Consent Agenda – 12/09/08
Consider motion to approve consent agenda:

Minutes: Approval December 2, 2008  Truth in Taxation Public Hearing and Regular School Board Meeting minutes 

 MINUTES OF THE TRUTH IN TAXATION HEARING OF INDEPENDENT SCHOOL DISTRICT NO. 721 SCOTT, RICE LE SUEUR COUNTIES, NEW PRAGUE, MINNESOTA 56071

December 2, 2008
6:00 pm.
Central Education Campus Board  Room
CALL TO ORDER

 Chairperson Reed Called the meeting to order at 6:00 pm.

 PRESENTATION

Finance Director Dan Pyan gave a presentation on the subjects needed to fulfill the public hearing requirement.  Information presented was on the current school year budget, the taxes payable for the next year along with the reasons for the proposed percent increase. 

OPEN PUBLIC HEARING

Motion was made by Reed and seconded by Carlson to open the public hearing.  Motion passed 7/0.

Several members of the audience addressed the board with concerns and questions.  A question asked was how the school district handles additional enrollment and how it reflects on the school budget.  Additional enrollment comes with additional revenue from the state and it is reflected in the budget as such.  The second question addressed a concern that if taxes are decreases and the mil rate changes along with the state reducing their contribution, how will this affect the school budget?  This concern will have to be addressed with budget reductions until budget is balanced.  The final public statement was a letter addressed to the school board of a concern for property taxes being larger than income being received for acreage that is in the CRP program.

CLOSE PUBLIC HEARING

Motion by Havlicek and seconded by Walerius to close the public hearing.  Motion carried 7/0.

ADJOURNMENT 
 Motion by Havlicek and seconded by Walerius to adjourn the public hearing at 6:35 pm.  Motion carried 7/0.

 MINUTES OF THE Regular SCHOOL BOARD MEETING OF THE SCHOOL BOARD OF INDEPENDENT SCHOOL DISTRICT NO. 721 SCOTT, RICE LE SUEUR COUNTIES, NEW PRAGUE, MINNESOTA 56071

December 2, 2008
6:45 pm.
Central Education Campus Board  Room
CALL TO ORDER

 Chairperson Reed called the meeting to order at 6:45 following the Truth in Taxation public hearing.

PLEDGE OF ALLEGIANCE

Board members rose and recited the Pledge. 

ROLL CALL

Roll was taken with all board members in attendance.

APPROVAL OF AGENDA  

  Chairperson Reed asked for the removal of policy 902 from the agenda and sent back to committee for additional review and discussion.  Motion by Carlson to approve the amended agenda and seconded by Havlicek.  Motion carried 7/0.

CONSENT AGENDA
 Motion by Dvorak and seconded by Havlicek to approve all items on the consent agenda.  Motion carried 7/0.

MOTION FOR BOARD TO ACT AS A COMMITTEE OF THE WHOLE

 Motion by Havlicek and seconded by Pint for the board to act as a committee of the whole.  Motion carried 7/0.

COMMITTEE ITEMS

· Establish January 12, 2008at 6:30 pm as the reorganizational meeting for 2009.  Immediate action requested.

· Standing Committee Reports

· Superintendent’s Report

· Good News:  Members of the Junior Class participated in a High School League sponsored Top 20 Class.  The class was held at Shakopee for all members of the Missota Conference.  It detailed how the top 20% of classes are representative of the decision that are made.

· Business Education students escorted by Aaron Jasperson and sponsored by the State Bank of New Prague attended a Business Camp Venture to learn how a business is operated.

· Mark Swelland of  New Prague Ford presented the Activities Program with a check.  A dollar figure was donated for every Ford Test Drive that was taken during the month of September.  

· The calendar for the 2009/2010 school year is currently being constructed.  Two calendars are being created:  one for a before Labor Day Start and the second for a post Labor Day start.  Starting date for school may be changed during the legislative session starting in January.

· Executive Board:    No meeting
· Strategic Leadership:  the next meeting of the Long Range Planning Committee with be held on December 16th  at the Falcon Ridge Elementary School Media at 6:30 pm.  All board members are requested to attend this meeting.  A fifth meeting will be held sometime in January with a report being brought to the board in late January or early February.
· Review & Evaluation: Met and worked on policy revisions.  Next meeting will be December 16 at 7:30 am.

· MRVSEC:   No board meeting has been held but subcommittees of Safety, Insurance and Labor Management have been meeting on a regular basis.

· Dates to Note:   Dates were noted 
MOTION FOR COMMITTEE TO RISE

Motion by Havlicek and second be Beckius for the committee to rise.  Motion carried 7/0.

ACCEPT COMMITTEE RECOMMENDATIONS

 Board member Walerius presented the committee recommendations asking for immediate approval of the January 12 reorganization of the school board meeting date.  Reviewed committee reports and answered question on the new policy 907 Rewards.  Request was made to have a thank you letter sent the NP Ford and Mark Swelland.  Letter has already been mailed.  Dates were noted.  Motion by Havlicek and seconded by Beckius to accept the committee reports.

IMMEDIATE ACTION

Motion was made by Carlson and seconded by Beckius to approve the January 12, 2009 date for reorganization of the school board.  Motion carried 7/0.

ADJOURNMENT 
 Motion by Beckius and seconded by Walerius to adjourn the meeting at 7:03 pm.  Motion carried 7/0.

· Second Reading and approval of Transportation Handbooks

Transportation Employee Handbooks

TRANSPORTATION DEPARTMENT

EMPLOYEE MANUAL

[image: image3.png]DRIVERS MANDATORY NOTIFICATION
-PLEASE READ CAREFULLY BEFORE SIGNING-

38331 Notification of convictions for driver violations.

(a) Each person who operates a commercial motor vehicle,
who has a commercial driver’s license issued by a State or
jurisdiction, and who is convicted of violating, in any type
of motor vehicle, a State or local law relating to motor
vehicle traffic control (other than a parking violation) in a
State or jurisdiction other than the one which issued his/her
license, shall notify an official designated by the State or
jurisdiction which issued such license, of such conviction.
The notification must be made within 30 days after the date
that the person has been convicted.

(b) Each person who operates a commercial motor vehicle,
who has a commercial driver’s license issued by a State or
jurisdiction, and who is convicted of violating, in any type
of motor vehicle, a State or local law relating to motor
vehicle traffic control (other than a parking violation), shall
notify his/her current employer of such conviction. The
notification must be made within 30 days after the date that
person has been convicted. If the driver is not currently
employed, he/she must notify the State or jurisdiction which
issued the license according to 383.31 (a).

(c) Notification. The notification to the State official and

employer must be made in writing and contain the
following information.

PLEASE PRINT

NAME (IN FULL)

(1) Driver’s full name;

(2) Driver’s license number;

(3) Date of conviction;

(4) The specific criminal or other offense(s), serious
traffic violation(s), and other violation(s) of Stat
or local law relating to motor vehicle traffic
control, for which the person was convicted and
any suspension, revocation, or cancellation of
certain driving privileges which resulted from
such conviction(s).

(5) Indication whether the vi
commercial motor vehicle;

(6) Location of offense; and

(7) Driver’s signature.

ation was in a

383.33 Notification of driver’s license suspensions.

Each employee who has a driver’s license suspended
revoked, or canceled by a State or jurisdiction, who
loses the right to operate a commercial motor vehicl
in a State or jurisdiction for any period, or who is
disqualified from operating a commercial motor
vehicle for any period, shall notify his/her current
employer of such suspension, revocation, cancellatio
lost privilege, or disqualification. The notification
must be made before the end of the business day
following the day the employee received notice of
suspension, revocation, cancellation, lost privilege, o
disqualification.

LICENSE #

__ STATE

DATE OF CONVICTION

SPECIFY OFFENSE/VIOLATION

VIOLATION IN A COMMERCIAL MOTOR VEHICLE? YES

LOCATION OF OFFENSE (Nearest)

NO

STATE

HAS YOUR LICENSE EVER BEEN SUSPENDED,
REVOKED, OR HELD IN LIEU OF BOND? YES

IF YES GIVE REASON AND DATE

NO

SIGNATURE

DATE




NEW PRAGUE AREA SCHOOLS

BUS GARAGE

105 7th St. N.E.

NEW PRAGUE, MN  56071

November 2008

Table of Contents

Code of Ethics……………………………………………………………………………..
1

Age Requirement  …………………………………………………………………………
1

Changing Personal Data …………….….…………………………………………………
1

Driver Responsibilities………………………………………………………………….…
1

Operating Rules and Procedures………………………………………………………….
5

Type III Vehicles………………………………………………………………………….
7

Driver’s Training …………………………………………………………………………
10

Emergency Procedures ……………………………………………………………………
15


Radio Procedures …………………………………………………………………………
17

Accident Procedures……………………………………………………………………..
18

Preventable Accidents……………………………………………………………………
19

Accident Suspension and Bus Driver Retraining………………………………………...
19

Alcohol and Drug Testing Guidelines…………………………………………………...
20

Chaperone Responsibilities………………………………………………………………..
21

Crossing Guards Responsibilities…………………………………………………………
21

Referral for Student Misbehavior in District Vehicle Grades Pre-School –12……………
21

Bus Return Procedure……………………………………………………………………..
22

Ways to Maintain Student Discipline……………………………………………………..
23

Stop Arm Violations………………………………………………………………………
24

Maintenance Policy……………………………………………………………………….
24

Care of Buses……………………………………………………………………………...
25

Check Gauges……………………………………………………………………………..
26

Warming Up the Bus……………………………………………………………………....
26

Severe Weather……………………………………………………………………….…..
26

Evacuation Drills………………………………………………………………………...
26

Charter Selection…………………………………………………………………………
27

Before Leaving on a Charter……………………………………………………………..
27

Disciplinary Action………………………………………………………………………
28

Employee Absences……………………………………………………………………...
28

Health…………………………………………………………………………………….
29

Lounge…………………………………………………………………………………....
29

Parking……………………………………………………………………………………
30

Shop Time………………………………………………………………………………...
30

Standard of Dress…………………………………………………………………………
31

Suggestions & Ideas………………………………………………………………………
31

Appendix A………………………………………………………………………………
31

Drivers Mandatory Notification………………………………………………………….
32

Bus Drivers Claim for Payment………………………………………………………….
33

Transportation Employee Warning Record……………………………………………...
34

Student Discipline Policy ……………………………………………………………….
35

Request for Transportation Change Policy ……………………………………………...
37

Toy Policy ………………………………………………………………………………
37

Intermittent Riders …………………………………………………...…………………     37

Cell Phones ………………………………………………………….……………...
37

Radio Stations ……………………………………………………………………...
38

Idling Vehicles ……………………………………………………………………..
38

Unattended Vehicles ……………………………………………………………….
38

Safe Driving:  A Career In Itself

A driver never learns all there is to know about driving.  But the career driver, like professionals in all fields, remains open minded and continue to learn throughout his/her career.  
His/her attitude about driving is also an important factor in developing and maintaining driving skills.  The career driver does not minimize the importance of safe driving and makes up his/her mind that the ability to drive defensively is a basic tool of his/her trade.  Whether he/she drives a full day or uses his/her vehicle only as a means of getting students to and from school, he/she has the highest respect for the risks involved and practices the professional techniques of defensive driving.
However, possessing knowledge and having a proper attitude are not enough.  The career driver must put his/her knowledge to work behind the wheel.  He/she must consciously build habits that include the safest driving practices.  He/she must strive to drive correctly and properly at all times realizing that, for a career driver, there is little excuse for error.

CODE OF ETHICS

All employees are expected to handle themselves in a professional manner that’s either while driving the school bus or being among peers back in the management building.  Intolerable behavior will not be accepted.  Treat everyone the way you like to be treated.

AGE REQUIREMENTS

To obtain a Class B license with a school bus endorsement you must be 18 years or older with a valid health card.

CHANGES IN PERSONAL DATA

New Prague Area Schools needs to maintain up-to-date information about you so we would be able to you and/or your family in matters of personal emergency.  Changes in name, address, telephone number, marital status, number of dependents or changes in next of kin and given to the management promptly.

DRIVER RESPONSIBILITIES

SCHOOL BUS DRIVER DUTIES AND RESPONSIBILITIES

All school bus drivers shall be adequately prepared, both physically and mentally, each

day to perform required duties. These duties shall include:

A. Operating the vehicle in a safe and efficient manner.

1. Safety.  The primary concern of each driver is safety. Drivers will exercise extreme caution during the loading and unloading process as well as when driving.  Any unsafe driving will revoke your school bus driving privileges for New Prague Area Schools.  We want you to know that we will not tolerate any reckless and irresponsible driving and also to follow all the applicable laws.  Some examples of irresponsible driving: Not coming to a complete stop at a stop sign, not following the proper procedures for Railroad Crossings, Speeding, and Passing on the right hand side.

2. Defensive Driving.  All drivers are to drive defensively at all times. A definition of defensive driving is: driving in a manner to avoid accident involvement despite adverse conditions created by roads, weather, traffic, or errors of other drivers or pedestrians.  Obey all traffic laws and execute safety at all times.  Under no circumstances should you jeopardize your life or the life of your passengers at any time.  SAFETY is our number one priority.  Always maintain a cushion of safety between you and other vehicles.  Maintain a time-keeping device in your possession at all times.  It is important to be on time, but without reckless driving.

3. Driving Adjustments. Winter and wet weather driving may require adjusting speed and normal driving practices to compensate for road conditions.

4. Emergency Doors.  Emergency doors must be free and operable. Under no circumstances may the doors be obstructed to prevent easy access.

5. Service Door. The service door of the bus must be closed at all times while the bus is in motion.

6. Overloads.  The registration card in all vehicles designates the maximum number of passengers allowed to be carried. This limit cannot be exceeded.  A driver should call the designated individual for instructions should a vehicle become overloaded.

7. Railroad Crossings.  All school buses used to transport students must stop at railroad crossings, using required procedures, whether they are loaded or empty.  School buses shall not activate the eight-way lights; 4-way hazard lights are to be used before stopping and when crossing the tracks.  



The Federal Law, the State of Minnesota, and New Prague Area Schools requires that all school buses stop at all marked railroad crossings.  The only exception is when a railroad crossing sign is posted with an “EXEMPT” sign.  We require that every school bus does the following:  turn on the four-way hazard warning lights at least 100 feet from the nearest rail, come to a complete stop, open service door and driver’s window, listen and look for trains.  If it is all clear, close the door and window, then proceed crossing the railroad track with caution.  Do not shift gears as you are crossing the track.  Wait until the bus is entirely over the track then shift.  Anyone not following these procedures will be given a warning and further consequences will follow.

8. Speeding and Other Moving Violations.  No bus will travel faster than road, traffic and weather conditions safely permit, regardless of the posted speed limit. Any driver convicted of a moving violation with a school bus will face disciplinary action. Other reports or warnings regarding speeding will result in suspension and/or termination.  




You need to report to management any traffic violations on or off the job you receive.  This information is to update your driving record that is required by the Federal Department of Transportation and the Minnesota Department of Motor Vehicles.  This information is confidential between New Prague Area Schools, our insurance carrier, and you.

9. Smoking Prohibited.  Smoking by either the driver or the passengers is prohibited on any school bus, Type III vehicle, or on school property.

B. Conducting thorough pre-trip and post-trip inspections of the vehicle and special equipment.

1. Bus Inspection.  Drivers are required to make a pre-trip inspection of the bus before each trip. Failure to do so is a violation of state law. Defects are to be reported in writing. Drivers are required to check their buses for students, vandalism and articles left on the bus after each route segment.

Inspect the bus for any sleeping passengers and for any articles that might have been left behind by any student.  Any major findings should be reported to management.  This inspection is to be done right after each route.  An “EMPTY” sign will be posted in the rear window after each route.

2. Safety Equipment.  All drivers are responsible for ensuring that the necessary safety equipment is aboard the bus, including fire extinguisher, first aid kit, bodily fluids clean-up kit, flashlight, reflectorized emergency warning device, and any additional items required by the district. Drivers of vehicles for disabled students will ensure all student health information cards are on board the bus.

3. Bus Cleaning. Drivers are required to keep the interior of their buses swept and free of trash at all times.

All drivers are responsible for picking up large pieces of paper and debris, and bringing the rear trashcan to the front of the bus.  If any articles are left behind, the driver should make the attempt to ask the children on the bus if the article belongs to them.  This should be done the very next day.  If no one claims the article within that week period, the article should be put in the lost and found bin.  This should be done every Friday.

Drivers for extra-curricular activity trips will be asked to sweep the bus and fuel it (if fuel pumps are on) upon returning to the garage.  Any articles left on the bus should be brought into the office.  Make dispatch aware of them by posting a note to the article stating which bus and trip that article was left on.

4. Fueling. The driver is responsible for ensuring that his or her assigned vehicle is adequately fueled before leaving the yard. Smoking is prohibited in the fueling area. The engine shall be turned off while fueling.  Drivers should never fuel with passengers aboard, it is against the law.

It is a district policy to keep the school bus fueled at no less than half a tank.  In winter months it is extremely important to follow this practice, since fuel lines can freeze very easily.  While fueling the school bus, you must at all times attend the fuel nozzle.  This practice will not allow for any fuel spillage and contamination of the environment.  Please dress warmly during winter months when fueling your bus.  Please observe all the rules of safety while fueling.  

For extra-curricular activity runs, the bus will be fueled before your departure.  It is not necessary to fuel the school bus upon arrival to the garage, unless the fuel pump is still available and unlocked.

Before you leave the garage on your route, please fill out the pre-trip inspection of the bus or van.  It is every driver’s responsibility to do an overall check of the bus or van.  Some of the items to check are:  wheels, body, external lighting, interior seating, gauges, eight-way lamp system, mirrors adjustment, etc.  If you need some help on any mechanical problem, direct it to the maintenance department.

C. Ensuring the safety, welfare and orderly conduct of passengers while on the bus.
D. Meeting emergency situations in accordance with operating procedures.
E. Communicating effectively with school staff, students, parents, law enforcement officials and the motoring public.
1. Relations with Students.  Bus drivers will treat students with respect and will refrain from any conduct which is intended or could be perceived as demeaning, intimidating or harassing.
2. Relations with School Officials.  School officials can and will be of considerable assistance to drivers. They are trained in the education of students and it is in their best interest that control and discipline be maintained on the bus. Therefore, it is very important drivers have good relationships with the school officials and give them full cooperation.
3. Relations with the Public.  It is important to remember that to the general public, the driver represents the school. Buses are one of the most visible vehicles on the road. Drivers must deal with students, parents, and other motorists in a polite, professional and considerate manner.
4. Student Discipline.  Although drivers are responsible for maintaining order on the bus, drivers must always remember that the types of actions they may use are limited. Drivers must never, under any circumstances, use corporal punishment. Drivers have no authority to deny a child the privilege of riding the bus, or drop the student at other than the designated stop. Any denial of bus-riding privileges may come only from the school authorities.
5. Route Changes.  No driver is to make changes in the pick-up or drop-off schedule for his or her route without prior authorization. No stops are to be added, deleted or moved without approval. No driver may deviate from the established route without prior permission except as required by an emergency or by temporary road conditions.
6. Route Problems.  Any problems, of whatever kind, encountered by a driver on the routes or trips should be brought to the attention of the designated individual as soon as possible.
7. Unauthorized Passengers.  Only authorized passengers may be transported in a bus.  Any other passenger must be specifically approved.  Extra passengers are not allowed.
8. Notices.  It is the responsibility of the driver to check for notices each day and to check with his or her supervisor regularly.

F. Completing required reports.
It is the responsibility of the driver to completely fill out and timely turn in all reports, discipline referrals, time cards, and mechanical defect slips as required. This includes all requirements pertaining to pre-trip inspections and stop-arm violation reports.

G. Successfully completing required training programs and demonstrating sufficient skills and knowledge to transport students in a safe and legal manner.
H. Providing maximum safety for passengers during loading and unloading.
1. Standees Prohibited.  Standees are not allowed on a moving school bus. Drivers must not move a bus from a stopped position until all passengers are seated. Students are to remain seated until the bus has stopped.
2. Dangerous Articles.  No weapons, or articles that may be classified as dangerous, may be transported on a school bus. This includes any and all weapons, gasoline cans, animals, and other dangerous or objectionable items. Possession of weapons on school property or the bus will not be tolerated. Companion dogs are allowed.
3. Wearing driver’s seat belt whenever the bus is in motion.  It is not only the Law, but also a New Prague Area Schools policy that every driver uses the safety belt no matter the style of it.  Anyone found refusing to wear the safety belt will be given a warning and discuss future violations and repercussions.

I. Maintaining a valid Class A, B, or C Minnesota driver’s license with a school bus endorsement to the extent required by Minn. Stat. §§ 171.321, subd. 1, and 171.02, subd. 2a(b).
Additional driver duties and responsibilities may be found in the driver handbook. All bus driver dismissals will be reported to the Department of Public Safety pursuant to Department of Public Safety directions.

OPERATING RULES AND PROCEDURES
A. General Operating Rules.
1. All routes shall be on file with the school district’s school transportation director.

2. Only students assigned to the school bus by the district shall be transported. The number of students or other authorized passengers transported in or assigned to a school bus shall not be more than the legal capacity for the bus. No person shall be allowed to stand when the bus is in motion.
3. Drivers are to enforce the provisions of the school bus and bus stop rules as appropriate. Students may be released from the bus at only two points, the designated bus stop or at school, except in case of an emergency or as otherwise authorized.
4. The parent/guardian may designate by a signed, written request a day care facility, respite care facility, the residence of a relative or the residence of a person chosen by the parent or guardian as the address of the student for transportation purposes. The address must be in the attendance area of the assigned school and meet other eligibility requirements.
5. Students who misbehave severely may be returned to the school immediately and reported to the building principal or other designated individual.
6. Safety evacuation drills for the student-passengers shall be conducted at least twice a year.
7. There shall be no students in the bus while the fuel tank is being filled. Before leaving the vehicle when students are in the bus, the driver shall stop the bus, remove the ignition key, set the brakes and otherwise render the bus immobile.
8. Buses shall not be run backwards on the school grounds or any other point if it can be avoided. If it is necessary to run a bus backwards on school grounds, the driver shall have another responsible person act as a guard flagman in back of the bus to keep other persons out of the path and to issue warnings to the driver of approaching traffic.
9. When arriving or leaving the school grounds, the driver must not follow closer than 50 feet from the vehicle directly in front of the bus or closer than 500 feet when traveling on the highway.
10. No school bus shall pull any trailer when students are being transported on regular routes to or from school.
11. In case of an accident or breakdown of the bus, the driver shall contact the dispatcher using the two-way radio. If no radio contact is available, the driver shall not leave the bus but shall send two responsible students to the nearest house to summon help.
12. The district may adopt such additional operating rules as are deemed necessary to meet local conditions and needs, provided they do not conflict with state laws and regulations.

B. Use of Signals, Loading or Unloading.
1. The driver shall activate the flashing 8-light system of the bus at least 300 feet before stopping to load or unload students when outside an incorporated municipality, and 100 feet when operating within an incorporated municipality, and shall not extinguish such lights until loading or unloading is completed and persons who must cross the roadway or highway are safely across.
2. Bring the vehicle to a complete stop in the right hand lane of the roadway parallel to the center line.
3. Prior to discharging students, open door, activate red flashing lights and extend the stop arm. Discharge students only after all traffic (front and rear) has come to a complete stop.
4. Keep door open and 8-light system operating until all students have been loaded or unloaded safely.
5. The driver should avoid loading or unloading students where the view is obstructed to other motorists for 200 feet in either direction.
6. The driver will not permit students to stand or get on or off the bus while it is in motion.
7. The driver will bring the bus to a full stop and disengage gears by shifting gear shift lever into neutral position or selector into neutral or park position before loading or unloading students.
8. Buses shall load and unload students only at designated locations.
C. Crossing Highways and Streets.
1. Students shall pass approximately 10 feet in front of the school bus so as to be seen by the driver and cross the road only upon receiving a hand signal from the driver, or

2. The student shall pass approximately 10 feet in front of the bus so as to be seen by the driver and be conducted across the road by the school bus patrol, or
3. The driver shall personally conduct the students across the road after following required procedures for disabling the bus.

4. The driver shall visually ascertain that students getting off the bus who do not need to cross the road are a safe distance from the bus before moving the vehicle.
D. Type III Vehicles.
1. Type III vehicles are restricted to passenger cars, station wagons, vans and buses having a maximum manufacturer’s rated seating capacity of 10 or fewer people including the driver and a gross vehicle weight rating of  10,000 pounds or less.  A van or bus converted to a seating capacity of 10 or fewer and placed in service on or after August 1, 1999, must have been originally manufactured to comply with the passenger safety standards.
2. Type III vehicles must be painted a color other than national school bus yellow.
3. Type III vehicles shall be state inspected in accordance with legal requirements.
4. A type III vehicle cannot be older than 12 years old unless excepted by state and federal law.
5. If a type III vehicle is school district owned, the school district name will be clearly marked on the side of the vehicle.  The type III vehicle must not have the words “school bus” in any location on the exterior of the vehicle or in any interior location visible to a motorist.
6. A “type III vehicle” must not be outwardly equipped and identified as a type A, B, C or D bus.
7. Eight-lamp warning systems and stop arms must not be installed or used on type III vehicles.
8. Type III vehicles must be equipped with mirrors as required by law.
9. Any type III vehicle may not stop traffic and may not load or unload before making a complete stop and disengaging gears by shifting into neutral or park.  Any type vehicle used to transport students must not load or unload so that a student has to cross the road, except where not possible or impractical, then the driver or assistant must escort a student across the road.  If the driver escorts the student across the road, then the motor must be stopped, the ignition key removed, the brakes set, and the vehicle otherwise rendered immobile.
10. Any type III vehicle used to transport students must carry emergency equipment including.
a. Fire extinguisher.  A minimum of one 10BC rated dry chemical type fire extinguisher is required.  The extinguisher must be mounted in a bracket, and be readily accessible to the driver and passengers.  A pressure indicator is required and must be easily read without removing the extinguisher from its mounted position.
b. First aid kit and body fluids cleanup kit.  A minimum of a ten-unit first aid kit and a body fluids cleanup kit is required.  They must be contained in removable, moisture and dust-proof containers mounted in an accessible place within the driver’s compartment and must be marked to indicate their identity and location.
c. A type III vehicle must contain at least three red reflectorized triangle road warning devices.  Liquid burning “pot type” flares are not allowed.
d. Passenger cars and station wagons may carry a fire extinguisher, a first aid kit, and warning triangles in the trunk or trunk area of the vehicle if a label in the driver and front passenger area clearly indicates the location of these items.
11. Students will not be regularly transported in private vehicles that are not state inspected as type III vehicles.  Only emergency, unscheduled transportation may be conducted in vehicles with a seating capacity of 10 or fewer without meeting the requirements for a type III vehicle.  Also, parents may use a private vehicle to transport their own children under a contract with the district.  The school district has no system of inspection for private vehicles.
12. All drivers of type III vehicles will be licensed drivers and will be familiar with the use of required emergency equipment.  The school district will not knowingly allow a person to operate a type III vehicle if the person has been convicted of an offense that disqualifies the person from operating a school bus.
E. Type III Vehicle Driven by Employees with a Class D Driver’s License
1. The holder of a Class D driver’s license, without a school bus endorsement, may operate a type III vehicle, described above, under the following conditions.
a. The operator is an employee of the entity that owns, leases, or contracts for the school bus, which may include the school district.
b. The operator’s employer, which may include the school district, has adopted and implemented a policy that provides for annual training and certification of the operator in:

(1) safe operation of a type III vehicle;
(2) understanding student behavior, including issues relating to students with disabilities;
(3) encouraging orderly conduct of students on the bus and handling incidents of misconduct appropriately;
(4) knowing and understanding relevant laws, rules of the road and local school bus safety policies;
(5) handling emergency situations;
(6) proper use of seat belts and child safety restraints;
(7) performance of pretrip vehicle inspections; and
(8) safe loading and unloading of students, including, but not limited to:
(a) utilizing a safe location for loading and unloading students at the curb, on the non-traffic side  of the roadway, or at off-street loading areas, driveways, yards, and other areas to enable the student to avoid hazardous conditions;

(b) refraining from loading and unloading students in a vehicular traffic lane, on the shoulder, in a designated turn lane, or a adjacent to a designated turn lane;

(c) avoiding a loading or unloading location that would require a student to cross a road,  or ensuring that the driver or an aide personally escort the student across the road if it is not reasonably feasible to avoid such a location; and 

(d) placing  the type III vehicle in “park” during loading and unloading.
c. A background check or background investigation of the operator has been conducted that meets the requirement under Minn. Stat. §122A.18, Subd. 8 or Minn. Stat.  §123B.03 for school district employees; Minn. Stat. §144.057 or Minn. Stat. Ch. §245C for day care employees; or Minn. Stat. §171.321, Subd. 3, for all other persons operating a type A or type III vehicle under this section.
d. operator’s shall submit to a physical examination as required by Minn. Stat. §171.321, Subd. 2.
e. The operator’s employer has adopted and implemented a policy that provides for mandatory drug and alcohol testing of applicants for operator positions and current operators, in accordance with Minn. Stat. §181.951, Subds. 2, 4, and 5.
f. The operator’s driver’s license is verified annually by the entity that owns, leases, or contracts for the school bus.
g. A person who sustains a conviction, as defined under Minn. Stat. §609.02, of violating Minn. Stat. §169A.25, §169A.26, §169A.27 (driving while impaired offenses),  or whose driver’s license is revoked under Minn. Stat. §§169A.50 to 169A. 53 of the implied consent law, or who is convicted of or has his or her driver’s license revoked under a similar statute or ordinance of another state, is precluded from operating a type III vehicle for five years from the date of conviction.
h. A person who has ever been convicted of a disqualifying offense as defined in Minn. Stat. §171.3215, Subd. 1(c) (i.e. felony, controlled substance, criminal sexual conduct offenses, or offenses for surreptitious observation, indecent exposure, use of minor in a sexual performance, or possession of child pornography or display of pornography to a minor) may not operate a type III vehicle.
i. A person who sustains a conviction, as defined under Minn. Stat. §609.02, of a moving offense in violation of Minn. Stat. Ch. § 169 within three years of the first of three other moving offenses is precluded from operating a type iii vehicle for one year from the date of the last conviction.
j. Students riding the type III vehicle must have training required under Minn. Stat. §123B.90, Subd. 2 (See Section II.B., above).
k. Documentation of meeting the requirements listed in this section must be maintained under separate file at the business location for each type III vehicle operator.  The school district or any other entity that owns, leases, or contracts for the type III vehicle operating under this section is responsible for maintaining these files for inspection.
2. The type III vehicle must bear a current certificate of inspection issued under Minn. Stat. §169.451.
3. An operator employed by the school district, whose normal duties do not include operating a type III vehicle, who holds a Class D driver’s license without a school bus endorsement, may operate a type III vehicle and is exempt from paragraphs E.1.c (background checks), E.1.d (physical examination, E.1.e (drug and alcohol testing), and E.1.f. (annual license verification), above.
SCHOOL BUS DRIVER TRAINING
A. Training.
All new bus drivers shall be provided with pre-service training, including in-vehicle (actual driving) instruction before transporting students and shall meet the competencies specified by the Department of Public Safety. All school bus drivers shall receive in-service training annually. The following driver training standards represent the minimum areas of training which each driver must receive prior to entering service to the school district. The school district shall have on file the certification of in-service training, including the number of hours and competency certification for each driver.

1. Pre-Trip Inspection:  Both new and experienced drivers must be familiar with the elements of the mandatory pre-trip inspection required under Minnesota law including:

a.  The engine compartment — belts, valves, fluid leaks

b. Engine start, warning lights, gauges, horn

c. Fuel level

d. Brakes — pedal reserve and air/vacuum gauges

e. Interior — seats, floor, lights

f. Electrical charging system

g. Emergency door

 (1) smooth latch operation

 (2) alarm buzzer

h. Entrance door operation

i. Lift door operation and alarm

j. Lift equipment for wheelchairs

k. Wheels, service brakes, emergency brake

l. Exterior Lights — headlights, brake lights, market lights, turn signals

m. Exhaust system

n. Windows, windshield, and inspection sticker

o. Eight-light system and stop arm
p. Emergency equipment — first aid kit, bodily fluids clean-up kit, flashlight, reflectors, two-way radio

2. Fundamentals and Techniques of School Bus Driving
The driver training program must include:

a. Relevant laws

b. Rules of the road and school district safety policies

c. Defensive driving

d. Driving in inclement weather conditions

(1) reduced visibility — rain, snow, fog

(2) wet roads

 (3) icy roads

e. Dealing with pedestrians and students in traffic

f. Operation of the manual or automatic transmission

g. The use of the drive train for stopping the school bus

h. Situations where the hand brake will and will not stop a moving bus

i. Steering and turning techniques

j. Right and left turn maneuvers

k. Gauging the speed of other vehicles on cross streets

l. Use of mirrors

m. Merging into traffic

n. Visual perceptions

o. Safe following distances

p. Safe passing procedures

q. Safe backing procedures

r. Use of the eight-light system and school district policy regarding its use

s. Loading and unloading procedures

t. Knowledge of the danger zone concept

u. Policies and procedures for grade level railroad crossings

v. Emergency use of the public address system

w. Response to an approaching emergency vehicle while unloading

x. Procedures for leaving the bus unattended at school sites

3. Special Education Transportation
Special education transportation requires skills and abilities that exceed those required to provide normal school bus service. Drivers will be familiar with:

a. What to do in a medical emergency

b. Handling wheelchairs

c. Operating lift equipment

d. Proper use of wheelchair securement devices

e. School district policies on the use of seat belts on designated students

f. Handicapping conditions

g. Responsibilities of the bus driver and the bus aide

h. School district policy in situations where a responsible person is not available to receive a student

4. Emergency Procedures

Drivers must be prepared to deal with emergency situations while operating on routes and field trips. Included in these emergency situations are mechanical breakdown, fire, accident, or passenger injury. Drivers are to receive training in:

a. Identifying the degree of an emergency before beginning an evacuation

b. Identifying a safe evacuation unloading area

c. Pre-planning emergency evacuations for both conventional and lift buses

 (1) front, rear, and both door evacuations

 (2) evacuation of special education students

(3) evacuation of physically disabled students and students using wheelchairs

 (4) placement of students in a safe location

d. Cooperation in emergency evacuation drills

e. Mechanical breakdowns

(1) stop bus in safe location

(2) keep passengers in bus if safe to do so

(3) take steps to warn motorists

(4) radio or call for assistance

f. How to secure the school bus and place emergency triangles

g. Use of the two-way communication system in an emergency

h. When it is appropriate to evacuate the school bus

i. How to supervise an emergency evacuation

j. Emergency evacuation of the disabled

k. Special considerations when evacuating a lift bus

l. Lifting techniques for handling disabled students in an emergency situation

m. Priorities when dealing with injured passengers

n. How to use the school bus first aid kit

o. Use and operation of the fire extinguisher

p. Dealing with other motorists and the police

q. Use of emergency reflectors and hazard lights

r. Control of exposure to blood borne pathogens

s. Use of body fluid clean-up kits

t. School district policy on medical emergencies

u. Recognition and handling of epileptic seizures

v. How to respond if a passenger has a weapon on the bus

5. First Aid

All drivers must be trained in first aid, including the Heimlich maneuver, procedures for dealing with obstructed airways, shock, bleeding, and seizures.

6. Private or Confidential Student Information

All drivers should know the types of student data that are considered private or confidential under Minnesota Statutes.

7. Student Discipline
a. Creating a positive attitude on the school bus

b. Oral and visual communications skills between the driver and the      passenger.

c. Dealing confidently with a disruptive student

d. District discipline policy

e. Developing and enforcing workable rules

f. Incident report forms

g. District policy on possession of weapons by a student

h. District policy on sexual, racial and religious harassment/violence

i. District policy on smoking

8. Human Relations

a. Appropriate driver behavior

b. Sensitivity to a diverse student population

c. Sensitivity to handicapping conditions

d. Relations with parents and school staff

e. Working with a special education bus aide

9. Chemical Abuse
a. How alcohol and/or drugs can affect driving skills

b. Drug-testing programs

c. State and federal requirements

B. Evaluation.
The State of Minnesota policies mandate that every driver is evaluated each year before the end of each school year.  The outcome of the evaluation will then be reported to the State of Minnesota, Director of Public Safety.  This evaluation will be part of your employee file.  Any assistance on any type of training before the evaluation should be brought to the attention of the Training Department.  We will do everything possible to help you and answer your questions and concerns.

All drivers will be evaluated for the following competencies at least once annually:

1. Safely operate the type of school bus the driver will be driving

2. Understand student behavior, including issues relating to students with disabilities
3. Ensure orderly conduct of students on the bus and handling incidents of misconduct appropriately

4. Know and understand relevant laws, rules of the road and local school bus safety policies

5. Handle emergency situations; and

6. Safely load and unload students

EMERGENCY PROCEDURES

A. Fire.
In the event of a fire, the first priority is to evacuate the bus. Drivers will make certain passengers are safe before attempting to put out the fire.

B. Injuries/Medical Emergencies.
Drivers will be familiar with first aid and CPR procedures. Drivers should first contact the dispatcher to call 911 in the case of serious injuries. Drivers should administer proper first aid in accordance with their training and level of ability.

In the event an injured passenger is taken to the hospital, record the student’s name and the name of the hospital where the student is sent.

C. Tornado.
If there is likelihood that a tornado will hit a vehicle, and there is no escape route available or no time to drive to a safe location, the driver should evacuate the bus, taking the first aid kit. The driver will take the students to the basement of a nearby building or to the nearest depression or ditch upwind (toward the storm) of the bus far enough away from the bus so that the bus will not roll over on them and instruct them to cover their heads with their arms. If the students are wearing coats or jackets, these can be used to provide additional protection for their heads and bodies. Drivers should take only the first aid kit from the bus. If drivers are on the road when they hear a tornado warning or spot a funnel, and there is no time to evacuate the students after stopping the bus, drivers should have the students assume the protective position, remaining in their seats, with their heads below window level.  The driver should exit the bus last, after checking to make sure all students have left the bus safely.

D. Evacuation.
Drivers should evacuate buses only when there is a danger of fire, collision or other potential hazard. Drivers should inform passengers that there is an emergency, and in very calm and precise terms, tell them exactly what they are to do. When safely possible, drivers will keep all evacuees a minimum of 100 feet from the bus. They should be loaded back onto the bus only when the driver has determined it is safe to do so.

E. Accident.
You must report any accident – major or minor – to the management as soon as it happens.  This will allow the bus garage to insure safe transportation.  Call management from the accident site, if it is at all possible, so we can address the situation appropriately.  Never leave the accident scene under any circumstances.  Assist the injured and fill out the accident report.


In case of an accident, the driver should immediately assess students for injuries and begin any emergency first aid procedures if necessary. The driver must also notify the school district and law enforcement of any school bus accidents immediately.

Upon providing emergency care and notifying the district, the driver shall:

1. In cooperation with police officer and/or ambulance service, assist with the care of students.
2. Do not move your vehicle, until advised by the police.
3. See that all injured students receive proper care.
4. Set out warning devices to prevent another accident.
5. Determine facts pertaining to the accident.
6. Call transportation/district staff to give a list of names and circumstances so they can begin calling parents.
7. Discuss the accident only with police and school district officials.
8. Record all students’ names and seat location.
9. Do not leave the scene of an accident until released by the driver’s supervisor.
10. Protect your vehicle from further damage or theft.
11. Provide the Police with: your name, address and driver’s license number.  The New Prague Area Schools, address and insurance papers that are posted inside your school vehicle.
12. Do not volunteer any other information to anyone but management.
Before leaving for the day, the driver shall fill out an accident report. All bus accidents resulting in death, personal injury, or apparent property damage of more than $4,400 will be reported to the Department of Public Safety. A school bus involved in such an accident may not transport pupils until it has been inspected by or has received a waiver from the State Patrol.

F. Cold Weather Stop.
If a driver is stuck or stalled in cold weather, the driver should call for assistance and wait for help. The driver should avoid relying on the engine to provide heat for the driver and passengers as long as possible. If it is necessary to run the engine to provide heat, the driver will make sure the exhaust pipe is clear of snow, open windows for ventilation, and check passengers frequently for headaches or drowsiness.

G. Dangerous Weapons.
If a driver observes or learns that a passenger may have a dangerous weapon on the bus, he or she should remain calm and call for assistance using a predetermined code. The driver should give the location of the bus to the dispatcher, continue the route and wait for assistance. The driver should not inform the passenger suspected of having the weapon that he or she knows of the weapon.

H. Lights.
In an emergency stop, the driver should turn on the four-way hazard warning lights, and running or clearance lights.


As a district policy, you must have your lights on before departing the bus garage, while driving any school vehicle with or without passengers.

I. Getting Assistance.
Use the two-way radio communications system to get assistance. Drivers should report the location and number of the bus, the nature of the problem, emergencies you witness and the status of the passengers (no personal conversations should take place on the radio). If the driver cannot use a radio to contact the dispatcher, ask a passerby or other motorist to do so from the nearest telephone. The driver should write out the number and location of the school bus, the nature of the emergency, and the status of the passengers.  The Transportation Department holds a Federal Communications (FCC) license and is subject to all FCC rules and regulations.

RADIO PROCEDURES

Always maintain proper radio procedures.  Keep messages short and to the point.  Anything you say is heard on the other buses and by people sharing our frequency.  Stay away from carrying on a personal conversation over the radio.  Remember, you are a professional driver.

EMERGENCY TRANSMISSIONS ON THE RADIO
The following should clarify when to use the following codes when calling for assistance during an emergency.

**** CODE RED:  Use only when a weapon or look-alike weapon has been spotted on your bus.  Stay right where you are, give base your bus number and exact location, and then offer no further communication to base regarding the incident (unless an ambulance is needed).  Transportation staff will immediately report to the scene and the police will be called.  Remain calm to minimize excitability.
**** CODE BLUE:  Use only when drugs/alcohol have been spotted on your bus.  Stay right where you are, give base your bus number and exact location, and then offer no further communication to base regarding the incident (unless an ambulance is needed).  Transportation staff will immediately report to the scene and the police will be called.  Remain calm to minimize excitability.

**** OTHER EMERGENCIES:  i.e., bus accident, medical emergency; call base and say, “This is an emergency.”  This will get base’s immediate attention.  All other buses should refrain from using the radio while there is an emergency going on.
ACCIDENT PROCEDURES

The school bus driver’s primary responsibility in accident situations is the safety and well being of the students being transported.  These are the actions a bus driver must take immediately following an accident.  Keep a clear, cool head, and do not panic.

Procedures following an accident:
A. Turn off ignition, and activate four-way hazard warning lights.  Leave key on ACC to have radio communication access.  (If you must evacuate, drop you hand unit for the radio out the driver’s window so it is hanging by the cord for use outside your bus.)

B. Check your passengers for physical injury.  Identify bus number and your exact location and call dispatch.  State to the dispatcher, “This is an emergency,” to insure that you will receive an immediate response from base.  If you cannot reach the office via two-way radio, call the Transportation Office at (952) 758-1480 and after hours call (507) 744-5203.
C. Keep your students in the bus unless there is obvious danger.  If a fire or traffic hazard is apparent, evacuate all passengers to a safe place immediately – at least 100 feet from the bus.
D. If another vehicle is involved, check to see if there are any injuries.
E. Properly place triangles to warn other traffic.
F. Information needed for calls into the Transportation Office to report an accident:
1. If there are students aboard, how many and what school are they from?  Do you have any non-public students?

2. Is an ambulance needed?
3. Can the bus be driven “as is”?
G. Get names and seating locations of all students on the bus at the time of the accident.  Use the student roster to facilitate this process.
H. Stay with you bus until the Transportation Department staff arrives.
I. It is important that you fill out an Accident report completely and accurately.
J. Do not admit liability or responsibility for the accident.  Answer questions asked of you by law enforcement officers, the school district’s insurance representatives or a school district supervisor only.  You are not required to answer questions from other persons.  Any phone calls or correspondence that you receive after an accident must be referred to the safety/training supervisor or director of transportation.
K. Report all accidents or incidents, especially if there is injury to any student or driver, no matter how slight the injury may seem.  Fill out the proper form and submit it to the Transportation Office.
L. Minnesota Traffic Regulation §169.09, Subd. 7, states, “The driver of a vehicle involved in an accident, resulting in injury to, or death of any person, or total property damage to an apparent extent of $1,000 or more, shall promptly forward a written report of accident to the Commissioner of Highways.”  
M. Post accident drug and alcohol testing of an employee will be conducted as soon as possible after an accident if the accident involves the loss of human life, if the employee receives a citation under state or local law for a moving traffic violation, or when deemed necessary.
PREVENTABLE ACCIDENTS
A preventable accident is any reportable accident in which the driver in question failed to exercise every possible precaution to prevent the accident.  Responsibility to prevent accidents goes beyond careful observance of traffic rules and regulations.  Drivers should drive in a manner to prevent accidents, regardless of the other person’s faulty driving or non-observance of traffic regulations.  Responsibility for automobile accidents is based on whether or not the accident was preventable and not on who was primarily responsible or at fault.
ACCIDENT SUSPENSION AND BUS DRIVER RETRAINING
1. Cited Accidents
a. In any accident in which driver of a district vehicle is cited by authorities, the driver shall receive an immediate three-day suspension without pay.  If the driver is not convicted, the lost pay will be reinstated.
b. A driver of a district vehicle must complete four hour behind-the-wheel driving hours with an instructor designated by the Transportation Director prior to reinstatement for route driving.
2. Second Cited Accident Within 36 Months
a. A driver of a district vehicle will automatically be terminated for a second citation and conviction by authorities.
3. Preventable Accidents
a. A preventable accident for the purposes of this regulation is one in which there is a total of $100 of more damage and the driver of a district vehicle failed to do everything reasonable to avoid the accident as stated by the eight rules for safe driving. (Appendix A, page 32)
b. For the first accident during a 12 month period a driver of a district vehicle will receive a one-day suspension without pay and must complete two (2) hours or retraining, determined by the Transportation Director prior to reinstatement for route driving.
c. For the second accident in a 12-month time period a driver of a district vehicle will receive a two-day suspension without pay. In addition the driver must complete eight (8) hours of behind-the-wheel training with an instructor designated by the Transportation Director. Additional training may be required by the Transportation Director.
4. Appeals Process
Employees who are concerned about a specific action may consult with the Transportation Director to informally resolve the concern.

If the concern cannot be resolved using the informal channel described above, the employee may appeal their concerns through the channel listed in the appeals process shown below.  (Employees are expected to appeal concerns in the order indicated by the arrows.)

Accident Appeals Process

Transportation Director

Operations Director

Superintendent

School Board

ALCOHOL AND DRUG TESTING GUIDELINES 
1. An employee in a job which requires a commercial driver’s license (considered a “safety-sensitive position” in federal law) will be required to take alcohol and drug tests on a random basis, for reasonable suspicion, post-accident or as part of return-to-duty and follow-up requirements.
2. Employees will be asked to read and sign certain consent and release forms, and are asked to comply with the following guidelines:
Show up promptly at the scheduled examination and/or testing time, and present picture identification.

Carefully read all forms signing them, and understand that their signature indicates understanding of the test and its potential results.
DRINKING AND DRUGS

It is illegal to operate any motor vehicle while under the influence of alcohol or mind altering drugs.  It is essentially important while driving the school bus to remember, “You are carrying the worlds precious cargo.”  Please be very careful.  Complete abstinence of 8 hours or more before each departure.  Federal Law mandates that random drug screening should be performed for any Licensed Commercial Driver.  Please refer to the New Prague Area Schools Drug and Alcohol Policy regularly to keep you informed on the current procedures and policies.  If you think that you might have a problem with any of these issues and need help, please come in and talk to the management, before it is too late.

FIRST AID KIT, BODILY FLUID KIT, FIRE EXTINGUISHER, AND WARNING TRIANGLES

All buses are equipped with the above mention items.  It is the responsibility of each driver to become familiar with the location of these items and their operation.  If any of these items are missing or are faulty, you must bring it to the attention of the Maintenance Department.  Training is available on these items.
EXPENDITURES FOR SCHOOL BUS SAFETY ACTIVITIES
A. A description of school district funds expended for school bus safety activities from student transportation reserved revenue is kept in the office of the superintendent and is available for review. As required by law, these expenditures will be annually reported to the Commissioner of Children, Families and Learning.

The school district’s expenditures for transportation safety are incorporated by reference into this policy.

CHAPERONES

Chaperones are responsible for:

1. Being on the bus at the departure time.
2. Checking the bus after each trip for students who may have fallen asleep en route to school or home.

3. Assuring the safety of students as they enter and leave the bus.  In most cases this can best be done by stationing yourself outside the bus at the side of the door.
4. Assisting the driver in loading and unloading wheelchair students via the lift, assisting students into car seats and booster seats.
5. Assisting all students in finding a seat quickly, buckling seatbelts when needed and remaining seated at all times.
6. Assuring the comfort and safety of all students while being transported.
7. Possessing a valid First Aid/CPR certificate.
CROSSING GUARDS
Crossing guards are responsible for:

1. Supervising and assisting students in crossing streets.
2. Using and maintaining provided safety equipment.
3. Establishing and maintaining good relations with all students.
REFERRAL FOR STUDENT MISBEHAVIOR IN DISTRICT VEHICLE GRADES PRESCHOOL-12

A. All serious student misbehavior must be documented in written form.
B. Keep in mind, this form will be sent to parents/guardians.  Please write clearly and concisely using correct spelling and grammar.
C. Be objective in describing the incident(s).
D. Be sure that you can back your referral statement with evidence.
E. Preschool through grade 12 are to be turned in to the transportation department.


See Student Discipline Policy on page 38.

BUS RETURN PROCEDURE

A. Regular Route

This policy is to regulate the number of buses that return to schools because of discipline issues.  When buses do return, certain procedures must be followed to ensure safety, parental concerns and student well being.

With regular bus routes, the following guidelines will be implemented.

1. Driver must implement District 721 discipline policy.
2. If drivers can identify disruptive students and/or handle the discipline issues within the bus discipline guidelines set forth, they must proceed with the route.
3. In exceptional situations where the safety of all parties are concerned, the driver must:

a. Radio base
b. Inform base of the nature of the problem and ask how it should be handled
c. Get approval from base to return to school
d. Base will contact the school
e. School administrator or designee will meet the bus
4. When a regular bus does return to the school, the administrator or designee will:
a. Attempt to rectify the situation
b. If the administrator is not able to rectify the problem immediately, they will identify the appropriate students and follow up the next day.  The bus will then proceed and complete the route.
c. When a bus returns to school and the administrator or designee cannot immediately determine responsibility and an unsafe bus situation does exist, the administrator will:
(1) Ask student(s) to leave the bus and take their names.
(2) Allow the students to contact parents.
(3) Supervise the students until all have been picked up.
(4) Follow up the next day with and determine consequences for the students involved.
(5) Determine if the consequences will be more severe than normal bus discipline guidelines.
Drivers are encouraged to finish their route.  Only in extreme emergencies should buses be brought back.

WAYS TO MAINTAIN STUDENT DISCIPLINE

Here are some ideas on maintaining discipline on the school bus.  Put them to practice and see the difference it makes.

1. Never give an order you do not mean to enforce.
2. The response of the child is in action.  Give your command to stimulate action, not to check it.  Say “do this” rather than “don’t do that”.  Suggest an action which can be successfully obeyed.
3. Give the child time to react.
4. Have a reason for what you want a child to do, and when possible, take time to give the reason.  Then they can see the point that you are putting across.
5. Be honest in what you say and do.
6. Be fair; it isn’t punishment but justice that makes a child rebel against you.
7. Be friendly and always show an interest in what they are doing.
8. Commend good qualities and action.
9. Try to be constructive, not repressive, in all dealings with children.
10. Remember that a sense of humor is extremely valuable.
11. Never strike a child.  It may seem to be the easiest way, but it only aggravates the problem.
12. Do not judge misconduct on how it annoys you.
13. Do not take your personal feelings and prejudices out on the children.
14. Maintain poise at all times.  Do not loose your temper.
15. Remember, “the tongue is the only keen-edge tool which grows sharper with constant use”.  Do not nag, bluff, or be officious.
16. Look for good qualities, all children have them.
17. Do not pick on every little thing a child does.  Sometimes it is wiser to overlook some things.
18. Bear in mind that misbehavior is seldom willful.  There is usually a case and it may be in yourself or some other influence outside the child.
19. Listen for suggestions and complaints from the children.
20. Follow up on all cases which been disciplined.  Be certain that you still have the respect and confidence of the child.
21. Be sincere in your work.
22. Set a good example yourself.

STOP ARM VIOLATIONS
A person should be reported for a stop arm violation if they pass or attempt to pass the school bus in a motor vehicle on the right hand, passenger door side of bus; or pass or attempt to pass the school bus in a motor vehicle when a school child is outside of, and on the street or highway used by the school bus or on the adjacent sidewalk (see Minnesota School Bus Drivers Handbook, page 11).

If you encounter a stop arm violation while on your route please follow these procedures.

1.  Get license plate number.

2.  Get vehicle description (color, make, model)

3.  Get description of the driver.

4.  Location where violation happen (give street names).

5.  Direction vehicle is going.

6.  Time of violation.

7.  Call the proceeding information into dispatch.

8.  Fill paper work upon your arrival to the bus garage.

If you recognize the individual or the outer markings of the violating vehicle, do not say it over the radio, just wait until you return to the bus garage and discuss it with the management.  The Stop Arm Report will have a space for that type of information.
VEHICLE MAINTENANCE STANDARDS

A. All school vehicles shall be maintained in safe operating conditions through a systematic preventive maintenance and inspection program adopted or approved by the school district.
B. All school vehicles shall be inspected in accordance with legal requirements.


In the past, New Prague Schools has received excellent marking during the State of Minnesota Annual Inspection.

C. Daily pre-trip inspections shall be required and prompt reports submitted of defects to be immediately corrected.  If you notice any problems on your bus or some adjustments need to be made, please bring it to the attention of the maintenance department.  If you need some work done or something checked on your bus, please write it down on the service sheet.
CARE OF BUSES

Each driver shall be responsible for the care and cleanliness of each bus (including spare buses) to which he or she may be assigned.  The responsibility of each driver shall be as follows:
A. Exterior
1. Drivers shall be certain that the following fixtures and accessories are clean before departing the bus yard:
a. All exterior lights (except clearance lights and strobe)
b. Stop arms
c. Rear windows
d. Windshields
e. Driver’s window
f. Passenger door glass
g. “School Bus” lettering
h. “Emergency Exit” lettering
B. Interior
1. The interior of every bus (including driver’s area) shall be swept at the completion of the driver’s use of the bus that day.  Interior windows should be cleaned as needed.
2. If there is a need to place a window sign (if you are in a spare bus or doing a shuttle or activity, etc.) in the bus, use only the second window on the passenger side and use only scotch tape.
C. Fuel, Oil and Coolant
1. No bus shall be parked after a run if it has less than one-half tank of fuel.
2. Drivers shall not leave the bus unattended while fueling. Buses should be shut off when fueling.
3. No bus shall be operated if the level on the dipstick is below the “add” mark.
4. No bus shall be operated if the radiator coolant level is below the “add” mark on the overflow bottle.
D. Mechanical
If there are any defects discovered during the pre-trip, notify the shop before leaving the yard.

1. If your bus needs repair, fill out a repair order no matter how minor the problem.
E. Cleanliness

Any bus is subject to inspection at any time by a proper representative of the Transportation Department.  If any bus fails to pass inspection, the driver will be issued a warning letter.

CHECK GAUGES

Check all gauges soon after the initial start, before you leave the bus garage, while on your route, and upon your arrival back to the bus garage.  It is extremely important to monitor the gauges periodically for normal function.  If you notice any changes on the gauge(s) while at the garage, notify maintenance immediately.  If you are on your route, radio in the sudden change so you can be advised on what to do and what procedures to follow.  Let’s keep a good eye on those gauges!  The mechanics will appreciate that greatly.
FUEL ECONOMIZING AND BRAKING

Good common sense, familiarity of equipment, and foresight are very important factors to good fuel consumption.  Always accelerate from stops easily.  When stopping, apply brakes in plenty of time to insure a smooth and safe stop.  Plan ahead before you stop.

WARMING UP THE BUS

Please allow the bus to properly warm up before each departure.  During the winter months allow the bus to warm up at least ten minutes before your departure.  On some winter days the bus will take longer to start.  Be prepared and be here with plenty in time.  If for some reason you cannot start the bus, call the maintenance department for assistance immediately.  DO NOT use ETHER on the engine, the mechanics will determine the proper procedure for starting the school bus.

SEVERE WEATHER

Severe weather is to be expected during the winter months.  Although driving may at times be difficult, when caution is exercised, the roads are normally passable.  Here are some tips that might help you answer some of your questions.


If severe weather is to be expected during a particular day during the winter months, listen to the radio or TV for further details.  WCCO, KARE 11, 830 AM, KCHK 95.5 FM and 1350 AM, are the TV channels and radio stations that will be used.  We will call you, the bus driver, as soon as a decision is made at the District level.  This is one of the reasons of why you should update us with your current telephone number and address.



If there is a two hour late start, you will be here two hours later than normal.  For example:  If you leave the shop at 6:15 A.M., then with the new time, it would move you up two hours, which will require for you to leave at 8:45 A.M. instead.

EVACUATION DRILLS
Evacuation drill theory will be instructed in each classroom in the New Prague Area School Districts in conjunction with other aspects of safety.  This class will consist of: Transportation by school bus is a privilege and not a right; the district policies for student conduct and school bus safety; appropriate conduct while on the bus; procedures for safely boarding and leaving a school by; procedures for safe vehicle lane crossing; school bus evacuation and other emergency procedures.
Kindergarten students will be instructed prior to the first day of school.  Grades 1st through 10th will be instructed as per each school’s schedule.  By mid-November the entire New Prague School District shall have been instructed on the above-mentioned procedures.  Students practicing these procedures, may one day save their lives.  Let’s help them by reinforcing the safety procedures.

CHARTER SELECTION

The following rules apply but are subject to change in the future upon notice to the drivers’ union and approval by the director of support services.
A.  All bus drivers hired by District 721 are eligible for charters.

B. When awarding a charter, charters are awarded first to regular driver and then to substitute driver.

C. All charters will be included on the charter board and will include 15 minutes prior to pick up for fueling, pre-trip and travel time to the pick up point and 15 minutes at the end for post trip.

D. Make arrangements for a weekend charter (fueling, parking, maps, etc.) on the last working day prior to your charter.

E. Drivers awarded a charter shall receive a map and other information about the charter when needed.  Driver shall record accurate time, mileage and other information on the extra curricular form (see page 14) and turn it in to the office as soon as possible.

F. Transportation office has the option to use a private contractor for any charters not signed for on awarding day.

G. When released by the group leader you should not travel further than three (3) miles from drop off point and be sure the group leader knows how to reach you.

BEFORE LEAVING ON A CHARTER

A. Pick up map if needed.
1. Review map immediately for possible questions.
2. Check for parking area at destination site.

3. Check for door/gate pick-up point.
4. Check to see if expense monies are needed (i.e., parking, fuel, etc.).
B. Long Trip or Overnight Charters
Be sure to have:

1. Any maps needed
2. Money for fuel and expenses – be sure to mark fuel card.
3. Emergency phone numbers
4. Know oil type needed or have supply along.
5. Tire iron for tire check
C. Convoy Information
1. Lead bus responsibility
a. Whenever possible, all buses should have two-way radios at least on lead and last bus.

b. Watch for all buses in convoy; all buses should pull over and wait for any buses behind.  All buses should stay in the convoy.
2. Driver information
a. Driver should hold an informal drivers’ meeting at pick-up point to plan details of trip, i.e., route, lead bus, rest stops (if applicable), parking locations and costs.  All drivers should attend.
b. Follow “Before Leaving on Charter” (Section B above) for procedures for before leaving.

c. Fill out extra curricular form as soon as charter is complete; be sure to sign in ink.                    
DISCIPLINARY ACTION
When disciplinary action is necessary, the Transportation Employee Warning Record form shall be used.  (See form, page 34)

EMPLOYEE ABSENCES

District 721 employs a large number of employees (teachers, clerks, drivers, chaperones, etc.) who work only during the school year.  In general, we expect these employees to be available to work during the school year and to plan vacations and other leaves accordingly.
In the past, we have always tried to accommodate employee requests for time off.  Unfortunately the quality and consistency of our service has often suffered as a result.  To improve on this situation, we would like to reiterate the following points.

A.
We expect regular and prompt attendance on the job unless illness or other compelling reasons make an absence absolutely necessary.

B. If you are unable to perform your assigned job, we expect you to give notice of your absence as soon as possible.
C. Vacations and other commitments should be scheduled when school is not in session.
Although we are under no obligation to grant requests for leaves of absence, the Transportation Department will continue to consider such request.  Employees should request leaves as much in advance as possible and should not expect “automatic” approval of their request.  We strongly advise you to wait until you receive approval before you make any commitments (such as non-refundable payments towards airline tickets or hotel reservations.)  We intend to use the following general guidelines when considering requests for leaves of absence:
A. We may approve one unpaid leave up to 5 days for any one employee during a school year.
B. We will not approve leaves for more than one driver and one chaperone on any given day.
C. If we receive more requests for time off on a given day than we can approve, we will give consideration to each request on a first-come first-approved basis or lottery if received on the same day.
D. We will only accept requests up to one year from the date requested.
E. If the threat or presence of severe weather, icy road conditions or other emergency situations requires us to change the school schedule, the district will contact (and you are asked to tune to):

WCCO-AM (Radio 830) and KSTP-TV (Channel 5 TV)

School closing information is also available on the District 721 Information Line:  (952) 758-1780
ABSENT

Attendance and punctuality are important factors for your success within our school district.  We work as a team, and this requires that each person be in the right place at the right time.  In the event of any sudden illness or injury where you will be unable to drive, please contact the garage the night before or as soon as possible.

If you are absent for three days without notifying the transportation director, it is assumed that you have voluntarily abandoned your position with the district and you will be removed from the payroll.
Below are the numbers in which you can contact :

Main Bus Garage
952-758-1480

Mechanics

952-758-1481

Director

952-758-1482

HEALTH

It is very important that you update, with the management, your health record periodically.  Notify the office of any major health problems so that we can be prepared for your temporary or long-term departure from your route, due to illness or otherwise.  Also, update us during your leave about your health status.  This will prepare us for your return to work.
ILL OVER THE ROAD

If you are on your route or an extra-curricular activity route, and you start feeling ill, pull over to the nearest safe location and immobilize the bus.  Radio in for help or send two passengers over the age of ten years of age to get help.  Advise them to give the information to the nearest help and come back to the bus as soon as possible.  For no reason should they enter anyone’s home.  Remember that their lives are your responsibility.

LOUNGE AND ITS HOUSEKEEPING

We encourage everyone to use the lounge at your convenience.  The bus garage is equipped with a coffee maker, microwave oven and other standard supplies.  We would like to encourage everyone that uses the lounge to cleanup after themselves.  Take pride in keeping the lounge nice and neat.

MEETINGS

It is very important that everyone attends the meetings that we hold here at New Prague Area Schools.  This is the perfect time for everyone to receive the information we need to share with you.  Any meeting that is called on by the management will be posted with sufficient time so that everyone can make arrangements to attend.

OPEN DOOR POLICY

We encourage everyone to feel at home and let us know of anything you wish to discuss with the management and let it be private and confidential.  This open door policy is available to anyone, at anytime, for any need.  Please use it.

ORIENTATION

Every new employee will receive a full orientation of the premises and about the district’s expectations.  Every new employee will go through a complete training course that has been designed by the training department.  If you see a new face walking around, greet them and make them feel at home.

PARKING

Employees should park at all designated areas.  We should make every effort possible not to block the entrances to the bus stalls.  Double parking is not permissible.

PERSONAL PROPERTY
New Prague Area Schools will not be held responsible for any articles which are loss or stolen, from your own personal vehicle or personal items left on the bus that pertain to any employee.  Please do not leave any valuables in the bus.

PERSONAL PHONE CALLS

It is important to leave our phone lines free for district use.  Although on occasion an emergency may happen and the use of the telephone is necessary.  Please use the telephone in the lounge whenever possible and keep personal phone calls to a minimum.

SHOP TIME

We encourage you to be here at least 10 minutes before departing on your route.  This is extremely important during the winter months so that we can update you on the conditions or closings of any roads.  Special instructions will be given to you at that time about any changes to your route.  The wipe board will also have the instructions posted, please check it daily.  This time will also allow you to warm the bus and do your Pre-Trip Inspection before your departure.

STANDARD OF DRESS
It is highly recommended that each driver dresses respectfully and neat.  Attention to personal hygiene is very important matter since you are representing New Prague Area Schools on a daily basis. 
SUGGESTIONS AND IDEAS  

We encourage everyone to come to us and share any ideas or suggestions you might have on this manual or other issues.  We are always open to suggestions and ideas.
Appendix A
EIGHT RULES FOR SAFE DRIVING

1. Check for cars twice before pulling into an intersection at a stop sign.

2. Look behind you before backing out of a parking place.

3. Watch for cars rushing through intersection at the end of a red light.

4. Look both left and right when making a right-hand turn.

5. Watch for vehicles that are pulling trailers-if you are at an intersection watching an oncoming vehicle so you can cross, make sure you check to see if the oncoming vehicle has a trailer.
6. When switching lanes on a highway, always turn your head and physically check for a clear lane, don’t just rely on your rear-view mirror.
7. Be very careful when you are close to trucks, especially when passing on the right hand side, it is very likely that the driver cannot see you. If you cannot see the truck’s mirrors, the truck driver cannot see you.
8. Watch for children – If you are in a neighborhood with cars parked along the street, watch carefully for children, dogs, cats, etc.
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BUS DRIVER’S CLAIM FOR PAYMENT

EXTRA-CURRICULAR TRIPS

BUS DRIVER’S NAME: 









DATE: 








NAME OF GROUP TRANSPORTED: 






ADVISOR OF GROUP: 








DESTINATION OF THE GROUP: 






DEPARTURE TIME: 






RETURN TIME: 






DATE OF TRIP: 






BUS NUMBER: 







MILEAGE: READING AT END: 








READING AT START: 








TOTAL MILES: 











EXTRA SALARY $ 









CODE NO. 







NEW PRAGUE SCHOOLS, DISTRICT #721

TRANSPORTATION EMPLOYEE WARNING RECORD

EMPLOYEE NAME:  __________________________________
DATE OF VIOLATION:  ______

NATURE OF VIOLATION

__________________
DID NOT COME TO WORK     /     _________________ LEFT VEHICLE DIRTY

__________________
CAME TO WORK LATE           /      _________________ CALLED IN LATE

__________________ 
DID NOT CLOSE WINDOWS /      __________________OTHER

__________________
PARKED BUS IN AN UNAUTHORIZED AREA

__________________
DID NOT PICK-UP STUDENTS ON TIME

__________________
DID NOT PRE-TRIP BUS BEFORE RUN

__________________
RAN OUT OF FUEL/PARKED WITH LESS THAN ½ TANK

SPECIFIC DETAILS:  ___________________________________________________________________________

ACTION TO BE TAKEN

________________
VERBAL WARNING            / 
BY WHOM:  ____________________________

________________ 
WRITTEN WARNING         /
DATE:  ________________________________

________________
SUSPENSION                       /
START  _______________
END  __________

________________ 
TERMINATION

COMMENTS:___________________________________________________________________________________

I HAVE READ AND UNDERSTAND THIS WARNING

EMPLOYEE COMMENTS:  ______________________________________________________________________

EMPLOYEE SIGNATURE:  ____________________________________ 
DATE:  ______________

SUPERVISOR SIGNATURE:  __________________________________ 
DATE:  ______________
STUDENT DISCIPLINE POLICY

A. Suspension of Riding Privileges

Principal or designee or the Transportation Director or designee shall have the authority to suspend students from riding the bus for violation of the following rules.  A suspension shall be effective immediately upon the Principal or designee, or the Transportation Director or designee informing the student and parents of minors of the suspension, the length of time of the suspension and the reason for it.  The transportation department will be informed of the suspension.  The student and parent of minors shall have the right, and be informed of the right, to meet with the Principal or designee, the Transportation Director or designee, as soon as is convenient to discuss the problem or challenge the allegations of misconduct.  The Principal or designee, or the Transportation Director or designee may terminate the suspension at any time.  The suspension may be terminated after the Principal or designee, Transportation Director or designee, parents and student have met and the student has agreed in writing that there will be no recurrence of the behavior in question.  Where the period of suspension is to exceed ten (10) day, the student and parents of minors shall have the right, and be informed of the right, to appeal the decision of the Principal or designee, Transportation Director or designee to suspend and to have an informal hearing before the Superintendent or the School Board.  Such appeal hearings must be requested in writing by the student or parent to the principal or Transportation Director within five (5) days of being informed of the suspension, and such hearings shall be held as soon as is convenient; a suspension shall remain in effect pending such appeal hearing.
B. Consequences 

Consequences for school bus/bus stop misconduct will apply to all regular and late routes.  Decisions regarding a student’s ability to ride the bus in connection with extra curricular events (for example, field trips or competitions) will be in the sole discretion of the School District.  Parents or guardians will be notified of any suspension of bus privileges.

1.  
Major and Minor Offenses

The following types of student behavior are prohibited on school buses and are considered minor offenses, and shall result in a written warning on a Bus Conduct Report to parents.  Repeated violations shall result in suspension of riding privileges.

a. Standing up while the bus is in motion.

b.  Switching seats while the bus is in motion.

c.  Walking about the bus.

d.  Opening windows without authorization of the driver.

e.  Throwing objects about the bus (not in the direction of the driver or the driver area of the bus).

f.  Throwing items out the windows.

g. Any other inappropriate behavior that is not considered cause for  immediate suspension.

The following types of student behavior are prohibited on school buses, are considered major offenses, and may or shall result in immediate suspension of riding privileges through the issuance of written notification on a Bus Conduct Report to parents.

a.  Throwing objects at the driver or in the front of the bus so as to distract the driver.

b.  Treating the driver with disrespect or defying the driver.

c.  Swearing or using obscene language while on the bus.

d.  Smoking on the bus.

e.  Intimidating, threatening or fighting with other students.

f.  Vandalizing bus property or property of other students.

g.  Possession of or drinking alcoholic beverages and/or possession or use of drugs on the school bus.

h.  Opening or tampering with the emergency exit door on the bus.

i.  Any other inappropriate behavior that seriously affects the safety of the students and the driver.

j.  Possession of inappropriate and/or harmful objects on the bus.

A principal or their designee has the discretion to revise an individual Bus Conduct Report, to give lesser punishment, to increase the school bus suspension and/or to include suspension, after reviewing each student’s Bus Conduct Report.

2. Suspension of Bus Transportation Privileges
A. Elementary (K-5)
1st offense
warning

2nd offense
1-3 school day suspension from riding the bus

3rd offense
3-5 school day suspension from riding the bus

4th offense
5-10 school day suspension from riding the bus/meeting with parents.

Further offense -individually considered 

Students may be suspended for longer period of time, including the remainder of the school year.

NOTE: When a student (K-5) goes 60 calendar days without a report, the student’s consequences may start over at the first offense.

 B.  Secondary (6-12)

1st offense
warning

2nd offense
3-5 school day suspension from riding the bus.

3rd offense
5-10 school day suspension from riding the bus.

4th offense
20 day suspension from riding the bus/meeting with parents.

5th offense
suspended from riding the bus for the remainder of the school year.
Request for Transportation Changes

In an effort to provide all students with quality transportation, all     requests for changes in transportation must be submitted in writing to the    transportation department.  Changes will take effect five (5) working day after the transportation department receives the request.  Parents will be notified by telephone of the student’s new bus or van number, pick up, drop off times and locations.  Parents will be responsible to transport their student(s) until the request has been processed.


Changes include, but are not exclusive to the following:


Change of daycare provider;

Moved to new address;

Change in student’s activities requiring either no pickup or drop off to riding either to or from school or both.

Toys on Bus Policy

A. Students will not be allowed to have toys on the New Prague Area School buses.

B. Radios, walkman, CD players will be allowed as long as the student uses headphones and does not share with other students.

C. New Prague Areas schools are not responsible for lost, stolen or broken articles.

 Intermittent Riders

In the event where a student of New Prague Area Schools does not ride their regular bus route for a period of five (5) consecutive schools days for any reason other than illness or other emergencies, or when the transportation department has not otherwise been notified, the student will be removed from the route.  Students may be reinstated back into the route if written notice is received by the Transportation Director from the parents or guardian.  Placing the student back into the route may take up to five (5) business days.

Cell Phones

The State of Minnesota has passed a law banning the use of cell phones, including all hands free devices, while operating a school bus/van.

Radio Stations

The following radio stations are not allowed to be on any district vehicle at anytime: KQRS, K102, or KDWB or any other radio stations that might contain adult subjects on their morning shows.  The subject matter of these programs is not appropriate for any of the school age children that we transport.  Failure to comply with this policy could or will result in disciplinary action.

Idling of Vehicles

No district vehicle should be left idling for more than five (5) minutes at anytime.  The only exception is if otherwise instructed to do so from the head mechanic.

Unattended Vehicles 

No district vehicle should be left unattended when students are present.  Should the driver need to leave the vehicle, they are required to shut off the engine, set the parking brake and remove the keys.   This procedure should be followed whether students are present or not.  At no time should a vehicle be left unattended and idling when students are on board.
First Reading of Parent Handbook

TRANSPORTATION DEPARTMENT

PARENT’S HANDBOOK
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PLAN FOR STUDENT TRANSPORTATION SAFETY TRAINING

A. School Bus Safety Week.

The third week of school is designated as school bus safety week.

B. Student Training.

1. The school district shall provide students enrolled in grades kindergarten though 10 with age-appropriate school bus safety training. The training shall be results oriented and shall consist of both classroom instruction and practical training using a school bus. Upon completing the training, a student shall be able to demonstrate knowledge and understanding of at least the following competencies and concepts:

a. transportation by school bus is a privilege, not a right;

b. district policies for student conduct and school bus safety;

c. appropriate conduct while on the bus;

d. the danger zones surrounding a school bus;

e. procedures for safely boarding and leaving a school bus;

f. procedures for safe vehicle lane crossing;

g. school bus evacuation and other emergency procedures; and

h. appropriate training on the use of lap belts or lap and shoulder belts, if the school district uses buses equipped with lap belts or lap and shoulder belts.

2. All students in grades K-3 who are transported by school bus and are enrolled during the first or second week of school must demonstrate achievement of the school bus safety training competencies by the end of the third week of school. Students in grades 4-10 must demonstrate achievement of these competencies by the end of the sixth week of school.



Students in grades K-10 who enroll in a school after the second week of school and are transported by school bus shall undergo school bus safety training and demonstrate achievement of the school bus safety competencies within four weeks of the first day of attendance. The school district may deny transportation to a student who fails to demonstrate the competencies, unless the student is unable to achieve the competencies due to a disability. Further, the school district may deny transportation to a student who attends a nonpublic school that fails to provide appropriate student training.

3. The school district will make reasonable accommodations in training for students known to speak English as a second language and students with disabilities.

4. The district will, to the extent possible, provide kindergarten students with school bus safety training before the first day of school.

5. The school district’s curriculum for transportation is maintained and available for review in the office of the superintendent.
6. Nonpublic school students transported by the school district will receive school bus safety training in their nonpublic school. The nonpublic school must certify to the school district’s school transportation director that all students have received the appropriate training.

CONDUCT ON SCHOOL BUSES AND CONSEQUENCES FOR MISBEHAVIOR

A. Riding the school bus is a privilege, not a right. Students are expected to follow the same behavioral standards while riding school buses as are expected on school property or at school activities, functions or events. All school rules are in effect while a student is riding the bus or is at the bus stop.
B. Consequences for school bus/bus stop misconduct will be imposed by the building principal or the principal’s designee. In addition, all school bus/bus stop misconduct will be reported to the district’s Transportation Director. Serious misconduct may be reported to local law enforcement.
1. School Bus and Bus Stop Rules The school district school bus safety rules are to be posted on every bus. If these rules are broken, the school district’s discipline procedures are to be followed. Consequences are progressive and may include suspension of bus privileges. It is the school bus driver’s responsibility to report unacceptable behavior to the school district’s Transportation Office/School Office.
2. Rules at the Bus Stop
a.  Get to your bus stop five minutes before your scheduled pick up time.  The school bus driver will not wait for late students.

b. Respect the property of others while waiting at your bus stop.

c. Keep your arms, legs and belongings to yourself.

d. Use appropriate language.

e. Stay away from the street, road or highway when waiting for the bus. Wait until the bus stops before approaching the bus.

f. After getting off the bus, move away from the bus.

g. If you must cross the street, always cross in front of the bus where the driver can see you. Wait for the driver to signal to you before crossing the street.

h. No fighting, harassment, intimidation or horseplay.
i.  No use of alcohol, tobacco or drugs.
3. Rules on the Bus
a. Immediately follow the directions of the driver.

b. Sit in your seat facing forward.

c. Talk quietly and use appropriate language.

d. Keep all parts of your body inside the bus.

e. Keep your arms, legs and belongings to yourself.

f. No fighting, harassment, intimidation or horseplay.

g. Do not throw any object.

h. No eating, drinking or use of tobacco or drugs.

i. Do not bring any weapon or dangerous objects on the school bus.

j. Do not damage the school bus.
4. Bullying

Bullying will not tolerated on the bus.  Please refer to New Prague Area Schools Policy 514, Bullying Prohibition Policy.

5. Consequences
a. Suspension of Riding Privileges

Principal or designee or the Transportation Director or designee shall have the authority to suspend students from riding the bus for violation of the following rules.  A suspension shall be effective immediately upon the Principal or designee, or the Transportation Director or designee informing the student and parents of minors of the suspension, the length of time of the suspension and the reason for it.  The transportation department will be informed of the suspension.  The student and parent of minors shall have the right, and be informed of the right, to meet with the Principal or designee, the Transportation Director or designee, as soon as is convenient to discuss the problem or challenge the allegations of misconduct.  The Principal or designee, or the Transportation Director or designee may terminate the suspension at any time.  The suspension may be terminated after the Principal or designee, Transportation Director or designee, parents and student have met and the student has agreed in writing that there will be no recurrence of the behavior in question.  Where the period of suspension is to exceed ten (10) day, the student and parents of minors shall have the right, and be informed of the right, to appeal the decision of the Principal or designee, Transportation Director or designee to suspend and to have an informal hearing before the Superintendent or the School Board.  Such appeal hearings must be requested in writing by the student or parent to the principal or Transportation Director within five (5) days of being informed of the suspension, and such hearings shall be held as soon as is convenient; a suspension shall remain in effect pending such appeal hearing.
b.   Consequences for school bus/bus stop misconduct will apply to all regular and late routes.  Decisions regarding a student’s ability to ride the bus in connection with extra curricular events (for example, field trips or competitions) will be in the sole discretion of the School District.  Parents or guardians will be notified of any suspension of bus privileges.

1. Major and Minor Offenses
The following types of student behavior are prohibited on school buses and are considered minor offenses, and shall result in a written warning on a Bus Conduct Report to parents.  Repeated violations shall result in suspension of riding privileges.

a. Standing up while the bus is in motion.
b. Switching seats while the bus is in motion.

c. Walking about the bus.

d. Opening windows without authorization of the driver.

e. Throwing objects about the bus (not in the direction of the driver or the driver area of the bus).

f. Throwing items out the windows.
g. Any other inappropriate behavior that is not considered cause for immediate suspension.
The following types of student behavior are prohibited on school buses, are considered major offenses, and may or shall result in immediate suspension of riding privileges through the issuance of written notification on a Bus Conduct Report to parents.

1. Throwing objects at the driver or in the front of the bus so as to distract the driver.

2. Treating the driver with disrespect or defying the driver.

3. Swearing or using obscene language while on the bus.

4. Smoking on the bus.
5. Intimidating, threatening or fighting with other students.
6. Vandalizing bus property or property of other students.
7. Possession of or drinking alcoholic beverages and/or possession or use of drugs on the school bus.
8. Opening or tampering with the emergency exit door on the bus.
9. Any other inappropriate behavior that seriously affects the safety of the students and the driver.
10. Possession of inappropriate and/or harmful objects on the bus.
A principal or their designee has the discretion to revise an individual Bus Conduct Report, to give lesser punishment, to increase the school bus suspension and/or to include suspension, after reviewing each student’s Bus Conduct Report.

2.  Suspension of Bus Transportation Privileges
Elementary (K-5)
1st offense
warning

2nd offense
1-3 school day suspension from riding the bus

3rd offense
3-5 school day suspension from riding the bus

4th offense
5-10 school day suspension from riding the bus/meeting with parents.

Further offense -
individually considered 

Students may be suspended for longer period of time, including the remainder of the school year.

NOTE: When a student (K-5) goes 60 calendar days without a report, the student’s consequences may start over at the first offense.

Secondary (6-12)
1st offense
warning

2nd offense
3-5 school day suspension from riding the bus.

3rd offense
5-10 school day suspension from riding the bus.

4th offense
20 day suspension from riding the bus/meeting with parents.

5th offense
suspended from riding the bus for the remainder of the school year.

PARENT AND GUARDIAN INVOLVEMENT

A.  Parent/Guardian Responsibilities for Transportation Safety:

1. 
Become familiar with school district rules and policies, regulations and principles of school bus safety.

 2.
Assist students in understanding safety rules and encourage them to abide by them.

3.   Recognize their responsibilities for the actions of their students.

4.
Support safe riding practices and reasonable discipline efforts.
5.   Communicate safety concerns to school administrators.
6. Monitor bus stops, if possible.
7. Request for Transportation Changes
In an effort to provide all students with quality transportation, all     requests for changes in transportation must be submitted in writing to the    transportation department.  Changes will take effect five (5) working day after the transportation department receives the request.  Parents will be notified by telephone of the student’s new bus or van number, pick up, drop off times and locations.  Parents will be responsible to transport their student(s) until the request has been processed.


Bus service is established on a five-day-a-week basis.  Students may be picked up daily at the established bus stop closest to their daycare or home address.  Student may be returned to the established bus stop closest to their daycare or home address.  Whichever pickup and/or return address is chosen, it must be used each day the student is transported.

Changes include, but are not exclusive to, the following:


Change of daycare provider;


Moved to a new address;

Change in student’s activities requiring either no pick up or drop off to riding either to or from school or both.

B. Parent and Guardian Notification:

A copy of the school district school bus and bus stop rules will be provided to each family at the beginning of the school year or when a child enrolls, if this occurs during the school year. Parents and guardians are asked to review the rules with their students.

C.  Toys on Bus 

1.
Students will not be allowed to have toys on the New Prague Area School buses.

2.
Radios, walkman, CD players, IPods will be allowed as long as the student uses headphones and does not share with other students.

3.
New Prague Area Schools are not responsible for lost, stolen or broken articles.
D. Intermittent Riders

In the event where a student of New Prague Area Schools does not ride their regular bus route for a period of five (5) consecutive schools days for any reason other than illness or other emergencies, or when the transportation department has not otherwise been notified, the student will be removed from the route.  Students may be reinstated back into the route if written notice is received by the Transportation Director from the parents or guardian.  Placing the student back into the route may take up to five (5) business days.
· Second Reading and approval of Policies:

· 825  Construction Management
Policy 825

CONSTRUCTION MANAGEMENT POLICY

I. PURPOSE

The purpose of this policy is to define levels of authority to make decisions about contract changes applicable to an ongoing construction project.

II. GENERAL STATEMENT OF POLICY

To allow the school district the opportunity to review construction plans and adjust them as needed to insure timeliness, quality, and value.

III. PROCEDURE 

A. The following schedule will be used in the event of a contract change that is a result of an unforeseen condition:

1. Contract changes less than $50,000 shall be the responsibility of the superintendent or his/her designee.  The responsible party may bring the decision to the next level of authority as deemed necessary.

2. Contract changes for more than $50,000 but less than $l00,000 shall be the exclusive responsibility of the superintendent.  The responsible party may bring the decision to the next level of authority as deemed necessary.

3. Contract changes for more than $100,000 but less than $250,000 shall be the responsibility of the Review and Evaluation standing committee of the school board.  The responsible party may bring the decision to the next level of authority as deemed necessary.

4. Contract changes for more than $250,000 shall be the exclusive responsibility of the school board.

B.  All value added contract changes shall be the exclusive responsibility of the school board.

Adopted:  October 13, 2005

Revised:   December 9, 2008

· 907  Rewards

  Policy 907 
REWARDS
[Note:  A school board must formally adopt a policy authorizing rewards for information leading to the conviction of the person committing or conspiring to commit the specified crimes before a reward may be offered.]

I.
PURPOSE
The purpose of this policy is to authorize the administration to offer rewards to persons who provide accurate and reliable information leading to the conviction of a person who has committed or conspired to commit a crime against students or school employees, volunteers, or school board members as a result of their affiliation with the school district, or against school district property.

II.
GENERAL STATEMENT OF POLICY
The school board believes that, in certain circumstances, the offering of a reward may lead to the receipt of information that would solve or prevent a crime against students, school employees, volunteers, school board members, or school district property.  The administration also believes that the fact that the school board may offer a reward may have a deterrent effect on the commission of such crimes.

III.
APPROVAL OF OFFERING OF REWARDS
The administration shall approve the offering of any rewards by the school district.  The approval shall specify the amount of the reward and the crime to which it is applicable.  The approval may relate to a specific incident or to a continuing category of crime, i.e., assault of a teacher, damage to school property, etc.

IV.
ESTABLISHMENT OF PROCEDURES
The superintendent shall develop directives and procedures to address the timing and method of payment of any reward earned by an information provider. The information provided must have led to the internal disciplinary action or conviction of the person who committed or conspired to commit the crime for which the reward was offered.

Legal References:
Minn. Stat. § 123B.02, Subd. 22 (Reward)

Cross References:


Adopted: 12/9/08

· 908  Senior Citizen Passes
Policy 908

SENIOR CITIZEN’S PASSES

I. PURPOSE

The purpose of this policy is to provide guidelines for admission of Senior Citizens to Independent School District 721 school events.

II. GENERAL STATEMENT OF POLICY

The Board believes that having senior citizens 65 years old and older attending school activities and events, which are a vital aspect of District 721's educational program, serves as a valuable communications avenue.  An avenue that enhances a better understanding of school programs with a segment of the District's population that may not have a natural disposition to attend school events and activities.

III. GUIDELINES

A. All Senior Citizens (65 years and older) are invited to attend events and activities as guest of District 721 at no cost, with some exceptions.

B. This policy does not cover the following areas and Senior Citizens will be required to pay admission or fees for the following:

1. Post season athletic events required by the Minnesota State High School League

2. Music festivals or events sponsored by the Minnesota State High School League or Missota Conference

3. All activities such as the All School Musical or Spring play where royalties must be paid in order to use copyrighted material in putting on the production

4. Community Education classes and services, and

5. Non-School District sponsored and "Independent" organizations sponsored events.

Approved:    02/29/91

Reviewed:    04/28/97

Revised:       05/22/00

Reviewed:    06/07/04

Reviewed:    12/09/08

· 903  Visitors to School Buildings and Sites 
Policy 903

VISITORS TO SCHOOL DISTRICT BUILDINGS AND SITES
I.
PURPOSE
The purpose of this policy is to inform the school community and the general public of the position of the school board on visitors to school buildings and other school property.

II.
GENERAL STATEMENT OF POLICY
A.
The school board encourages interest on the part of parents and community members in school programs and student activities.  The school board welcomes visits to school buildings and school property by parents and community members provided the visits are consistent with the health, education and safety of students and employees and are conducted within the procedures and requirements established by the school district.

B.
The school board reaffirms its position on the importance of maintaining a school environment that is safe for students and employees and free of activity that may be disruptive to the student learning process or to the employee working environment.

III.
RESPONSIBILITY
A.
The school district administration shall present recommended visitor procedures and requirements to the school board for review and approval.  The procedures should reflect input from employees, students and advisory groups, and shall be communicated to the school community and the general public.  Upon approval by the school board, such procedures and requirements shall be listed in the school building handbooks. 


B.
It shall be the responsibility of the superintendent to provide coordination that may be needed throughout the process and provide for periodic school board review and approval of the procedures.

C. It shall be the responsibility of all school employees to question and report immediately any unknown visitors in the school building to the building principal.

IV.
VISITOR LIMITATIONS
A. An individual, or group, may be denied permission to visit a school, or school property, or such permission may be revoked if the visitor(s) does not comply with the school district procedures and regulations. or if the visit is not in the best interest of students, employees, or the school district.

B.
An individual or group who enters school property without complying with the procedures and requirements may be guilty of criminal trespass and thus subject to criminal penalty.  Such persons may be detained by the school principal or a person designated by the school principal in a reasonable manner for a reasonable period of time pending the arrival of a police officer.

C.
Visitors are authorized to park vehicles on school property at times and in locations specified in the approved visitor procedures and requirements which are an addendum to this policy or as otherwise specifically authorized by school officials.  When unauthorized vehicles of visitors are parked on school property, school officials may:

1.
move the vehicle or require the driver or other person in charge of the vehicle to move it off school district property; or

2.
if unattended, provide for the removal of the vehicle, at the expense of the owner or operator, to the nearest convenient garage or other place of safety off of school property.

D.
An individual or group who enters school property without complying with the procedures and requirements may be guilty of criminal trespass and thus subject to criminal penalty.  Such persons may be detained by the school principal or a person designated by the school principal in a reasonable manner for a reasonable period of time pending the arrival of a police officer.

Legal References:
Minn. Stat. § 123.33, Subd. 1 (School Board Powers)

Minn. Stat. § 609.605, Subd. 4 (Trespasses on School Property)

Adopted:
05/19/98
Revised:
03/11/99
Reviewed:
04/28/03

Revised: 
12/9/08

· 925 Community Web Page

Policy 907  925
COMMUNITY WEB PAGE ACCESS

I. PURPOSE

The purpose of this policy is to establish guidelines for the community use of the district’s web page server.

II. GENERAL STATEMENT OF POLICY

A.  It is the policy of this school district to provide free access to its web page server with restrictions limiting the content and purpose of use.

 B.  The use of the school district server is a privilege, not a right.  Unacceptable use of the school district server (as stated in Section IV) will result in one or more of the following consequences:

1. Suspension or cancellation of use or access privileges, 

2. payment for damages and repairs,

3. civil or criminal liability under other applicable laws.

III. SCOPE

This policy applies to all web pages originating from the district maintained server.

IV. SCHOOL DISTRICT AND COMMUNITY CREATION OF WEB PAGES

All community and district members may have free access to the New Prague Schools web page server upon arranging time and approval of project through the Superintendent of schools or an appointed employee.

All web pages originating from the district’s server shall contain information of benefit to the general public.

No web pages originating from the district’s server shall promote an individual gain such as a commercial venture, endorsement of a political agenda, or communication of a non-secular message.

Web pages offering public service information shall indicate the individual or organization initiating the creation of said page.

The content of web pages originating from the district’s server shall contain appropriate material suitable for users of all ages.  Pages containing profanity, sexual content, or promotion of tobacco, alcohol or mood altering chemicals may not be included.

Adopted:
September 23, 1996

Reviewed:
April 23, 2001
Reviewed:
May 31, 2001

Revised:
August 9, 2004

Revised:
12/09/08
Personnel Items

· Administrative Recommendations
	Employment Hire Date:
	 
	 
	 
	 
	 
	 
	 

	Name
	Position
	Hours
	Bldg
	Lane/Step
	Salary
	Effective Date
	New/Replacement/ Yr of Service

	Dale, Lara
	Physical Education, LTS
	8
	HS
	1BA
	$10,653.68 
	12/1/2008
	Jeff Gravon, LOA

	Feist, Andrea
	Math, LTS 
	8
	HS
	4BA
	$22,018.10 
	12/1/2008
	Joe Bisek, LOA

	Luers, Michelle
	School Psychologist, LTS
	hourly
	CEC/RS
	10MA+60q
	$40.47/hr
	12/1/2008
	Kelly Peterson, LOA

	Vandenheuvel, Amy
	Special Education Paraprofessional
	6.5
	EV
	2
	$10.60/hr
	9/1/2008
	Jennifer Angrimson - reassigned, Amy was recalled from layoff status

	 
	 
	 
	 
	 
	 
	 
	 

	Annual Positions:
	 
	 
	 
	 
	 
	 
	 

	Finke, Ryan
	Baseball, 7th & 8th
	 
	MS
	16 pts
	$1,936.00 
	11/24/2008
	Jeremy Bieremaier

	Jasperson, Aaron
	Baseball, 7th & 8th
	 
	MS
	16 pts
	$1,936.00 
	11/24/2008
	Jeremy Kalal

	 
	 
	 
	 
	 
	 
	 
	 

	Lane Changes:
	 
	 
	 
	 
	 
	 
	 

	Den Hartog, Aaron
	5th Grade
	8
	FR
	5MA+10s
	$42,595.42 
	11/21/2008
	 

	 
	 
	 
	 
	 
	 
	 
	 


· Finance

· Accounts Payable Records 
    CHECK POST       POST                            CHECK                       
   NUMBER MONTH      DATE       VENDOR               DATE                  AMOUNT
   121392 November   11/26/2008 CAPITAL BANK AND TRU 11/26/2008         11,220.80

   121393 November   11/26/2008 COMMISSIONER OF REVE 11/26/2008              0.00

   121394 November   11/26/2008 COMMISSIONER OF REVE 11/26/2008         29,750.12

   121395 November   11/26/2008 EDUCATION MINNESOTA  11/26/2008          3,742.88

   121396 November   11/26/2008 FIDELITY MANAGEMENT  11/26/2008          4,463.80

   121397 November   11/26/2008 AMERICAN GENERAL     11/26/2008          4,450.48

   121398 November   11/26/2008 GREAT WEST LIFE AND  11/26/2008            500.00

   121399 November   11/26/2008 ORCHARD TRUST COMPAN 11/26/2008            810.00

   121400 November   11/26/2008 HALUNEN & ASSOCIATES 11/26/2008             50.00

   121401 November   11/26/2008 HEALTH PARTNERS      11/26/2008              0.00

   121402 November   11/26/2008 HEALTH PARTNERS      11/26/2008              0.00

   121403 November   11/26/2008 HEALTH PARTNERS      11/26/2008         15,483.78

   121404 November   11/26/2008 HORACE MANN LIFE INS 11/26/2008          8,536.62

   121405 November   11/26/2008 INTERNET FUNDING COR 11/26/2008            256.82

   121406 November   11/26/2008 AMERIPRISE FINANCIAL 11/26/2008          5,466.56

   121407 November   11/26/2008 AMERIPRISE FINANCIAL 11/26/2008            835.34

   121408 November   11/26/2008 LAFAYETTE LIFE INSUR 11/26/2008              0.00

   121409 November   11/26/2008 LAFAYETTE LIFE INSUR 11/26/2008          9,192.12

   121410 November   11/26/2008 THRIVENT FINANCIAL L 11/26/2008          2,264.40

   121411 November   11/26/2008 MN CHILD SUPPORT PAY 11/26/2008          1,039.80

   121412 November   11/26/2008 PUTNAM FUDUCIARY TRU 11/26/2008            466.68

   121413 November   11/26/2008 MINN TEACHERS RETIRE 11/26/2008              0.00

   121414 November   11/26/2008 MINN TEACHERS RETIRE 11/26/2008         66,448.56

   121415 November   11/26/2008 MN NCPERS GROUP LIFE 11/26/2008             96.00

   121416 November   11/26/2008 NEW PRAGUE ED MN/KAR 11/26/2008         19,928.46

   121417 November   11/26/2008 NYS HIGHER EDUCATION 11/26/2008            116.10

   121418 November   11/26/2008 PUBLIC EMPL RETIREME 11/26/2008              0.00

   121419 November   11/26/2008 PUBLIC EMPL RETIREME 11/26/2008         29,968.85

   121420 November   11/26/2008 SCHOOL SERVICE EMPLO 11/26/2008          9,343.56

   121421 November   11/26/2008 STATE BANK OF NEW PR 11/26/2008              0.00

   121422 November   11/26/2008 STATE BANK OF NEW PR 11/26/2008              0.00

   121423 November   11/26/2008 STATE BANK OF NEW PR 11/26/2008              0.00

   121424 November   11/26/2008 STATE BANK OF NEW PR 11/26/2008              0.00

   121425 November   11/26/2008 STATE BANK OF NEW PR 11/26/2008        190,035.68

   121426 November   11/26/2008 VALIC                11/26/2008          9,189.64

   121427 November   11/26/2008 WADELL & REED        11/26/2008          1,602.52

   121428 November   11/26/2008 BARNES & NOBLE       11/26/2008            142.08

   121429 November   11/26/2008 BIX FRUIT COMPANY    11/26/2008              0.00

   121430 November   11/26/2008 BIX FRUIT COMPANY    11/26/2008              0.00

   121431 November   11/26/2008 BIX FRUIT COMPANY    11/26/2008              0.00

   121432 November   11/26/2008 BIX FRUIT COMPANY    11/26/2008          4,110.11

   121433 November   11/26/2008 BREIKJERN, NICHOLLE  11/26/2008             12.00

   121434 November   11/26/2008 C & C COURTS         11/26/2008          3,670.00

   121435 November   11/26/2008 CARSON-DELLOSA PUBLI 11/26/2008             72.79

   121436 November   11/26/2008 CEDAR LAKE ELECTRIC  11/26/2008            193.24

   121437 November   11/26/2008 COUNCIL FOR EXCEPTIO 11/26/2008            142.00

   121438 November   11/26/2008 CUSTOM REFRIGERATION 11/26/2008          1,460.01

   121439 November   11/26/2008 FLINN SCIENTIFIC INC 11/26/2008            387.63

   121440 November   11/26/2008 HILLYARD FLOOR CARE  11/26/2008            107.08

   121441 November   11/26/2008 GENERAL SPORTS       11/26/2008            300.00

   121442 November   11/26/2008 GOPHER SPORT         11/26/2008            478.32

   121443 November   11/26/2008 GORES, LAURA         11/26/2008             93.13

   121444 November   11/26/2008 GRAINGER WW INC      11/26/2008            252.46

   121445 November   11/26/2008 HASTINGS COOP CREAME 11/26/2008              0.00

   121446 November   11/26/2008 HASTINGS COOP CREAME 11/26/2008         11,243.30

   121447 November   11/26/2008 HILLYARD INC         11/26/2008            687.00 

   121448 November   11/26/2008 HUEBSCH, JACOB       11/26/2008             19.95

   121449 November   11/26/2008 IKON OFFICE SOLUTION 11/26/2008          4,858.46

   121450 November   11/26/2008 IKON OFFICE SOLUTION 11/26/2008            336.05

   121451 November   11/26/2008 ISD#281 ROBBINSDALE  11/26/2008            340.56

   121452 November   11/26/2008 PETTY CASH           11/26/2008             33.78

   121453 November   11/26/2008 KENNEDY & GRAVEN, CH 11/26/2008            594.00

   121454 November   11/26/2008 LEVEL 8 TECHNOLOGY   11/26/2008             69.95

   121455 November   11/26/2008 MACH LUMBER CO       11/26/2008             20.19

   121456 November   11/26/2008 MACRIS, JENNIFER     11/26/2008            160.29

   121457 November   11/26/2008 MARCO PRODUCTS, INC  11/26/2008             63.90

   121458 November   11/26/2008 MARK'S PLUMBING PART 11/26/2008             26.77

   121459 November   11/26/2008 MENC                 11/26/2008             14.00

   121460 November   11/26/2008 MENOZZI, CRAIG       11/26/2008             44.90

   121461 November   11/26/2008 METRO  ECSU          11/26/2008             70.00

   121462 November   11/26/2008 METRO ECSU REGISTRAT 11/26/2008            150.00

   121463 November   11/26/2008 METRO SALES          11/26/2008          1,489.61

   121464 November   11/26/2008 MINNESOTA CLAY, U.S. 11/26/2008            655.38

   121465 November   11/26/2008 CENTERPOINT ENERGY M 11/26/2008         11,506.48

   121466 November   11/26/2008 MOGENSEN, ABBY       11/26/2008             12.00

   121467 November   11/26/2008 NEW PRAGUE COFFEE CO 11/26/2008             83.80

   121468 November   11/26/2008 NEW PRAGUE MINI STOR 11/26/2008             71.00

   121469 November   11/26/2008 NICKLASSON ATHLETIC  11/26/2008            330.00

   121470 November   11/26/2008 OFFICE ETC           11/26/2008             77.58

   121471 November   11/26/2008 OTIS SPUNKMEYER      11/26/2008              0.00

   121472 November   11/26/2008 OTIS SPUNKMEYER      11/26/2008          5,080.12

   121473 November   11/26/2008 PAAPE DISTRIBUTING C 11/26/2008          2,501.85

   121474 November   11/26/2008 PEPSI COLA           11/26/2008              0.00

   121475 November   11/26/2008 PEPSI COLA           11/26/2008          6,433.10

   121476 November   11/26/2008 PITNEY BOWES         11/26/2008            624.48

   121477 November   11/26/2008 SARA LEE BAKERY GROU 11/26/2008              0.00

   121478 November   11/26/2008 SARA LEE BAKERY GROU 11/26/2008              0.00

   121479 November   11/26/2008 SARA LEE BAKERY GROU 11/26/2008              0.00

   121480 November   11/26/2008 SARA LEE BAKERY GROU 11/26/2008              0.00

   121481 November   11/26/2008 SARA LEE BAKERY GROU 11/26/2008              0.00

   121482 November   11/26/2008 SARA LEE BAKERY GROU 11/26/2008              0.00

   121483 November   11/26/2008 SARA LEE BAKERY GROU 11/26/2008              0.00

   121484 November   11/26/2008 SARA LEE BAKERY GROU 11/26/2008          2,601.56

   121485 November   11/26/2008 SECURITY CAMERAS DIR 11/26/2008            822.00

   121486 November   11/26/2008 SELECT DANCE ACADEMY 11/26/2008            814.50

   121487 November   11/26/2008 STATE SUPPLY CO      11/26/2008            117.89

   121488 November   11/26/2008 STATE OF MINN-DEPT P 11/26/2008            100.00

   121489 November   11/26/2008 STAR TRIBUNE         11/26/2008            163.40

   121490 November   11/26/2008 T-MOBILE             11/26/2008            880.59

   121491 November   11/26/2008 TEACHER DIRECT       11/26/2008             54.03

   121492 November   11/26/2008 TENNANT, JEAN        11/26/2008            144.00

   121493 November   11/26/2008 TRANS-MISSISSIPPI BI 11/26/2008            225.20

   121494 November   11/26/2008 TRAXLER, COLLEEN     11/26/2008             35.10

   121495 November   11/26/2008 USI EDUCATION SALES  11/26/2008            543.59

   121496 November   11/26/2008 VANDENBERG, AMY      11/26/2008             67.60

   121497 November   11/26/2008 VANDERBILT UNIVERSIT 11/26/2008            124.00

   121498 November   11/26/2008 WEICHERT, JENNIFER   11/26/2008            108.23

   121499 November   11/26/2008 WEST CENTRAL ENVIROM 11/26/2008          3,360.50

   121500 November   11/26/2008 WORMER, LINDA        11/26/2008             11.28

                                              Totals for checks        494,452.39 


