine next  steps as to documentat ion of the employee’s t ime report .  
 
For  fie ld t r ips, ext ra- curr icular , and any other  occasional routes, drivers will complete a 
paper  t imesheet  unt il fur ther  not ice. When coaches, t eachers, or  sponsors with their  bus 
license dr ive the bus for  a fie ld t r ip  or  extra- curr icular  event  pr imarily AFTER- HOURS and 
NOT overnight , they are  paid for  three (3) hours. 
When coaches or sponsors with their  bus license drive the bus for a fie ld t r ip or ext ra-
curr icular  event  pr imarily DURING SCHOOL HOURS, they are  paid only for  their  t ime spent  
dr iving (as opposed to en t ire  span  of t ime of event ) t ime, recognizing a one (1) hour  minimum.  
 
 
Transportat ion  employees must  “clock in” at  the beginning of their  workday and “clock out” 
at  the end of the workday. Bus dr ivers should observe the following protocols for  clocking 
in / out : 

1. Clock- In :  Drivers may clock in  up to fifteen  (15) minutes before the star t  of dr iving 
their  regular  route . (This t ime should include pre- t r ip  check and other  rout ine 
preparat ions.) 

a. Warming Bus—On days when wind chill or  actual temperature  is under  20  
degrees Fahrenheit  OR when windows are  covered with ice/ heavy frost , 
dr ivers may start  their  bus up to thir ty (30 ) minutes before the star t  of dr iving 
their  route . (This t ime should include pre- t r ip  check and other  rout ine 
preparat ions.)   

b. If dr ivers are  NOT performing their  pre- t r ip  inspect ion  or  warming their  bus 
themselves (for  example, Transportat ion  Department  staff are  taking care  of 
that  por t ion  of preparat ions), dr ivers may only clock in  up to seven  (7) minutes 
before the star t  of dr iving. 

2. Clock- Out :  Drivers must  clock out  within  t en  (10 ) minutes of parking the bus. (This 
t ime should include the post - t r ip  check and other  rout ine act ivit ies.) 

3. Mid- Day Rou te Dr iver s :  Drivers with regular  mid- day routes may stay logged in  for 
gaps between routes that  are  less than  twenty- five (25) minutes. For  gaps between 
routes of twenty- five (25) or  more minutes, dr ivers must  log out  and log back in  for 
the next  t r ip. Mid- day route  dr ivers are  guaranteed a minimum one- half hour  (30  
minutes) dr ive t ime for  each t r ip . 
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4. Ot her  “Clock- able” Even t s. There are  other  in termit ten t  job dut ies which may not  
fall within  the t ime allot t ed for  rout ine tasks and dr ive t ime. For  these events, dr ivers 
may clock in / out  for  t ime spent  OUTSIDE the allowable fifteen  (15) minutes before 
dr iving and ten  (10 ) minutes after  dr iving. For  these events, dr ivers MUST note in  the 
comments sect ion  for  what  purpose the t ime is being reported. For  example, a dr iver 
may write , “Watching bus video re: a  fight between  ER and DH” or  “Talking with Bower s 
r e: AG vaping on  bus.” 

a. St uden t  Super vis ion :  Time spent  addressing student  concerns, including, but  
not  limited to, watching bus video, t alking to building administ rat ion , and 
talking with parents/ guardians. These events will be at  regular  route  rate . 

b. Tr ain in g:  Staff should use Front line for  t raining days, such as Yellow Card and 
annual safety t rain ing, readying for  bus inspect ions, and other  school-
required t raining. These events will be compensated at  the ECA rate . (The 
required dist r ict  t rain ings at  the first  of the year  will be compensated if 
completed that  day on- campus. If the driver wishes to complete  them at  
home, he/ she will not  be compensated.) 

c. Ran dom  Dr ug Test in g:  Drivers may clock t ime spent  wait ing for  and the 
administ rat ion  of their  dist r ict - directed random drug test .  
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