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HISTORY OF DANVILLE SCHOOLS
In 1881 the Buckeye City and Danville Schools were combined into one school. The first
graduating class had only two members, the class of 1966 had seventy-two. This was the largest
class in school history.
In 1908 a red brick building was built. People thought that this building would be satisfactory
for all future generations. Because of consolidation and new territory being added, a high school
building was constructed in 1939. Much to the sorrow of the community, the red brick building
was destroyed by fire on October 20, 1944. A new grade building was opened in 1945. The District
continued to grow and a third building, the primary building was opened in January 1958. In the
2001-2002 school year the new K-8 “Danville Elementary and Middle School” was constructed.
In the fall of 2002 the building was dedicated to the community of Danville.
In 1900 a baseball team was organized; in 1911 the Clarion was published; basketball appeared
in 1921, and the band was formed in 1931. The High School Building was completed in 1939. The
Primary Building was added in 1958. The new K-8 Building and Renovation was completed in
2002
ALMA MATER
Hail to Danville’s Alma Mater
Loyal sons and daughters sing,
Sound your praise with voice united
To the breeze her colors fling,
To the blue and white be true
Badge triumphant age on age
Blue the skies that o’er us bend
White is Danville’s stainless page.
SCHOOL COLORS - BLUE & WHITE

SCHOOL NICKNAME - BLUE DEVIL

PHILOSOPHY OF EDUCATION
The faculty, staff, students and community of Danville are devoted to academic excellence and
the cultivation of individual strengths and talents in a supportive environment where individual
differences and respect for the rights of others guide school and community behavior.
Our Beliefs...
A Danville graduate will have developed:
the ability to think, communicate and reason effectively,
.. the acquisition of basic information,
.. effectively and responsibly so as to contribute to community, state, country, and the world,
.. desirable behavior and social attitudes in order to form responsible relations
.. the acquisition of skills necessary for job entry, further education and technology
.. a capacity for satisfying and responsible family life
.. the acquisition of physical and mental health,
.. the ability to express creatively in the arts,
.. ethical principles and values,
.. a positive self-image and understanding of self,
.. an enjoyment of the process of learning.
Excellence From All...Shaping Quality Graduates
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ANTI-HARASSEMENT

General Policy Statement
It is the policy of the Board of Education to maintain an education and work
environment that is free from all forms of unlawful harassment, including sexual
harassment. This commitment applies to all School District operations, programs, and
activities. All students, administrators, teachers, staff, and all other school personnel share
responsibility for avoiding, discouraging, and reporting any form of unlawful harassment.
This policy applies to unlawful conduct occurring on school property, or at another location
if such conduct occurs during an activity sponsored by the Board.
The Board will vigorously enforce its prohibition against harassment based on sex,
race, color, national origin, religion, disability, or any other unlawful basis, and encourages
those within the School District community as well as third parties, who feel aggrieved to
seek assistance to rectify the problems. The Board will investigate all allegations of
harassment and in those cases where unlawful harassment is substantiated; the Board will
take immediate steps to end the harassment. Individuals who are found to have engaged in
unlawful harassment will be subject to appropriate disciplinary action.
For purposes of this policy, "School District community" means students,
administrators, teachers, staff, and all other school personnel, including Board members,
agents, volunteers, contractors, or other persons subject to the control and supervision of
the Board.
For purposes of this policy, "third parties" include, but are not limited to, guests and/or
visitors on School District property (e.g., visiting speakers, participants on opposing
athletic teams, parents), vendors doing business with, or seeking to do business with, the
Board, and other individuals who come in contact with members of the School District
community at school-related events/activities (whether on or off School District property).
Other Violations of the Anti-Harassment Policy
The Board will also take immediate steps to impose disciplinary action on individuals
engaging in any of the following prohibited acts:
A. Retaliating against a person who has made a report or filed a complaint alleging
harassment, or who has participated as a witness in a harassment investigation.
B. Filing a malicious or knowingly false report or complaint of harassment.
C. Disregarding, failing to investigate adequately, or delaying investigation of
allegations of harassment, when responsibility for reporting and/or investigating
harassment charges comprise part of one's supervisory duties.
Definitions/Sexual Harassment
Pursuant to Title VII of the Civil Rights Act of 1964 and Title IX of the Educational
Amendments of 1972, "sexual harassment" is defined as:
Unwelcome sexual advances, requests for sexual favors, and other verbal or physical
conduct of a sexual nature, when:
A. Submission to such conduct is made either implicitly or explicitly a term or condition
of an individual's employment, or status in a class, educational program, or activity;
B. Submission or rejection of such conduct by an individual is used as the basis for
employment or educational decisions affecting such individual;
C. Such conduct has the purpose or effect of interfering with the individual's work or
educational performance; of creating an intimidating, hostile, or offensive working,
and/or learning environment; or of interfering with one's ability to participate in or
benefit from a class or an educational program or activity.
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Sexual harassment may involve the behavior of a person of either gender against a
person of the same or opposite gender.
Prohibited acts that constitute sexual harassment may take a variety of forms.
Examples of the kinds of conduct that may constitute sexual harassment include, but are
not limited to:
A. Unwelcome sexual propositions, invitations, solicitations, and flirtations.
B. Physical assault.
C. Threats or insinuations that a person's employment, wages, academic grade,
promotion, classroom work or assignments, academic status, participation in
athletics or extra-curricular programs or events, or other conditions of employment
or education may be adversely affected by not submitting to sexual advances.
D. Unwelcome verbal expressions of a sexual nature, including graphic sexual
commentaries about a person's body, dress, appearance, or sexual activities; the
unwelcome use of sexually degrading language, jokes or innuendoes; unwelcome
suggestive or insulting sounds or whistles; obscene telephone calls.
E. Sexually suggestive objects, pictures, videotapes, audio recordings or literature,
placed in the work or educational environment, which may embarrass or offend
individuals.
F. Unwelcome and inappropriate touching, patting, or pinching; obscene gestures.
G. A pattern of conduct, which can be subtle in nature, that has sexual overtones and
is intended to create or has the effect of creating discomfort and/or humiliation
to another.
H. Remarks speculating about a person's sexual activities or sexual history, or remarks
about one's own sexual activities or sexual history.
I. In the context of employees, consensual sexual relationships where such relationship
leads to favoritism of a subordinate employee with whom the superior is sexually
involved and where such favoritism adversely affects other employees or otherwise
creates a hostile work environment.
J. Inappropriate boundary invasions by a District employee or other adult member of
the School District community into a student's personal space and personal life.
Not all behavior with sexual connotations constitutes unlawful sexual harassment.
Conduct must be sufficiently severe, pervasive, and persistent such that it adversely affects
an individual's employment or education, or such that it creates a hostile or abusive
employment or educational environment.
NOTE: Sexual conduct/relationships with students by District employees or any other
adult member of the School District community is prohibited, and any teacher,
administrator, coach, or other school authority who engages in sexual conduct with a
student may also be guilty of the criminal charge of "sexual battery" as set forth in
Ohio Revised Code 2907.03. The issue of consent is irrelevant in regard to such
criminal charge and/or with respect to the application of this policy to District
employees or other adult members of the School District community.
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Race/Color Harassment
Prohibited racial harassment occurs when unwelcome physical, verbal, or nonverbal
conduct is based upon an individual's race or color and when the conduct has the purpose
or effect of interfering with the individual's work or educational performance; of creating
an intimidating, hostile, or offensive working, and/or learning environment; or of
interfering with one's ability to participate in or benefit from a class or an educational
program or activity. Such harassment may occur where conduct is directed at the
characteristics of a person's race or color, such as racial slurs, nicknames implying
stereotypes, epitaphs, and/or negative references relative to racial customs.
Religious (Creed) Harassment
Prohibited religious harassment occurs when unwelcome physical, verbal, or
nonverbal conduct is based upon an individual's religion or creed and when the conduct
has the purpose or effect of interfering with the individual's work or educational
performance; of creating an intimidating, hostile, or offensive working and/or learning
environment; or of interfering with one's ability to participate in or benefit from a class or
an educational program or activity. Such harassment may occur where conduct is directed
at the characteristics of a person's religious tradition, clothing, or surnames, and/or involves
religious slurs.
National Origin Harassment
Prohibited national origin harassment occurs when unwelcome physical, verbal, or
nonverbal conduct is based upon an individual's national origin and when the conduct has
the purpose or effect of interfering with the individual's work or educational performance;
of creating an intimidating, hostile, or offensive working and/or learning environment; or
interfering with one's ability to participate in or benefit from a class or an educational
program or activity. Such harassment may occur where conduct is directed at the
characteristics of a person's national origin, such as negative comments regarding customs,
manner of speaking, language, surnames, or ethnic slurs.
Disability Harassment
Prohibited disability harassment occurs when unwelcome physical, verbal, or
nonverbal conduct is based upon an individual's disability and when the conduct has the
purpose or effect of interfering with the individual's work or educational performance of
creating an intimidating, hostile, or offensive working and/or learning environment; or with
one's ability to participate in or benefit from a class or an educational program or activity.
Such harassment may occur where conduct is directed at the characteristics of a person's
disabling condition, such as negative comments about speech patterns, movement, physical
impairments or defects/appearances, or the like.
Reports and Complaints of Harassing Conduct
Members of the School District community and third parties are encouraged to
promptly report incidents of harassing conduct to an administrator, supervisor or other
School District official so that the Board may address the conduct before it becomes severe,
pervasive, or persistent.
Members of the School District community or third parties who believe they have been
unlawfully harassed by another member of the School District community or a third party
are entitled to utilize the Board's complaint process. Initiating a complaint, whether
formally or informally, will not adversely affect the complaining individual's employment
or participation in educational or extra-curricular programs. While there are no time limits
for initiating complaints of harassment under this policy, individuals should make every
effort to file a complaint as soon as possible after the conduct occurs while the facts are
known and potential witnesses are available.
The names and titles of the Anti-Harassment Complaint Coordinators with whom
5

complaints of sexual and other forms of unlawful harassment should be filed are set forth
in the administrative guidelines that supplement this policy. The names and titles of these
individuals will be published annually in the parent and staff handbooks.
The Superintendent shall establish Administrative Guidelines describing both a formal
and an informal process for making a charge of harassment, a process for investigating
claims of harassment, and a process for rendering a decision regarding whether the claim
of harassment was substantiated. This Policy and the Administrative Guidelines will be
readily available to all members of the School District community and posted in
appropriate places throughout the School District.
Any Board employee who directly observes unlawful harassment of a student is
obligated, in accordance with this policy, to report such observations to one of the
Complaint Coordinators. Thereafter, the Complaint Coordinator must contact the student,
if age eighteen (18) or older, or the student's parents if under the age eighteen (18), to advise
s/he/them of the Board's intent to investigate the alleged misconduct, including the
obligation of the Complaint Coordinator or designee to conduct an investigation following
all the procedures outlined for a formal complaint.
Privacy/Confidentiality
The School District will respect the privacy of the complainant, the individual(s)
against whom the complaint is filed, and the witnesses as much as possible, consistent with
the Board’s legal obligations to investigate, to take appropriate action, and to conform with
any discovery or disclosure obligations. All records generated under of this policy and its
related administrative guidelines shall be maintained as confidential to the extent permitted
by law.
Informal Process for Addressing Complaints of Harassment
The administrative guidelines will include an informal complaint process to provide
members of the School District community or third parties who believe they are being
unlawfully harassed with a range of options designed to bring about a resolution of their
concerns. Members of the School District community or third parties who believe that they
have been unlawfully harassed may initiate their complaint through this informal complaint
process, but are not required to do so. The administrative guidelines will include as a
requirement the prerequisite that the informal process is only available in those
circumstances where the parties (alleged target of harassment and alleged harasser(s))
agree to participate in the informal process. Those members of the School District
community or third parties who believe that they have been unlawfully harassed may
proceed immediately to the formal complaint process and individuals who seek resolution
through the informal procedure may request that the informal process be terminated at any
time to move to the formal complaint process. However, all complaints of harassment
involving a District employee or any other adult member of the School District community
against a student will be formally investigated.
Formal Process for Addressing Complaints of Harassment
The administrative guidelines will also include a formal complaint process. While the
formal complaint process may serve as the first step to resolution of a charge of unlawful
harassment, it is also available in those circumstances when the informal complaint process
fails to satisfactorily resolve a concern. Because of the need for flexibility, no specific time
lines are established for initiating the formal complaint process; however, once the formal
complaint process is begun, the investigation will be completed of the School District
community or third parties who feel they have been unlawfully harassed should file a
formal written complaint with the principal of their school building or with one of the
Complaint Coordinators identified in the Administrative Guidelines. Oral complaints of
harassment will be reduced to writing by the individual in a timely manner (ordinarily,
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within thirty-one (31) calendar days of the complaint being received).
Members receiving the complaint and the Complainant will be asked to verify the
accuracy of the reported charge by signing the document. Complaints received by a school
building principal will be immediately reported to the appropriate Complaint Coordinator
identified in the Administrative Guidelines.
After a complaint is filed, the Complaint Coordinator or designee shall conduct a
prompt and timely investigation. The investigation may include interviews of the
complainant, the individual accused of engaging in harassing behavior, and any other
witness who may reasonably be expected to have information relevant to the situation. All
interviewed parties and witnesses will be provided an opportunity to present any evidence
that they reasonably believe to be relevant to the situation.
At the conclusion of the investigation the Complaint Coordinator or designee will
prepare and deliver to the Superintendent a written report summarizing the evidence
gathered during the investigation and providing his/her recommendations regarding
whether or not the complaint of unlawful harassment has been substantiated. The written
report must be based on the totality of the circumstances involved in the complaint, the
nature of the alleged conduct, the context in which the alleged conduct occurred, and the
ages and maturity of the individuals involved.
A copy of the written report will also be delivered to the member of the School District
community or third party making the complaint and the individual accused of the harassing
conduct.
Upon review of the written report the Superintendent will either issue a final decision
regarding whether or not the complaint of unlawful harassment was substantiated, or
request that further investigation be conducted. A copy of Superintendent's action will be
delivered to both the Complainant and the individual accused of the harassing conduct.
A Complainant who is dissatisfied with the Superintendent's decision may appeal it to
the Board of Education by submitting written notice to the Superintendent within ten (10)
days of the date of the Superintendent's decision. Upon receipt of a notice of appeal, the
Board shall meet in executive session at its next regularly scheduled meeting, which is
scheduled to occur at least ten (10) days after the Superintendent's receipt of the appeal
notice, to review the complaint and the summary of the investigation. Following the
meeting, the Board will issue a decision either affirming, modifying, or rejecting the
Superintendent's decision. The decision of the Board shall be final.
The Complaint process set forth in the policy and in the administrative guidelines is
not intended to interfere with the rights of a member of the School District community or
a third party to pursue a complaint of unlawful harassment with the United States
Department of Education, Office for Civil Rights, the Ohio Civil Rights Commission, or
the Equal Employment Opportunity Commission.
The Board reserves the right to investigate and resolve a complaint or report of
unlawful harassment regardless of whether the member of the School District community
or third party alleging the harassment pursues the complaint. The Board also reserves the
right to have the formal complaint investigation conducted by an external person in
accordance with this policy and administrative guidelines or in such other manner as
deemed appropriate by the Board or its designee.
Sanctions and Monitoring
The Board shall vigorously enforce its prohibitions against unlawful harassment.
While observing the principles of due process, a violation of this policy may result in
disciplinary action up to and including the discharge of an employee or the
suspension/expulsion of a student. All disciplinary action will be taken in accordance with
applicable State law and the terms of the relevant collective bargaining agreement(s). When
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imposing discipline, the Superintendent shall consider the totality of the circumstances
involved in the matter, including the ages and maturity levels of those involved. In those
cases where unlawful harassment is not substantiated, the Board may consider whether the
alleged conduct nevertheless warrants discipline in accordance with other Board policies,
consistent with the terms of the relevant collective bargaining agreement(s).
Where the Board becomes aware that a prior remedial action has been taken against a
member of the School District community, all subsequent sanctions imposed by the Board
and/or Superintendent shall be reasonably calculated to eliminate such conduct in the
future.
Education and Training
In support of this Anti-Harassment Policy, the Board promotes preventative
educational measures to create greater awareness of unlawful discriminatory practices. The
Superintendent or designee shall provide appropriate training to all members of the School
District community related to the implementation of this policy and its accompanying
administrative guidelines. All training regarding the Board's policy and administrative
guidelines and harassment in general, will be age and content appropriate.\
ATTENDANCE
Attendance is an important factor in the successful operation of any school district
and in maintaining continuity of the educational program. The Board of Education is
vitally interested in the attendance of each employee and considers regular attendance an
important criterion for satisfactory job performance and performance behavior.
The privilege of District employment imposes on each employee the responsibility
to be on the job on time every scheduled workday. This responsibility requires that the
employee maintain good health standards, take intelligent precautions against accidents,
both on and off the job, and manage personal affairs in order to satisfy District attendance
requirements.
Because of the high costs of absences and disrupted work schedules, the
Superintendent shall develop administrative guidelines to implement this policy.
BENEFIT REFUND PROGRAM
The Board wishes to encourage staff members to utilize personal and sick leave
only when absolutely necessary. Therefore, a bonus benefit refund for not using any sick
leave and personal leave during the contract year may be requested at the end of the school
year (July 1 through June 30).
If requested, a bonus benefit refund equal to one day’s pay or minimum of one
hundred dollars ($100) less tax and withholding deductions for non-use of sick and
personal leave, shall only be reimbursed to employees who work the full-time position
equivalence according to the employee’s job classification. Such reimbursement shall
be made with the July paycheck of the twelve (12) month period (July 1 through June
30).
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BUS DRIVERS
All available routes shall be posted or bid at the August bus drivers’ meeting prior
to the opening of school. In an emergency situation, a driver could bid a route prior to the
August meeting with the permission of the Administration.
• For the purpose of this Section, trips shall be defined as extra trips and field trips.
• Trips will be offered on a rotation basis with all regular drivers being offered first
pick then rotating to substitute drivers. During tournament play, regular bus
drivers will be offered first pick then rotating to substitute drivers. If team
advances on in tournament play, the selection of bus drivers will begin where the
last driver was previously selected. Additional trips (ones that were not scheduled
at the monthly meeting) will be posted for (3) days (if possible) and driver will be
selected on a rotation basis by seniority.
• Trip pay shall start at the time that the driver is required to report.
• Insofar as practical, trip-reporting time shall be scheduled as close to the actual
departing time as possible.
• Drivers will be paid a 3-hour minimum for activity trips.
• Drivers shall be paid per adopted salary schedule per hour for all hours on trips.
• Regular drivers will be paid regular route rate and field trip hours will commence
at the end of regular driver’s route time.
• The Board will compensate drivers 1 hour at activity rate for time incurred for route
review and calling parents before first day of school.
• The Board will compensate drivers 1 hour at activity rate plus mileage for time
incurred reporting for random alcohol drug testing.
• The Board will compensate new full-time bus drivers for certification, drug testing,
background checks and $55 for a physical. Driver will be compensated at the
completion of the school year.
• The Board will pay for recertification and background checks for full-time bus drivers.
• The Board will pay $55 for yearly physicals. Drivers will pay balance if more than
$55 and the renewal of driver’s license.
• Employees will be allowed to use their regular route buses on all trips.
• If an overnight trip is required, the driver will be paid for driving time and event
time only.
• Driver will be paid for 2 hours show up time if event is cancelled after driver arrives.
• If 8 or less students are going to a location, students may be driven by a coach/advisor
if properly licensed.
CALAMITY DAY
Custodians are to report to work on calamity days unless notified otherwise by
his/her Supervisor or the Superintendent. Secretaries are to report by supervisor’s request
and may not miss more than five calamity days. On (1) and two (2) hour delay days all
non-certificated employees are to report to work at their regular time.
CONTRACTS
A newly hired employee shall serve a probationary period of up to ninety (90) days during
which he/she may be released from employment. Upon successful completion of the probationary
period, the employee shall be issued a contract for the remainder of the school year inclusive of the
time spent on probationary status. Employees who are rehired shall be offered a series of three, 2year limited contracts (1-2-2-2). After completion of the series, if the employee is rehired, the
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employee shall be on a continuing contract status. Notice of contract renewal must be given
annually to each non-certificated employee on or before June 1st.
BUS DRIVER
INTERPRETER
CAFETERIA
NURSE
LIBRARY & CLC AIDES
9 MO. SECRETARIES
SOCIAL WORKER
CAFETERIA SUPERVISOR
LIBRARY ASSISTANT
11 MO. SECRETARIES
EMIS COORDINATOR
TECH COORDINATOR
CUSTODIANS
TREASURER

WORK DAYS IN CONTRACT
179
179
180
183
183
183
185
190
197
218
222
233
252
252

HOLIDAYS
7=186
7=186
7=187
7=190
7=190
7=190
0=185
7=197
7=204
7=225
7=229
7=240
8=260
8=260

DISCIPLINE AND DISCHARGE
Disciplinary interviews and formal reprimands shall be made in private.
An employee receiving a written reprimand or notice that is of a disciplinary nature shall be
given a copy. The employee will also be asked to sign the document to acknowledge that he/she
has seen it. The employee’s signature shall not mean that he/she necessarily agrees with the
document contents. If the employee refuses to sign, such refusal shall be noted on the document,
which shall then be placed in the employee’s personnel file.
The Board shall administer discipline in a progressive manner. Disciplinary actions up to and
including a three (3) day suspension without pay. The employee shall be given reasons for the
action taken and shall have the opportunity to place a written response in his/her personnel file.
Preliminary steps of progressive discipline may be bypassed where warranted by the severity of
the offense.
DRUG-FREE WORKPLACE
A quality education is not possible in an environment affected by drugs. We will seek,
therefore to establish and maintain an educational setting that is not tainted by the use or evidence
of use of any controlled substance.
The Board shall not permit the manufacture, possession, use, distribution, or dispensing of
any controlled substance, alcohol, and any drug paraphernalia as the term is defined by law, by
any member of the District’s non-certificated staff at any time while on District property or while
involved in any District-related activity or event. Any staff member who violates this policy shall
be subject to disciplinary action in accordance with District guidelines.
EMPLOYEE ASSISTANCE PROGRAM (EAP)
The Board of Education believes that early recognition and treatment of illegal drug use,
controlled substance abuse, or alcohol abuse is important for successful rehabilitation, return to
productive work, and reduced personal, family, and social disruption.
The District encourages the earliest possible diagnosis and treatment for illegal drug use or
controlled substance abuse and supports sound treatment efforts. Whenever feasible, the District
will assist staff members in overcoming illegal drug use or controlled substance abuse. However,
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the decision to seek diagnosis and accept treatment for illegal drug use or controlled substance
abuse is primarily the individual staff member’s responsibility. Any costs associated with
treatment in excess of those costs covered by the staff member’s medical insurance plan shall be
borne by the individual.
Staff members with personal drug or controlled substance abuse problems should request
assistance from their supervisor. Assistance will be provided on a confidential basis, and each
staff member will be referred to a treatment and counseling service.
Although the District will assist a staff member to the extent feasible through the Employee
Assistance Program, the Board cannot guarantee that the staff member’s use of illegal drugs or
abuse of alcohol or controlled substances will not impact adversely the staff member’s
employment status through disciplinary procedures.
EVALUATION OF EMPLOYEES
Each non-certificated employee shall be evaluated annually by his/her immediate supervisor.
Such evaluation shall be in writing and shall follow a conference between the non-certificated
employee and the supervisor.
The criteria to use in making the evaluation shall primarily be the duties and responsibilities
spelled out in the job description for each job classification. One copy of the evaluation shall be
given to the non-certificated employee being evaluated and one copy sent to the Local
Superintendent.
FAMILY & MEDICAL LEAVES OF ABSENCE (“FMLA”)
In accordance with Federal law, the Board of Education shall provide up to twelve (12) weeks
of unpaid FMLA leave in any twelve (12) month period to eligible non-certificated staff members
for the following reasons:
A. the birth of a child and/or the care of a newborn child within one (1) year of the child’s
birth;
B. the placement of a child with the staff member by way of adoption or foster care and/or to
care for the child within one (1) year of the child’s arrival;
C. the staff member is needed to care for a spouse, son, daughter, or parent if such individual
has a serious health condition; or
D. the staff member’s own serious health condition prevents him/her from performing the
functions of his/her position.
Staff members are “eligible” if they have worked for the Board for at least twelve (12) months,
and for at least 1,250 hours over the twelve (12) months prior to the leave request.
Twelve (12) month period is defined as the twelve (12) month period measured forward from
the date the staff member’s first FMLA leave begins (i.e. the “leave year” is specific to each
individual staff member).
Serious health condition is defined as an illness, injury, impairment, or physical or mental
condition that involves:
A. Inpatient care, including any period of incapacity or any subsequent treatment in
connection with such inpatient care; or
B. Continuing treatment by a health care provider, including:
• a period of incapacity of more than three (3) consecutive calendar days and any subsequent
treatment or period of incapacity relating to the same condition, that also involves either
treatment two (2) or more times by a health care provider, or treatment by a health care
provider on at least one (1) occasion with results in a regiment of continuing treatment
under the supervision of a heath care provider;
• any incapacity due to pregnancy or for prenatal care;
11

• any period of incapacity or treatment for such incapacity due to a chronic serious health
condition;
• a period of incapacity that is permanent or long-term due to a condition for which
treatment may not be effective;
• any period of absence to receive multiple treatments by a health care provider either for
restorative surgery after an accident or other injury, or for a condition that would likely
result in a period of incapacity of more than three (3) consecutive days in the absence of
medical intervention or treatment, such as cancer (chemotherapy, radiation, etc.), sever
arthritis (physical therapy), kidney disease (dialysis).
C. Conditions for which cosmetic treatment are administered are not “serious health
conditions” unless inpatient hospital care is required or complications develop. Ordinarily, unless
complications arise, the common cold, the flu, ear aches, upset stomachs, minor ulcers, headaches
other than migraines, routine dental or orthodontia problems, periodontal disease, etc, are
conditions that do not meet this definition and do not qualify for FMLA leave.
The Superintendent may allow a staff member to take FMLA leave intermittently or on a
reduced-leave schedule for reason (A) or (B) above. A staff member may take FMLA leave on an
intermittent or reduced-leave schedule when medically necessary as indicated in reasons (C) and
(D) above. Regardless, the taking of such leave results in the total reduction of the twelve (12)
weeks only by the amount of leave actually taken. If the intermittent or reduced-leave schedule is
foreseeable based on planned medical treatment, the Superintendent may require the staff member
to transfer temporarily to an available alternative position that better accommodates recurring
periods of leave. The alternative position shall have equivalent pay and benefits but not necessarily
equivalent duties.
Whenever the leave is necessitated by the serious health condition of the staff member or
his/her immediate family member, and is foreseeable based on planned medical treatment, the staff
member shall provide the Superintendent with thirty (30) day’s notice. If there is insufficient time
to provide such notice because of the need for treatment, the staff member shall provide such notice
as early as practicable. When planning medical treatment, the staff member must consult with the
Superintendent and make a reasonable effort to schedule the leave so as not to unduly disrupt the
regular operation of the District, subject to the approval of the health care provider.
The staff member may request to substitute any of his/her earned or accrued paid vacation
leave or personal leave for unpaid FMLA leave provided for either reasons (A) or (B) above.
The staff member may request to substitute any of his/her earned or accrued paid vacation,
personal leave or sick leave for unpaid FMLA leave provided for either reason (C) or (D) above.
If the staff member has not earned or accrued adequate paid leave to encompass the entire
twelve (12) week period of FMLA leave, the additional weeks of leave to obtain the twelve (12)
weeks of FMLA leave the staff member is entitled to shall be unpaid. Whenever a staff member
uses paid leave in substitution for unpaid FMLA leave, such leave counts toward the twelve (12)
week maximum leave allowance provided by this policy.
The Superintendent or his/her designee will notify the staff member when the District intends
to designate leave as FMLA-qualifying. Such notice may be given orally or in writing. When
verbal notice is given, it will be followed by written notice within ten (10) business days (see Form
4430.01 F3). In the case of intermittent or reduced-leave schedule leave, only one (1) such notice
is required, unless the circumstances regarding the leave have changed. If the Superintendent does
not have sufficient information about the reason for an employee’s use of paid leave, the
Superintendent may inquire further to ascertain whether the paid leave is FMLA-qualifying. Once
the Superintendent learns that a paid leave is for an FMLA leave-qualifying reason, the
Superintendent or his/her designee will promptly notify the staff member that the paid leave will
count toward the staff member’s twelve (12) week FMLA-leave entitlement.
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In cases in which the Board employs both spouses, the total amount of FMLA leave is (12)
weeks for the couple, except when the leave is due to the serious health condition of either spouse
or child.
When FMLA leave is taken for either reason (C) or (D) above, the staff member must provide
medical certification from the health care provider of the eligible staff member or his/her family
member (see form 4430.01 F2). The staff member may either:
A. submit the completed medical certification to the Superintendent or his/her designee; or
B. direct the health care provider to transfer the completed medical certification directly to
the Superintendent, which will generally require the staff member to furnish the health care
provider with a HIPAA-compliant authorization.
In the event the staff member fails to provide medical certification, any leave
taken by the employee is not FMLA leave.
When the need for FMLA leave is foreseeable and at least thirty (30) days notice has been
provided, the staff member must provide the medical certification before the leave begins. When
this is not possible, the employee must provide the requested certification to the Superintendent
within fifteen (15) calendar days after the staff member requests FMLA leave unless it is not
practicable under the circumstances to do so despite the staff member’s diligent and good faith
efforts.
The Board reserves the right to obtain, at its expense, the opinion of a second health care
provider and, in the event of conflict, the opinion of a third health care provider whose decision
shall be binding and final. The staff member may either:
A. submit the opinion of the second health care provider, and the opinion of the third health
care if applicable, to the Superintendent or his/her designee; or
B. direct the second or third health care provider to transfer his/her opinion directly to the
Superintendent, which will generally require the staff member to furnish the health care
provider with a HIPAA-compliant authorization.
In the event that the staff member fails to provide the medical opinion of the second or third
health care provider, if applicable, any leave taken by the employee is not FMLA leave.
A staff member who takes leave for reason (D) above, prior to returning to work, must provide
the Superintendent with a statement from his/her health care provider that s/he is able to resume
work (see Form 4430.01 F4).
Upon return from an FMLA leave, the Board will restore the staff member to his/her former
position or to a position with equivalent employment benefits, pay and conditions of employment.
During FMLA leave, the Board shall maintain the staff member’s current coverage under the
Board’s group health insurance program on the same conditions as coverage would have been
provided if the staff member had been continuously working during the leave period. If the staff
member was paying all or part of the premium payments prior to going on FMLA leave, the staff
member must continue to pay his/her share during the leave.
The staff member shall not accrue any sick leave, vacation, or other benefits during a period
of unpaid FMLA leave. The use of FMLA leave will not result in the loss of any employment
benefit that accrued prior to the start of the staff member’s leave.
If the staff member fails to return to work at the end of the leave for reasons other than the
continuation, recurrence, or onset of a serious health condition of the staff member or of the staff
member’s immediate family member, or for circumstances beyond the control of the staff member,
the staff member shall reimburse the Board for the health insurance premiums paid by the Board
during the unpaid FMLA leave period.
A staff member who fraudulently obtains FMLA leave is not protected by this policy’s job
restoration or maintenance of health benefits provisions. The Superintendent shall prepare any
guidelines that are appropriate for this policy and ensure that the policy is posted properly. The
Superintendent shall provide a copy of the policy upon the request of a staff member.
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MEDICAL
MEDICAL
MUTUALMUTUAL
- OSBC (PPO)– OSBC (PPO)
MONTHLY
INSURANCE RATES*
JulyHEALTH
1, 2020
July 1, 2020

MONTHLY HEALTH INSURANCE RATES*
EMPLOYEE

BOARD

Single
$ 105.00
$ 593.26
Employee + One
$ 204.00
$ 1,157.62
Family
$ 299.00
$ 1,691.07
* - Rate for coverages in effect prior to 7-1-2011.

TOTAL

$ 698.26
$ 1,361.62
$ 1,990.07

MONTHLY HEALTH INSURANCE RATES#
EMPLOYEE

BOARD

TOTAL

Single
$ 140.00
$ 558.26
$ 698.26
Employee + One
$ 272.00
$ 1,089.62
$ 1,361.62
Family
$ 398.00
$ 1,592.07
$ 1,990.07
# - Rate for coverages in effect beginning 7-1-2011 and after.
DELTA DENTAL
MONTHLY DENTAL INSURANCE RATES
July 1, 2020
EMPLOYEE

Single
Employee + Spouse
Employee + Child(ren)
Family

$
$
$
$

5.77
11.54
14.97
23.16

BOARD

$
$
$
$

17.31
34.62
44.90
69.47

TOTAL

$
$
$
$

23.08
46.16
59.87
92.63

EYE MED VISION
EMPLOYEE

Single
Employee+Spouse
Employee+Child/ren
Family

$5.93
$11.27
$11.86
$17.43

PLEASE NOTE: Employees have the option to enroll in the group plans during the
first 30 days of employment. Insurance may be dropped at any time unless an employee is
enrolled in the flexible spending plan. Additions are allowed for newly hired employees,
birth or adoption of a child, marriage or divorce of employee, death or loss of spouse’s job.
Changes must be made within 30 days of the date of the event. Any changes are subject to
underwriting.

EYEGLASSES/CONTACT LENSES REIMBURSEMENT
Danville Board of Education approved an eyeglass and/or contact lenses reimbursement
program for Danville School employees. Each full-time employee may be reimbursed up
to $100 every two years beginning January 1, 2017 for the purchase of glasses or contact
lenses (for the employee only) upon submission of itemized receipts with proper district
reimbursement form.
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HOLIDAYS
Full time non-certificated nine (9), ten (10) or eleven (11) month employees shall
be granted the following paid holidays: 1) Labor Day, 2) Thanksgiving Day,
3) Christmas Day, 4) New Year’s Day, 5) Martin Luther King Day, 6) Good Friday,
7) Memorial Day
Full time non-certificated employees on a twelve (12) month contract are entitled
to eight (8) holidays; those listed above plus Independence Day.
HOURLY SALARY NOTICE
The Board shall notify each employee annually prior to July 1st the hourly salary to
be paid to said employee. It is the duty of each employee to report address changes to the
Board Treasurer in writing.
JOB-RELATED EXPENSES
The Board of Education will provide for the payment of the actual and necessary
expenses, including traveling expenses, of any non-certificated employee of the District
incurred in the course of performing services for the District, whether within or outside the
District, under the direction of the Board.
The validity of payments for job related expenses shall be determined by the
Superintendent. The use of a personal vehicle shall be considered a legitimate job expense
if travel is authorized by the Superintendent.
Whenever possible, School District vehicles shall be used instead of personal
vehicles.
Actual and necessary expenses incident to attendance at functions outside the
District shall be reimbursable to the employee if:
• such events have as their purpose programs that will improve the operation of
the District;
• approval has been obtained in advance from the Superintendent;
• attendance at District approved events outside the District shall be without loss
of regular pay unless otherwise stipulated prior to attendance.
The Treasurer shall prepare regulations for the reimbursement of travel expense
that shall include:
• Each request shall detail the reasons for the expenditure and not be labeled in
broad general terms.
• Under normal conditions, employees traveling on official business shall prove
themselves with sufficient funds of their own for ordinary expenses.
• Travel shall be by the most direct and economical route.
• Reimbursement shall be made only upon the presentation of receipts for all
expenses submitted for reimbursement. No reimbursement shall be made unless
original receipts are presented for all costs except mileage. Request for
reimbursement should be made monthly.
• Mileage must be computed as actual miles driven at the rate currently approved
by the Board for its employees. Mileage will only be paid to one driver to a
given destination on a given date, unless specific approval is given in advance
by the Superintendent.
• Final reimbursement must be approved by the Superintendent.
The Board will reimburse staff members for conference and inservice meetings that
are attended out of State at the same amount as those in State with the exception of mileage.
The maximum reimbursement for out of State mileage and transportation will be $100.
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LEAVE PROVISIONS
Sick Leave
Full time employees shall accumulate fifteen (15) days of sick leave per year,
which shall be credited at the rate of one and one-fourth (1-1/4) days per month for each
month employee is contracted to work. An employee may accumulate a maximum of one
hundred ninety-five (195) days of sick leave.
The Board shall accept by transfer the accumulated sick leave any new employee
has acquired in another position of public service in Ohio, provided that the last termination
of such service shall have been within the last ten (10) years.
New employees shall be credited with five (5) days sick leave in advance that
shall be part of the fifteen (15) days that can be accumulated for the year.
Use of Sick Leave
Sick leave may be used for the following purposes and must have the approval of
the Superintendent.
• For absence of the employee due to personal illness, injury, pregnancy, or
exposure to a communicable disease which could be communicated to other
employees or to students.
• For absence of the employee due to illness or injury of someone in the
employee’s immediate family. In this section, the employee’s immediate family
is defined to mean a member of the immediate family of the employee residing
in the home of said employee and shall also include absence for serious illness
of the employee’s parents, brother, sister, son or daughter. The exact number of
days granted under this section shall be determined by the circumstances.
• For absence due to death in the immediate family of an employee. In this section,
the immediate family of an employee is defined to mean the father, mother,
brother, sister, son, daughter, husband, wife, grandmother, grandfather, fatherin-law, or mother-in-law, son-in-law, or daughter-in-law. The exact number of
days granted shall be determined by the family relationship and the
circumstances surrounding the death.
Accumulated Sick Leave
The maximum number of accumulated sick leave is 195 days. Any other days off
for illness beyond the accumulated sick leave, or sick leave mandated by law, personal
days, and vacation days will be without pay.
Verification of Sick Leave
An employee requesting use of sick leave shall furnish a written signed statement
to justify the use of sick leave.
The filing, by an employee, of any willfully false statement concerning the cause
or duration of an absence shall be considered by the Board of Education as grounds for
suspension or dismissal.
Eligibility for Sick Leave
A sick leave of absence shall commence when the employee or agent, if the
employee is sufficiently disabled, reports the absence. Whatever the claims of disability,
no day of absence shall be considered to be a sick leave day on which the employee has
engaged in or prepared for other gainful employment, has participated in a concerted work
stoppage, or has engaged in any activity which would raise doubts regarding the validity
of the sick leave request.
Maternity Leave
A maternity leave of absence is granted for 6 weeks from the time of birth and 8
weeks for a C-Section or other complications.
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Records of Sick Leave
The personnel records of this District shall show the attendance of each employee,
and such days as that employee may be absent shall be recorded with the reason for such
absence notes. A record shall be made of the unused sick leave days accumulated by each
employee.
Sick Leave May Not Be Used for Vacation
Sick leave may not be used for vacation time or to extend a vacation.
Personal Leave
• Request on Kiosk, on the form herein incorporated, must be given to the supervisor
for acknowledgement and to the Superintendent at least five (5) days prior to the
requested date, except in emergencies. In emergency situations, the form shall be
submitted as early as possible.
• Personal leave shall be used in one-half (1/2) or one (1) day increments.
• Approved personal leave shall be at regular pay.
• Personal leave may not be accumulated from year to year.
• Personal leave shall require a signed certification that the leave will not be used for
seeking or engaging in gainful employment.
• Except in special circumstances, which must be explained in writing, personal leave
shall not be used to extend a holiday or vacation period the day before or day after.
• Dock days will not be approved before all personal days have been used.
• Fraudulent use of personal leave, as determined by the Superintendent, shall result
in disciplinary action including loss of pay.
• No more than one (1) day of personal leave may be used on or after the first Monday
in May in a particular school year unless approved in advance by the Superintendent
because of special circumstances.
Leave of Absence
The Superintendent may grant unpaid leave, not to exceed
(10) workdays, upon written application at least five (5) workdays prior to the intended
effective date of leave. The Board may grant unpaid leave of greater than ten (10)
workdays to employees. Such leaves will be considered if, at least sixty (60) days prior to
the intended commencement of leave, the employee submits written application to the
Superintendent. The application shall state the reason(s) for the request and the expected
duration of the leave. Upon proper application, the Superintendent shall make his/her
recommendation to the Board. The Board shall have the sole discretion to approve or
disapprove leaves as well as to determine the length that leaves will interrupt an employee’s
duties.
Jury Duty Leave
In the event an employee is notified to appear for jury
duty, he/she shall submit such notice to the Board Treasurer’s office as soon as possible.
Time required for the employee to serve as a juror shall be release time not
chargeable to either sick leave or personal leave.
The employee shall receive his/her regular rate of pay during the time he/she is
required to serve as a juror. Upon return from jury duty, the employee shall remit such
payment as received from the courts to the Board Treasurer.
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LIFE INSURANCE
AUL/American United Life
LIFE INSURANCE
All employees have $30,000 term life and accidental death and dismemberment
insurance with AUL/American United Life. Board pays $2.85 per month for each.
Group Voluntary Term Life/Ad & D is available in age-banded rates.
Group Voluntary Term Life is available for dependents. Employees may select up
to four (4) units at a cost of $2.00 per unit per month. Each unit covers spouse at $5,000
and each child at $2,500 to age 26.
PLEASE NOTE: Employees have the option to enroll in the group plan during the
first 30 days of employment. Insurance may be dropped at any time unless an employee
is enrolled in the flexible spending plan. Additions are allowed for newly hired
employees, birth or adoption of a child, marriage or divorce of employee, death or loss of
spouse’s job. Chances must be made within 30 days of the date of the event. Any other
changes are subject to underwriting.
MILITARY SERVICE
The Board of Education recognizes that military service rendered by an employee
in the defense of our country or in maintaining preparedness, is a service benefiting all
citizens.
Requests for military leave should be made to the Superintendent in advance of
impending military service. For purposes of seniority and placement on the salary guide,
up to four (4) years of absence in the armed service of the United States or the auxiliaries
thereof shall be counted as though services had been performed for the District during that
time.
Each employee must notify the Board of his/her intention to resume employment
within ninety (90) days of his/her release or discharge and no less than thirty (30) days
before the beginning of the semester and shall present to the Board evidence of an
honorable discharge or a discharge under honorable conditions.
Request for training leave of absence should be made to the Superintendent in
advance of absence. Request may be made by those employees who are members of the
Ohio Defense Corp., Ohio National Guard, Ohio Naval Militia, U.S. Army Reserve, U.S.
Naval Reserve, U.S. Air Force Reserve, U.S. Marine Corp. Reserve, Ohio. Any employee
on such leave for no more than thirty-one (31) days per year shall receive full compensation
during the period of leave, and shall accrue seniority status during the period of his/her
leave.
NON- DISCRIMINATION
No employee shall be appointed, reduced, removed, or in any way favored or
discriminated against because of race, national origin, religion, or marital status and to the
extent prohibited by law, no person shall be discriminated against because of age, sex, or
physical handicap.
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OUTSIDE ACTIVITIES OF EMPLOYEES
The Board of Education recognizes that employees of the District must enjoy
private lives and many associate with others outside of school for political, economic,
religious, cultural or personal reasons. The Board and its supervisory staff, however, have
a responsibility to evaluate employees in terms of their faithfulness to, and effectiveness in
discharging school duties and responsibilities. Therefore, when non-school activities
threaten an employee’s effectiveness within the District, the Board reserves the right to
evaluate the impact of such activities upon an employee’s responsibility to the Board.
With the issuance of a full-time contract, the Board of Education becomes the
individual’s primary employer. No employee shall then obligate or involve himself/herself
to interest or vestments outside his/her position with the Board that interferes with the
normal contractual commitment to the Board, except as approved by the Superintendent.
The following guidelines are provided for guidance. Non-certificated employees
shall not:
*give school time to outside activities when there is no valid reason to be excused
from assigned duties;
*use school property or school time to solicit or accept customers for private
enterprises;
*campaign on school property in behalf of any candidate for local, state or national
offices.
The Board does not endorse, support nor assume liability for any staff member of
this school district who conducts outside activities in which students and employees of this
District may participate.
OVERTIME
An employee who actually works more than forty (40) hours per week shall be paid
for those overtime hours at a blended rate of pay.
Holidays and calamity days do not count as time worked for the purpose of
computing overtime.
If driving extra trip(s) results in a driver working more than forty (40) hours per
week, such overtime hours shall be paid at a blended rate of pay.
Overtime hours shall be assigned as needed by the Superintendent (or designee).
The Board shall rotate the assignment of overtime by seniority, provided the employee is
qualified to perform the extra work. The Board reserves the right to use substitute
employees.
PAY DAYS
All employees’ pay shall be calculated and paid in twenty-six (26) equal payments.
The parties recognize that, by operation of the calendar, a three-week hiatus between pays
will occur every several years in order to avoid the necessity of a twenty-seventh (27th) pay.
The Board Treasurer will give employees at least sixty (60) days advance written notice of
when this will occur.
PERSONNEL FILES
Personnel records shall be maintained for all employees by the Administration.
Each employee shall have the right to review the contents of his/her own file. Inspections:
must be scheduled in advance, must not interfere with assigned responsibilities of the
employee, must be in the presence of the Superintendent or designee, limited to one (1) per
day, and is limited to those materials not excluded by law.
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The employee may remove no item from the file; however, each employee may
receive one (1) copy of the inspected information at the posted rate for copies.
The Board shall protect the confidentiality of personnel files to the fullest extent of
applicable law.
Anonymous letters and materials shall not be placed in an employee’s file nor shall
they be made a matter of record.
Employees shall have the right to respond to any document in their file. Such a
response shall be written or typed on a single sheet of paper and attached to the relevant
document.
Employees shall have the right to inspect derogatory material and attach a response
prior to such material being placed in the employee’s file.
REDUCTION IN FORCE
A. The number of employees affected by a reduction in force will be kept to a
minimum by not hiring replacements, insofar as practical, of those employees
who retire, resign, or otherwise leave a position.
B. Whenever the Board determines that a layoff is necessary in a job classification
for lack of work, lack of funds, transfer of property, or abolishment of positions,
the following procedures shall be followed:
1. Employees shall be laid off according to seniority within the
classification(s) of reduction. The Board shall first release limited
contract employees in reverse order of their classification seniority and
then release continuing contract employees in reverse order of their
classification seniority.
a. Classification seniority shall be defined as continuous District
service within the classification calculated from the most
recent appointment to the present classification.
b. Authorized leaves of absence do not constitute an interruption
of continuous service.
c. In the case of identical classification seniority, the earlier date
of application to the District shall determine seniority rank.
2. The following classification shall be used to determine classification
seniority for reductions in force.
Aide
EMIS Coordinator
Assist. Treasurer
HS Secretary 11 months
Bus Driver
Library Assistant
Bus Mechanic/Maint. Assist.
LPN
Cafeteria Supervisor
Maintenance Director
CLC Aide
Secretary 9 month
Cook
Trans./11-month Secretary
Custodian
Treasurer
RISK REDUCTION PROGRAM
The Board of Education believes that the employees and students of this District,
as well as visitors, are entitled to function in an environment as free from hazards as can
reasonably be provided. In this regard and in accordance with law, the Board will provide
reasonable and adequate protection to the lives, safety, and health of its employees and
students, in compliance with Federal State laws and regulations.
The Superintendent shall be responsible for the maintenance of standards in the
facilities to prevent accident and to minimize their consequences. S/He shall designate an
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employee who shall conduct periodic audits of health and safety conditions within the
facilities of the District and take appropriate action on any violations there of to the
Superintendent.
The Superintendent shall ascertain that the employees and students of this District
are aware of their rights to environment free of recognized hazards, that they are properly
trained in safety methods, that protective devices and equipment are available to meet
safety standards, and that proper rules and records are maintained to meet the requirements
of the law and the regulation of the Public Employees Risk Reduction Advisory
Commission.
In the event an inspection is made by a representative of the State, the
Superintendent shall report the finding to the Board at the meeting following the receipt of
the State report.
REPORTING ACCIDENTS
The Board of Education directs that all reasonable efforts be made to provide a safe
learning and working environment for the students and employees of this District.
To that end and to the end that an employee’s legitimate claims for worker’s
compensation may be expedited, the Board requires that accidents be reported and
evaluated. Any accident that results in an injury to an employee of the Board, or a visitor
to the schools must be reported promptly in Public School Works. Any accident that results
in an injury to a student or a visitor to the schools should be reported promptly to the
principal. Injured persons shall be referred immediately to the school nurse and/or
appropriate personnel for such medical attention as may be appropriate.
The injured employee or visitor or the staff member responsible for an injured
student shall complete a form that includes the date, time, and place of incident; the names
of persons involved; the nature of the injury to the extent that it is known; and a description
of all relevant circumstances.
Any employee of the Board who suffers a job-related injury must report the injury
and its circumstances utilizing the online procedure outlined on the following page, as
appropriate as soon as possible following the occurrence of the injury. The failure of an
employee to comply with this mandate may result in disciplinary action. Any employee of
the Board who suffers a job-related injury may file a claim with the Bureau of Workers
Compensation as provided in Policy 8442.01
If a staff member sustains a workplace injury while s/he is under the influence of
alcohol or a controlled substance not prescribed by his/her physician, s/he may be
disqualified for compensation and benefits under the Workers Compensation Act. If the
staff member tests positive or refuses to submit to a test for alcohol and/or other drugs after
sustaining a workplace injury, the employee may dispute or prove untrue the presumption
or belief that alcohol and/or other drugs are the proximate cause of the injury (i.e.,
rebuttable presumption).
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Accident Reporting Procedures
Danville Local Schools

Smarter Solutions. Safer Schools.
INTRODUCTION
The following procedures are applicable to all accidents. It is very important for you to follow the instructions below to ensure your
medical claims and return to work are processed smoothly. If you have any questions about reporting an accident, medical care, or next
steps, please do not hesitate to call the Treasurer’s Office at (740) 599-6116 ext. 3246.

WHAT TO DO IF YOU ARE IN AN ACCIDENT
Your health is the first priority! Please do not hesitate to seek professional care for a medical emergency.
A medical emergency is when you need immediate medical services that are necessary to alleviate severe pain, or an acute injury that
could lead to a serious physical disability, mental disability or death.
IMMEDIATELY submit an Employee Accident/Exposure Incident Report.
To submit an employee incident report, go to the district website (http://www.danvilleschools.org/), put your mouse cursor on Staff (on
the left side of the page and click on Health & Safety, click on Report an Employee Accident, and then click on Submit Accident Report.
Enter all information requested and follow the steps to submit your report.
If you need help, ask your supervisor or call the Treasurer’s Office at (740) 599-6116 ext. 3246. If the injured employee is unable to
submit the accident report, another employee can complete the report with the assistance of the affected employee.

MEDICAL CARE OPTIONS
When obtaining medical care, remember you MUST TELL THE PHYSICIAN it is due to a work-related injury.
First Visit
The first visit to any medical provider, whether an emergency or non-emergency, is covered for a work-related injury considered
compensable by the Bureau of Workers’ Compensation.
All Other Visits
After the first visit, if you obtain medical care for a work-related injury from a medical provider other than those noted below, workers’
compensation insurance may not cover the costs and you may have to pay for the services.
1.

Emergency Room

2.

Urgent Care facility

3.

BWC Certified Physician (To get the name of a BWC Certified Physician, call 1-800-OHIOBWC. If you are unsure who is a BWC
Certified Physician, it is recommended you go to an Emergency Room or Urgent Care facility.)

IF EXPOSED TO ANOTHER PERSON’S BODILY FLUIDS (BLOODBORNE PATHOGENS)
If you are exposed to the body fluids of another person, the following documents must be given to the medical provider.
Item

Where to Obtain

1.

A copy of the district Bloodborne Pathogens Exposure Control Plan (this
includes additional information regarding procedures associated with an
exposure)

Safety Document Library within PSW

2.

A copy of the OSHA Bloodborne Pathogens regulations (29 CFR 1910.1030)

Safety Document Library within PSW

3.

A copy of the completed Employee Accident/Exposure Report

Accident Management System within PSW

4.

Results of the source individual's blood testing (if available)

From the other individual or medical
provider

5.

All medical records applicable to treatment of the employee, including
vaccination status

From medical provider

Confidential
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SEVERANCE PAY AT RETIREMENT (Policy #4415)
The Board shall provide severance pay under the following provisions:
• An employee with at least ten (10) years of service with the district may elect, at
the time of SERS service retirement from active service with the Board, to be
paid cash for the value of his/her accumulated sick leave.
• Payment will be made at the rate of twenty-five percent (25%) of the employee’s
accumulated sick leave to a maximum of one hundred sixty (160) days. Such
payment shall be based on the employee’s per diem rate at the time of retirement.
• Payment shall eliminate all accumulated sick leave.
• Such payment shall be made only once to any employee.
• The written request for payment shall be submitted to the Board for approval
along with a declaration and request for retirement.
• The above payment shall be exempt from retirement payment and other
deductions accept as required by law.
STAFF DEVELOPMENT
The Board of Education believes that training is a prerequisite for continued growth
of staff and, therefore, encourages the participation of non-certificated staff members in inservice and other training programs.
The Superintendent may plan and implement a program of in-service training for
non-certificated staff members.
The Board may reimburse staff members for the costs incurred in participation
therein, subject to prior approval of the Superintendent. However, under no circumstances
will staff members be reimbursed for the purchase of alcoholic beverages.
Participation in the program shall be voluntary unless considered part of the duties
of any participating staff member.
STUDENT SUPERVISION AND WELFARE
Each non-certificated staff member shall maintain a standard of care for the
supervision, control, and protection of students commensurate with assigned duties and
responsibilities.
It is the responsibility of the Superintendent to prepare administrative guidelines
for the maintenance of the following standards:
• Each non-certificated staff member shall report immediately to a building
administrator any accident, safety hazard, or other potentially harmful condition or
situation s/he detects.
• Each non-certificated staff member shall immediately report to a building
administrator any knowledge of threats of violence by students.
• A non-certificated staff member shall not send students on any personal errands.
• A non-certificated staff member shall not inappropriately associate with students at
any time in a manner which may give the appearance of impropriety, including, but
not limited to, the creation or participation in any situation or activity which could
be considered abusive or sexually suggestive or involve illegal substances such as
drugs, alcohol or tobacco. Any sexual or other inappropriate conduct with a student
by any staff member will subject the offender to potential criminal liability and
discipline up to and including termination of employment.
• A non-certificated staff member shall not transport students in a private vehicle
without the approval of a building administrator.
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•
•

A student shall not be required to perform work or services that may be detrimental
to his/her health.
If a student approaches a non-certificated staff member to seek advice or to ask
questions regarding a personal problem related to sexual behavior, substance abuse,
mental or physical health, and/or family relationship, etc., the non-certificated staff
member may attempt to assist the student by facilitating contact with certified or
licensed individuals in the District or community who specialize in the assessment,
diagnosis, and treatment of the student’s stated problem. However, under no
circumstances should a non-certificated staff member attempt, unless properly
licensed authorized to do so, to counsel, assess, diagnose, or treat the student’s
problem or behavior, nor should such non-certificated staff member inappropriately
disclose personally identifiable information concerning the student to third persons
not specifically authorized by law.

Since most information concerning a child in school, other than directory
information described in Policy 8330, is confidential under Federal and State laws, any
staff member who shares confidential information with another person not authorized to
receive the information may be subject to discipline and/or civil liability. This includes,
but is not limited to, information concerning assessments, grades, behavior, family
background, and alleged child abuse.
Pursuant to the laws of the State and Board Policy 8462, each non-certificated staff
member shall report to the proper legal authorities, immediately, any sign of suspected
child abuse or neglect.
TERMINATION OR RESIGNATION
The employment of a non-certificated staff member may, upon a majority vote of
the Board of Education, be suspended and/or terminated for violation of the Board policies.
It is the policy of the Board that employees who are not going to be rehired be given
an opportunity to resign.
An employee under contract may resign by filing a written resignation with the
Treasurer or the Superintendent at lease two (2) weeks prior to the effective date of the
resignation, unless the Board permits an earlier date.
Reporting Professional Misconduct
Consistent with Policy 8141 and State law, the Board and/or the Superintendent
will file a report to the Ohio Department of Education, on forms provided by the
Department for that purpose, matters of professional misconduct on the part of certain noncertificated employees who are also licensed by the Ohio Department of Education (e.g.,
aides with a permit, paraprofessionals with a license, and those individuals who do not hold
a valid educator’s license but who are employed by the Board under a Pupil Activity
Permit), including a conviction of the staff member of certain enumerated crimes and/or
conduct which is determined to be unbecoming to the teaching profession. Reports of any
investigation regarding whether or not a classified employee who is also an employee
licensed by the Ohio Department of Education has committed an act or offense for which
the Board is required to make a report to the Ohio Department of Education shall be kept
in the personnel file of the non-certificated staff member. Should the Ohio Department of
Education determine that the results of that investigation do not warrant initiating an action
suspending, revoking, or otherwise limiting that classified employee’s license or permit,
the report(s) of any investigation will be moved to a separate public file.
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TRANSFER AND PROMOTIONS
The Board shall be the sole determiner of job vacancies and whether those
vacancies will be filled.
When the Board fills a vacancy, it shall post the position(s) for two (2) working
days during the school year, or five (5) working days at any other time.
During the posting period, current employees within the classification of the
vacancy may apply for the posted job. Employees whose abilities and qualifications,
including professionalism, meet the necessary requirements for the position will be given
first consideration.
Any position vacancy not filled from within the classification shall be open to
employees from other classifications. If a qualified applicant exists, the position shall be
awarded on the basis of seniority.
A current employee who successfully bids on a vacancy shall be allowed a trial
period. This trial period shall not exceed twenty (20) working days. If, during this trial
period the employee cannot fill the position satisfactorily, or if the employee rejects the
position, he/she shall be able to return to his/her former job.
Seniority shall be calculated by continuous employment from the employee’s first
date of hire by the Board. Should seniority dates be identical, the tie shall be broken by
date of application, then by lot.
During the twenty (20) day trial period, the employee shall not lose seniority in
his/her previous position. Employees retained past the twenty (20) day trial period in the
new position shall be credited with the trial period for the purpose of classification
seniority.
USE OF TOBACCO BY NON-CERTIFICATED STAFF
The Board of Education is committed to providing students, staff, and visitors with
a tobacco-free environment. The negative health effects of tobacco use for both users and
nonusers, particularly in connection with second hand smoke, are well established.
Further, providing a tobacco-free environment is consistent with the role-modeling
responsibilities of teachers and staff to our students.
For purposes of this policy, “use of tobacco” shall mean all uses of tobacco,
including cigars, cigarettes, pipe tobacco, chewing tobacco, snuff, any other matter of
substances that contain tobacco, in addition to papers used to roll cigarettes, and other
lighted smoking devices or vaping devices for burning tobacco or any other plant.
In order to protect students and staff who choose not to use tobacco from an
environment noxious to them, and because the Board does not condone the use of tobacco,
the Board prohibits the use of tobacco by non-certificated staff members at all times on
school property. This prohibition extends to any Board-owned and/or operated vehicles
and to any school-related event.
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VACATIONS
Non-certificated employees who are contracted for twelve (12) months of work
shall be granted vacation with pay as follows:
• After one (1) year of continuous service – ten (10) work days.
• After ten (10) years of continuous service – fifteen (15) work days.
• After twenty (20) years, twenty (20) work days will be granted. These
days must be taken during spring break or by mutual agreement between the
employee and the Administration.
Vacations shall normally be scheduled during those periods of the year when
school is not in session (summer break, Christmas break). Employees shall notify the
Administration no later than April 1 of the time period(s) that they wish to take as their
vacation. The Administration shall attempt to grant vacation according to the employee’s
preference insofar as it is possible to do so in accordance with the staffing needs and the
workload of the District. In cases of conflict, the employee with greater classification
seniority shall be given preference, provided the employee has submitted his vacation
schedule prior to April 1st. Vacation requests received after April 1st shall be on a first
come-first serve basis. If vacation days are requested after April 1st, the employee must
give their supervisor a 48-hour notice before vacation time is granted. In case of a special
circumstance, an employee may give a 24-hour notice. This may only occur twice.
DRESS CODE
All non-certified staff members are expected to dress according to their position. A neat
and well-groomed appearance is particularly important considering the daily contact all
staff have with students and the public. A staff’s appearance/dress will be left to the
discretion of the individual in as much as the individual’s professional appearance/dress
habits falls within standards established by community/school district values, morals, and
building student dress code.
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Danville Local Schools
2019-2020 Bus Drivers
Contract

Last
Name

First
Name

Phone

Reg

Banbury

Barbara

740-3985427

Sub

Blubaugh

Philip

740-5045818

Reg

Boeshart

Sarah

740-5017353

Sub

Cassell

Thomas

740-3983668

Reg

Helmick

Rosemary

740-5075462

Reg

Gordon

Harmon

740-5047932

Reg

Miller

Rachel

740-3582443

Sub

Jason

Snively

513-5191651

Reg

Strouse

Marietta

740-5046584

Reg

Thomas

Lauri

740-3984110

Sub

Whitmore

Janet

740-5077439
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BUS RULES AND REGULATIONS
Depending on the severity and repetitiveness of the offenses and
the age of the offender, the following actions/disciplinary measures may
be used at the discretion of the building principal.
Students are expected to conduct themselves in such a way that
they respect and consider the rights of others. Students of the District must
conform with school regulations and accept directions from authorized school personnel.
• Students shall obey the directions of the bus driver at all times.
• Disruptive behavior interfering with the safe operation of the bus will not be
tolerated.
•
Fighting will not be permitted.
• Students may not have in their possession any weapon or object which may be
considered harmful.
•
The use of profane, vulgar and/or obscene language will not be permitted.
•
The possession and/or use of tobacco or tobacco related products are strictly
prohibited.
•
The possession and/or use of illegal substances and/or counterfeit drugs are
strictly prohibited.
•
The possession and/or use of alcohol are prohibited.
•
The destruction of or defacing of school property will not be permitted.
Safety Issues
•
All books, packages and other objects carried onto the bus must be kept out
of
the aisle.
•
Students will remain seated at all times.
•
Students will not be permitted to eat or drink while on the bus.
•
Speaking at a reasonable conversational level will be permitted, however,
yelling, shouting or using a loud boisterous voice or behavior will not be
tolerated.
• Throwing objects while on the bus will not be permitted.
• Students may not extend any body parts out a bus window.
First Offense The student and bus driver will conference and the bus driver will
document for the file.
Second Offense The bus driver and/or the transportation supervisor will contact
the student’s parent by phone and document for the file.
Third Offense The student will receive a conduct report, resulting in a conference
with student, parent, driver and principal. At the conference, appropriate disciplinary
measures will be decided. Possibilities may include: denial of bus privileges, controlled
learning center, and other.
DRUG AND ALCOHOL TESTING OF CDL LICENSE HOLDERS
The Board of Education believes that the safety of students while being transported
to and from school or school activities is of utmost importance and is the primary
responsibility of the driver of the school vehicle. To fulfill such a responsibility, each
driver, as well as others who perform safety-sensitive functions with Board-owned and/or
operated ("Board-owned") vehicles must be mentally and physically alert at all times while
on duty. To that end, the Board has established this policy and others related to employees'
health and well-being.
32

For purposes of this policy and the guidelines associated with the policy, the
following definitions shall apply.
A. The term illegal drug means drugs and controlled substances, the possession
or use of which is unlawful, pursuant to Federal, State, and local laws and
regulations.
B. The term controlled substance includes any illegal drug and any drug that
is being used illegally, such as a prescription drug that was not legally obtained
or not used for its intended purposes or in its prescribed quantity. The term does
not include any legally-obtained prescription drug used for its intended purpose
in its prescribed quantity unless such use would impair the individual's ability
to safely perform safety-sensitive functions.
C. The term controlled substance abuse includes excessive use of alcohol
as well as prescribed drugs, not being used for prescribed purposes, in a prescribed
manner, or in the prescribed quantity.
D. The term safety-sensitive functions include all tasks associated with the
operation and maintenance of Board-owned vehicles.
E. The term CDL license holder means all regular and substitute bus drivers,
other staff members who may drive students in Board-owned vehicles or inspect,
repair, and maintain Board-owned vehicles.
F. The term while on duty means all time from the time the CDL license holder
begins to work or is required to be in readiness for work until the time s/he is
relieved from work and all responsibility for performing work.
The Board expects all CDL license holders to comply with Board Policy 4122.01
on Drug Free Schools which prohibits the possession, use, sale, or distribution of alcohol
and any controlled substance on school property at all times. Further, the Board concurs
with the Federal requirement that all CDL license holders should be free of any influence
of alcohol or controlled substance while on duty.
The Board directs the Superintendent to establish a drug and alcohol testing
program whereby each regular and substitute bus driver, as well as any other staff member
who holds a CDL license, is tested for the presence of alcohol in his/her system as well as
for the presence of the following controlled substances:
A. Marijuana
B. Cocaine
C. Opiates
D. Amphetamines
E. Phencyclidine (PCP)

The drug tests are to be conducted in accordance with Federal and State
regulations a.) prior to employment, b.) for reasonable cause, c.) upon return to duty
after any alcohol or drug rehabilitation, d.) after any accident, e.) on a random basis,
and f.) on a follow-up basis.
Candidates shall also be tested for the presence of alcohol in their system prior to
employment.
Any staff member who tests positive shall be prohibited from performing or
continuing to perform his/her safety-sensitive functions (e.g., driving any Board-owned
vehicle) and be referred to the District’s Employee Assistance Program.
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Furthermore, if during any test the lab determines that an adulterant has been added
to the specimen, then the test will be considered positive and the employee shall be
prohibited from driving any school vehicle and be referred to the District’s Employee
Assistance Program and/or the employee will be re-tested with an observed collection to
prevent the addition of an adulterant to the specimen.
Any staff member who refuses to submit to a test shall be prohibited from
performing or continuing to perform his/her safety-sensitive functions (e.g., driving any
Board-owned vehicle).
Staff member who voluntarily disclose that they have an addiction to alcohol or
controlled substances will qualify for the receipt of medical insurance benefits for
treatment of alcohol or substance abuse, including follow-up care, to the extent that such
benefits are provided for or offered in the Board's health insurance package. Voluntary
disclosure of an alcohol or drug addiction by a staff member will not subject the staff
member to disciplinary action unless such disclosure is made after the staff member is
selected to be tested or immediately prior to the selection of staff members to be tested.
Nothing herein shall prevent the Board from disciplining a staff member for misconduct
associated with his/her alcohol and/or drug use regardless of whether the employee has
disclosed that s/he has an alcohol or drug addiction.
A staff member will be subject to disciplinary action, up to and including
termination, for any of the following reasons:
A. reports for duty or performs work while having an alcohol concentration of 0.02
or greater
B. reports for duty or performs work while testing positive for using a prohibited
drug, or while being under the influence of a prohibited drug
C. refuses to submit to drug and/or alcohol testing
D. alters or attempts to alter or unduly influence alcohol and/or drug testing results
E. fails to remain readily available for post-accident testing (including notifying
his/her supervisor of his/her location, if the staff member leaves the scene of
the accident prior to the submission of a post-accident test, unless the staff member's
departure is to obtain necessary emergency medical care)
Prior to the beginning of the testing program, the Board shall provide a drug-free
awareness program which will inform each CDL license holder about:
A. the dangers of illegal drug use and controlled substance and alcohol abuse;
B. Board Policy 4122.01 - Drug-Free Workplace, Policy 4161 - Unrequested
Leaves of Absence, Policy 4170 - Substance Abuse, and Policy 4170.01 –
Employee Assistance Program;
C. the topics identified in AG 4162A
D. the sanctions that may be imposed for violations of Policy 4122.01.
The Board will compensate drivers 1 hour at activity rate plus mileage for time
incurred reporting for random alcohol drug testing.
Alcohol and drug test results shall be protected as confidential medical records as
appropriate under the Americans With Disabilities Act (i.e. test results shall be provided
on a right to know basis – the employee, the employer, and the substance abuse professional
– and the results shall not be presented until analyzed by a Medical Review Officer).
A tested individual, upon written request, will have access to any records relating
to his/her use of drugs and alcohol, including any records pertaining to his/her drug and
alcohol tests. A tested individual must provide written authorization before his/her test
result can be provided to any other person except a government agency specified in the
applicable Federal regulations.
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All tests shall be conducted in accordance with Federal testing guidelines and be
performed by a laboratory that is Federally certified (i.e. testing procedures and devices
used will be as set forth in 49 C.F.R. Part 40).
The alcohol and drug-testing program shall be under the direction of the
Superintendent or designee. The Superintendent shall arrange for the required amount of
training for appropriate staff members in drug recognition, in the procedures for testing,
and in the proper assistance of staff members who are subject to the effects of substance
abuse. The Superintendent shall submit, for Board approval, a contract with a certified
laboratory to provide the following services:
A. testing of all first and second test urine samples
B. clear and consistent communication with the District's Medical Review
Officer (MRO)
C. methodology and procedures for conducting random tests for controlled
substances and alcohol
D. preparation and submission of all required reports to the District, the MRO,
and to Federal and State governments
The Superintendent shall also select the agency or persons who will conduct the
alcohol breathalyzer tests, the District's MRO, and the drug collection site(s) in accordance
with the requirements of the law.
Educational materials explaining the requirements of the Federal regulations and of
the Board's policies and procedures to meet the Federal regulations shall be provided to all
staff members, including the following:
A. the name of the person designated by the Board to answer questions about
the materials
B. information sufficient to make clear to employees the period of the work
day during which they are required to comply with the regulations
C. information concerning what conduct is prohibited
D. the circumstances under which employees are subject to testing
E. the procedures for testing in order to protect the employee and the integrity
of the testing process, to safeguard the validity of the test results, and to confirm
the results are attributed to the correct employee
F. the requirement that staff members must submit to testing as required by the
regulations
G. an explanation of what constitutes a refusal to be tested and the attendant consequences
H. the consequences of testing positive, including the requirements of immediate
removal from safety-sensitive functions, and the procedures regarding referral,
evaluation, and treatment
I. the consequences for a test indicating an alcohol concentration greater than 0.02, and
J. information concerning the effects of alcohol and drug misuse on an individual's
health, work, and personal life; signs and symptoms of an alcohol problem (the
employee's or a co-worker's); and available methods of intervening when a drug or
alcohol problem is suspected (including confrontation and how to refer someone to
an Employee Assistance Program or to management)
These materials are to be distributed to each staff member upon being hired or
transferred into a covered position thereafter. Each staff member must sign a statement
certifying receipt of these materials. Each employee (and labor organization representing
Board employees) shall receive written notice of the availability of this information, and
the identity of the Board's designated representative in charge of answering employee
questions about the materials.
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EMERGENCY PROCEDURES FOR BUSES
Procedures for:
Accident
• Radio code red accident
• Tell location
• Vehicles involved
• Injuries – check injuries – do not move injured unless they are in danger
if there is smoke or fire coming out of bus move injured people
• Secure scene – reflectors 1-100 yds. behind bus, 1-100 yds. in front of bus
and 1 beside bus on traffic side.
Disability of Driver
• Two (2) responsible students per bus should know how to set the brakes/
call for help on the radio//shut off bus motor (key must be left on for
radio to work.)
School Bus Failure (bus break down)
• Evacuate children 100yds away from bus if necessary (smoke or fire)
• Radio for help
• Send one (1) responsible student with an emergency card containing
emergency numbers to the nearest house only if radio does not
work. (If no responsible student is available try to stop a passing car to
send for help). Do not leave the bus with students on it.
Weather
• School will radio with information
• Each driver must have several places on each route that is a safe place for the bus
and students to use in an emergency (know where you can go no matter where you
are on your route) these places need to be listed on bus route schedule.
• In case of snow or ice driver will be called.
Weapons, Assaults, Unauthorized Attempted Boarding and
Impending Movement of Bus
• Code Red (give as much information as possible).
• Pull bus over at first safe location.
• If possible evacuate students from bus 100yds to a safe place.
• If there is a weapon - your first priority is the safety of the students.
• The District will notify the authorities.
Radio Code Red for all emergencies. Drivers – when you hear Code
Red leave your radio’s channel open.

PROCEDURES REVIEW
• Pre-Trip Inspections are a must. Make sure medical kit, radio, and fire
extinguisher are on the bus. Inspection forms are to be turned in every two weeks
with the time sheets.
• Check seats after every trip for students and belongings. Any cuts should be
reported immediately.

• If repairs are needed, use the Bus Repair Order Form and give it to the
Supervisor immediately. If a major problem, notify supervisor
immediately and drive a spare.
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• You must receive 4 hours of mandatory classroom instruction every year and
a day of pay for this is included in your contract.
• Students are not to be on the bus when refueling.
• Use red lights at drop-off and pick-up points at the school buildings.
• Student’s drop-off point at school cannot cross a lane of traffic.
• Use proper handicap loading and unloading procedures.
• Ignition keys must be removed from the bus and taken by the driver. Spare
keys for subs are located in the bus garage.
• Close bus door/windows and check seats after every trip.
• The Board of Education must approve all bus stops and turnarounds.
• School bus turnarounds – school bus stop-ahead signs – notify Supervisor if
there is a need.
• Mileage must be taken the first full week of October.
• A student time schedule and seating chart must be kept on the bus at all times.
• Please advise the secretary when there is a change in your roster.
• Make sure pertinent information is readily available and up to date for
substitute drivers.
•
Do three scheduled evacuation drills every year within the first two weeks
of school.
• Follow bus rules and regulations approved by the Board and the Ohio
Department of Education Transportation Department.
•
•
•
•
•
•
•

Follow through with discipline issues immediately by filling out discipline report
and turning it in to the Transportation Supervisor.
There will be assigned seating for routes and all field trips and extra curricular
activity trips.
Be familiar with emergency procedures and radio language.
Radio “leaving on route or trip” when you are leaving on a route or trip and in and
empty” when you have returned and checked your bus for students and belongings.
Hang “empty” sign at the top rear window of the bus.
Time sheets are to be filled out completely and turned in on Friday morning to
Supervisor. If you have weekend trips you are responsible to call the Assistant
Treasurer x3228 and report destination and hours before Monday morning.
All drivers must recertify every six (6) years.

VIDEO SURVEILLANCE AND ELECTRONIC MONITORING
The Board of Education authorizes the use of video surveillance and electronic
monitoring equipment at various school sites throughout the District and on school buses.
The video surveillance/electronic monitoring equipment shall be used to protect Board
property and assets from theft and vandalism, through deterrence and video documentation.
The system is not designed nor intended to protect individuals from being victims of violent
or property crimes, nor to detect other potentially illegal and undesirable activities that may
occur, although information may be used as evidence in such cases.
The monitoring of actions and behavior of individuals who come onto school
property is a significant factor in maintaining order and discipline and protecting students,
staff, visitors, and school and student property. Video surveillance/electronic monitoring
systems serve to complement other means being employed in the District to promote and
foster a safe and secure teaching and learning environment for students and staff. The
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Board recognizes that the use of a video surveillance/electronic monitoring system does
not replace the need for the ongoing vigilance of the school staff assigned by the building
principal to monitor and supervise the school building. Rather, the video
surveillance/electronic monitoring system serves as an appropriate and useful tool with
which to augment or support the in-person supervision provided by staff. The building
principal is responsible for verifying that due diligence is observed in maintaining general
campus security.
The Superintendent is responsible for determining where to install and operate
fixed-location video surveillance/electronic monitoring equipment in the District. The
determination of where and when to use video surveillance/electronic monitoring
equipment will be made in a nondiscriminatory manner. Video surveillance/electronic
monitoring equipment may be placed in common areas in school buildings (e.g., school
hallways, entryways, the front office where students, employees and visitors are permitted
to freely come and go, gymnasiums, cafeterias, libraries), the school parking lots and other
outside areas, and in school buses. Except in extraordinary circumstances and with the
written authorization of the Superintendent, video surveillance/electronic monitoring
equipment shall not be used in areas where person have a reasonable expectation of privacy
(e.g., restrooms, locker rooms, changing areas, private offices (unless there is express
consent given by the office occupant), or conference/meeting rooms), or in individual
classrooms during instructional times. Any person who takes action to block, move, or alter
the location and/or viewing angle of a video camera shall be subject to disciplinary action.
Legible and visible signs shall be placed at the main entrance to buildings and in
the areas where video surveillance/electronic monitoring equipment is in use to notify
people that their actions/behavior are being monitored/recorded. Additionally, the
Superintendent is directed to annually notify parents and students via school newsletters
and the Student Handbook, and staff via the Staff Handbook, of the use of video
surveillance/electronic monitoring systems in their schools.
Any information obtained from video surveillance/electronic monitoring systems
may only be used to support the orderly operation of the School District's schools and
facilities, and for law enforcement purposes, and not for any other purposes. As such,
recordings obtained through the use of video surveillance/electronic monitoring equipment
may be used as evidence in any disciplinary proceedings, administrative proceeding or
criminal proceeding, subject to Board policy and regulations. Further, such recordings may
become a part of a student's education record or staff member's personnel file.
The Board will not use video surveillance/electronic monitoring equipment to
obtain information for the purpose of routine staff appraisal/evaluation or monitoring.
Recordings of students will be treated as confidential. Consequently, because the Board is
bound by Ohio's Student Records Statute and the Family Educational Rights and Privacy
Act (FERPA), copies of video recordings containing personal identifiable information
about students shall not be released except to school officials with legitimate educational
interests. Parents or guardians of minor students, and students who are eighteen (18) years
of age or older, who are charged with disciplinary violations may view relevant portions
of any video recording related to the charge, upon written request to the building principal,
provided that viewing the recording does not violate State and/or Federal law (i.e., the
privacy rights of any other students whose images appear on the recording). Likewise,
school personnel may view relevant portions of any video relating to any disciplinary
charge against them, upon written request to the building principal, provided that viewing
the recording does not violate State and/or Federal law (i.e., the privacy rights of any
students whose images appear on the recordings). Otherwise, such confidential recordings
shall only be released through subpoena or court order.
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The Board shall maintain video surveillance/electronic monitoring recordings for a
limited period. Any request to view a recording under this policy must be made within
seven (7) days of the event/incident. Unless a formal complaint is being investigated,
recordings shall be destroyed after seven (7) days. If, however, action is taken by the
Board/administration as a result of a formal complaint or incident recordings shall be kept
for a minimum of one (1) year from the date of the action taken.
This policy does not address or cover instances where school officials record a
specific event (e.g., a ply, music performance, athletic contest, graduation, or Board
meeting), or an isolated instance where a classroom is videotaped for educational or
research purposes. Authorized videotaping for educational, instructional and/or research
purposes is permitted and is not addressed by this policy.
The Superintendent is directed to develop administrative guidelines to address the use of
video surveillance/electronic monitoring equipment in school buildings, school buses and
on property owned and/or operated by the Board.
Video surveillance is to be implemented in accordance with this policy and the
related guidelines. The Board will not accept or tolerate the improper use of video
surveillance/electronic monitoring equipment and will take appropriate action in any cases
of wrongful use of this policy.
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TO:

ALL BUS DRIVERS

FROM:

Phil Blubaugh

RE:

BUS EVACUATION DRILLS

Please conduct 3 evacuation drills. _________________ _______________ __________________
Record your drills on this sheet and return them to the transportation secretary as soon as they are all
completed.
Thank You

Front Door Drill
Date

____________________________
Witness

________________________________

Rear Door Drill
Date

____________________________
Witness

________________________________

Front & Rear Drill
Date

____________________________
Witness

_______________________________

________________________________________
Driver

________________________
Bus #
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PRE-TRIP INSPECTION

GALLONS OF FUEL. __________

J. Beeper (in reverse)
K. Radio Check

D. Coolant hoses & air
E. Belts
F. Water pump
G. Wiring
H Air Compressor
I. Steering system, hoses, fluid levels

A. Oil pressure
B. Air pressure
C. Amp & Volt meter
D. Temperature Gage
E. CDL Air Brake Check
A. Service brake leaks
B. Low pressure light & buzzer

GAGES & BRAKE CHECK (Start Engine)

D. Fuses & reflectors
E. First Aid Kit/emergency assistant cards
F. Electrical fuses/circuit breakers
G. Flashlight

A. Steps, handrails, walkway
B. Windshield, mirror, visor
C. Fire extinguisher

INSIDE SAFETY EQUIPMENT

P. Air chamber lines & slack adj. rims, lugs,
brake drums, spacers & hub
Q. Suspension, springs, shocks & holder
R. Tail lights, hazard lights, red warning lights &
spacers, hub & mud flaps, rear clearance lights
S. Emergency door & floor cleanliness
T. Open lift door (if equipped) checkover
U. Right rear tires 2/32 tires, rims, lugs, drum, spacers, hub
hub & mud flaps

F. Stop arm & lights & left side turn signal
G. Left front tire, rim, lugs, drum, hub, oil seal, mud flaps, bud wheel
H. Lt. Side makers, clearance & turn signal lights
I. Air chamber, lines & slack adj.
J. Frame, steering box & steering arm
K. Suspension, springs, holders & shocks
L. Battery Box
M. Drive shaft & exhaust system
N. Frame & air storage tank (Properly mounted & secured)
O. Left rear tires 2/32 in/outside & mud flaps

A. Dents, scratches & vandalism
B. Mirror brackets
C. Headlights - low beam
D. Front hazard & red warning lights
E. Front clearance lights

WALK AROUND (turn wheels left)

G. Master override
H. Step light & service door
I. Horn

A. Hood and hinges
B. Moisture
C. Oil level & coolant level

ENGINE COMPARTMENT

A. Indicator lights, high beams, instrument panel lights
B. Windshield wipers & washer
C. Heater fans
D. Defroster fans
E. Dome Lights
F. Master warning lights

CONTROL PANEL

A. Damage to bus
B. Leaning to one side
C. Fresh oil, grease, coolant and fuel leaks
D. Hazards around bus

OVERVIEW

Complete Reports

A. Set parking brake, put in neutral
B. Diesel cool down 3-5 minutes
C. All switches off, before turning off key
D. Check for students and belongings
E Check for cleanliness
F. Seat damage, any interior damage
G. Proper fuild level transmission (weekly)

POST TRIP INSPECTION

A. Seat Belt
B. Steering
C. Driver's seat secure
D. Parking break (Before you pick up any child
you will check transmission for slipping, brakes
for pulling, suspension & ride)
E. Service brakes
F. Engine
G. Transmission
H. Suspension

OPERATION INSPECTION

D. Open Emergency Door
1. Check Light. 2. Secure Door
E. Back-up light

A. Warning lights - Amber
B. Seats
C. Emergency exits

INSIDE WALK BACK (engine off)

shocks, mud flaps (if necessary to inspect any of the
above step on bus turn wheels to the right)

V. Air chamber, lines & slack adj.
W. Suspension, springs, holders & shocks
X Rt. Side makers, clearance & turn signal lights
Y. Right front wheel tire 4/32, rim, lugs, drum, hub seal
air chamber lines, slack adj. frame suspension, springs,

_______________START_____________AM/PM
_______________TOTAL________________

Date: __________________Bus No. __________Driver ____________________________________________ Mileage ________________END______________AM/PM

DANVILLE TRANSPORATION DEPARTMENT
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