Code No. 402.3

ABUSE OF STUDENTS BY SCHOOL DISTRICT EMPLOYEES

Physical or sexual abuse of students, including but not limited to sexual or physical relationships,
grooming behavior, and otherwise inappropriate and intentional sexual behavior, by employees will not
be tolerated. The definition of employees for the purpose of this policy includes not only those who work
for pay but also those who are volunteers of the school district under the direction and control of the
school district. Employees found in violation of this policy will be subject to disciplinary action up to
and including discharge.

The school district will respond promptly to allegations of abuse of students by school district employees
by investigating or arranging for the investigation of an allegation. The processing of a complaint or
allegation will be handled confidentially to the maximum extent possible. Employees are required to
assist in the investigation when requested to provide information and to maintain the confidentiality of
the reporting and investigation process.

The school district has appointed a Level I investigator and alternate Level I investigator. The school
district has also arranged for a trained, experienced professional to serve as the Level II investigator. The
Level I investigator and alternate will be provided training in the conducting of an investigation at the
expense of the school district. The names of the investigators are listed in the student handbook published
annually in the local newspaper and posted in all school facilities.

The superintendent is responsible for drafting administrative regulations to implement this policy.

Legal Reference: Towa Code §§ 232.67, .70, .73, .75; 235A; 272A; 280.17; 709, 728.12(1) (2013).

281 I.A.C. 12.3(6), 102; 103.

441 1.A.C. 155; 175.

1980 Op. Att'y Gen. 275.

Cross Reference: 104 Anti-Bullying/Harassment Policy

104R1 Anti-Bullying/Harassment Policy - Investigation
104E1 Anti-Bullying/Harassment Policy - Complaint Form
104E2 Anti-Bullying/Harassment Policy - Witness Disclosure Form
104E3 Anti-Bullying/Harassment Policy - Disposition of Complaint Form
401.6 Limitations to Employment References
402.2 Child Abuse Reporting
503.5 Corporal Punishment
503.6 Physical Restraint and Seclusion of Students
503.6R1 Physical Restraint and Seclusion of Students - Regulation
503.6E1 Physical Restraint and Seclusion of Students - Documentation Form
503.6E2 Physical Restraint and Seclusion of Students - Debriefing Letter to
Guardian of student involved in an Occurrence Where Physical Restraint or
Seclusion was Used
503.6E3 Physical Restraint and Seclusion of Students - Debriefing
Meeting Document

Approved 09/09/2024 Reviewed 09/09/2024 Revised 12/12/22
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ABUSE OF STUDENTS BY SCHOOL DISTRICT EMPLOYEES
Complaint of Injury to or Abuse of a Student by a School District Employee

Please complete the following as fully as possible. If you need assistance, contact the Level I investigator in
your school.

Student’s Name and Address:

Student’s Telephone Number:

Student’s School of Attendance:

Name and Place of employment of Employee accused of abusing student:

Allegation is:

Please describe what happened. Include the date, time, and where the incident took place, if known. If physical
abuse is alleged, also state the nature of the student’s injury:

Were there any witnesses to the incident or are there students or persons who may have information about this
incident? Answer “Yes” or “No” and if yes list as specifically as possible.

*Parents of children who are in pre-kindergarten through sixth grade and whose children are the alleged victims
of or witnesses to sexual abuse have the right to see and hear any interviews of their children in this
investigation. Please indicate, “Yes” if the parent/guardian wishes to exercise this right:

Yes No Telephone Number
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ABUSE OF STUDENTS BY SCHOOL DISTRICT EMPLOYEES
Complaint of Injury to or Abuse of a Student by a School District Employee

Has any professional person examined or treated the student as a result of the incident?
Yes No Unknown

If ves, please provide the name and address of the professional(s) and the date(s) of examination or treatment, if
known.

Has anyone contacted law enforcement about this incident? Yes No

Please provide any additional information you have which would be helpful to the investigator. Attach
additional pages if necessary.

Your Name, Address, and Phone Number:

Relationship to Student

Complaint Signature Date

Be advised that you have the right to contact the police or sheriff's office, the county attorney, a private attorney,
or the State Board of Educational Examiners (if the accused is a licensed employee) for investigation of this
incident. The filing of this report does not deny you that opportunity.

You will receive a copy of this report (if you are the named student's parent or guardian) and a copy of the
Investigator's Report within fifteen calendar days of filing this report unless the investigation is turned over to
law enforcement.
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ABUSE OF STUDENTS BY SCHOOL DISTRICT EMPLOYEES
Report of Level I Investigation

Student’s Name:

Student’s Age:

Student’s Address:

Student’s School of Attendance:

Name of accused School Employee:

Name and Address of person filing report:

Name and Address of student’s parent or guardian, if different from person filing report:

Date report of abuse was filed:

Allegation is:

Describe the nature, extent and cause of the student’s injury, if any and if known (attach additional pages if

needed):

Describe your investigation (attach additional pages if needed) — Do not use student witnesses’ full names.

*Were parent(s) or guardian(s) advised of their right to see and hear any interview of their pre-kindergarten
through sixth grade children who are alleged victims of or a witness in a sexual abuse investigation? Yes
No Was the right exercised? Yes No
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ABUSE OF STUDENTS BY SCHOOL DISTRICT EMPLOYEES
Report of Level I Investigation

Were audiotapes made of any interviews? Yes No

Were videotapes made of any interviews? Yes No

Was any action taken to protect the student during or as a result of the investigation?
Yes No

If yes, describe:
student excused from school school employee placed on leave

student assigned to different class other (please specify)

Level I investigator's conclusions:
The complaint is being dismissed for lack of jurisdiction.
Physical abuse was alleged, but no allegation of injury was made.

Physical abuse was alleged, but no evidence of physical injury exists and the nature of the alleged
incident makes it unlikely an injury, as defined in the rules, occurred.

‘Sexual abuse was alleged, but the alleged actions of the school employee, even if true, would not meet
the definition of sexual abuse in the rules.

Alleged victim was not a student at the time of the incident.
Alleged school employee is not currently employed by this school district.

Alleged incident did not occur on school grounds, on school time, at a school-sponsored activity, nor in
a school-related context.

The complaint has been investigated and concluded at Level I as unfounded.
Complaint was withdrawn.

Insufficient evidence exists that an incident of abuse, as defined in the rules, took place.
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ABUSE OF STUDENTS BY SCHOOL DISTRICT EMPLOYEES
Report of Level I Investigation

The complaint has been investigated at Level I and is founded.
The investigation is founded at Level I and is being turned over to Level II for further investigation.
Investigation of the complaint was deferred at Level I and referred to law enforcement at this time.

The investigation is concluded at Level I because the accused school employee has admitted the
violation, has resigned, or has agreed to relinquish any teaching license held.

Current status of investigation:
Closed. No further investigation is warranted.
Closed and referred to school officials for further investigation as a personnel matter.
Deferred to law enforcement officials.
Turned over to Level II investigator.

Other Comments:

I have given a copy of the report of abuse and of this investigative report to the employee named in the report,
the employee's supervisor, and the student's parent or guardian and informed the person filing the report of the
options of contacting law enforcement, private counsel, or the State Board of Educational Examiners, if the
accused school employee holds an Iowa teacher's certificate or license.

Name of Investigator (please print): Investigator’s Place of Employment:

Signature of Investigator: Date:
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ABUSE OF STUDENTS BY SCHOOL DISTRICT EMPLOYEES REGULATION

An individual who has knowledge an employee has physically or sexually abused a student may
immediately report it to the school district's Level I investigator. "Employee" means one who works for
pay or as a volunteer under the direction and control of the school district. The report is written, signed
and witnessed by a person of majority age. The witness may be the Level I investigator. The reporter is
the individual filing the report. The report will contain the following:

The full name, address, and telephone number of the person filing.
- The full name, age, address, and telephone number, and attendance center of the student.
The name and place of employment of the employee who allegedly committed the abuse.
A concise statement of the facts surrounding the incident, including date, time, and place of
occurrence, if known.
A list of possible witnesses by name, if known.
Names and locations of persons who examined, counseled or treated the student for the alleged
abuse, including the dates on which those services were provided, if known.

Upon request, the Level I investigator may assist the reporter in completing the report. An incomplete
report will not be rejected unless the missing information would render the investigation futile or
impossible. An employee receiving a report of alleged abuse of a student by an employee will pass the
report to the investigator and will keep the report confidential to the maximum extent possible. In
performing the investigation, the investigator will have access to the educational records of the alleged
student victim as well as access to the student for interviewing purposes.

In order for the school district to have jurisdiction over the acts and to constitute a violation of the law,
acts of the employee must be alleged to have occurred on school grounds, on school time, at a school-
sponsored activity, or in a school-related context. However, the student need not be a student in the
school district. The student can be from another school district. To be investigable, the written report
must include basic information showing that the victim of the alleged abuse is or was a student at the time
of the incident, that the alleged act of the employee resulted in injury or otherwise meets the definition of
abuse in these rules, and that the person responsible for the act is currently an employee. If the report is
not investigable due to lack of jurisdiction, the investigator will dismiss the complaint and inform the
reporter of other options available. Other options available to the reporter include contacting law
enforcement authorities, private counsel, or the Board of Educational Examiners in the case of a licensed
employee. '

If the Level I investigator believes the student is in imminent danger if continued contact is permitted
between the employee and the student, the Level I investigator may:

o temporarily remove the student from contact with the employee;
o temporarily remove the employee from service; or,
o take other appropriate action to ensure the student's safety.
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ABUSE OF STUDENTS BY SCHOOL DISTRICT EMPLOYEES REGULATION

The Level I investigator will have access to the educational records of the student and access to the
student for purposes of interviewing the student about the report.

Physical Abuse Allegations

When physical abuse is reported, the Level I investigator will make copies of the report and give a
copy to the person filing the report, the students' parents and the immediate supervisor of the
employee named in the report. The employee named in the report will not receive a copy of the
report until the employee is initially interviewed.

The Level I investigator will use discretion in handling the information received regarding an
investigation of abuse by an employee, and those persons involved in the investigation will not
discuss information regarding the complaint outside the investigation. The entire investigative
procedure will be thoroughly explained, including the confidential nature of the proceedings, to the
student and other persons involved in the investigation.

Within five days of receipt of an investigable report, the Level I investigator will complete an
informal investigation. The informal investigation will consist of interviews with the student, the
employee and others who may have knowledge of the alleged incident. If the Level I investigator
determines that the allegations in the report are founded and that immediate and professional
investigation is necessary, the Level I investigator may defer further investigation and contact
appropriate law enforcement officials, the student's parents and the person filing the report. Within
fifteen days of receipt of the report, the Level I investigator will complete a written investigative
report, unless the investigation was temporarily deferred.

The written investigative report will include:

i The name, age, address and attendance center of the student named in the report.

2. The name and address of the student's parent or guardian and the name and address of the person
filing the report, if different from the student's parent or guardian.

3. The name and work address of the employee named in the report as allegedly responsible for the
abuse of the student.

4. An identification of the nature, extent and cause, if known, of any injuries or abuse to the student
named in the report.

5. A general review of the investigation.

6. Any actions taken for the protection and safety of the student.

7. A statement that, in the investigator's opinion, the allegations in the report are either:

Unfounded. (7t is not likely that an incident, as defined in these rules, took place), or
Founded. (It is likely that an incident took place.)
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ABUSE OF STUDENTS BY SCHOOL DISTRICT EMPLOYEES REGULATION

8. The disposition or current status of the investigation.
g, A listing of the options available to the parents or guardian of the student to pursue the
allegations. These options include, but are not limited to:

Contacting law enforcement officials.

Contacting private counsel for the purpose of filing a civil suit or complaint.

Filing a complaint with the board of educational examiners if the employee is a licensed
employee.

The investigator will retain the original and provide a copy of the written investigative report to the
school employee named in the report, the employee's supervisor and the student's parent or
guardian. The person filing the report, if not the student's parent or guardian, is notified only that
the Level I investigation has been concluded and of the disposition or anticipated disposition of the
case.

It is the responsibility of the Level I investigator to determine whether it is more likely than not that
an incident of abuse as defined in the rules took place between the student and employee. The Level
I investigator does not make the determination of whether the use of physical contact was
appropriate or whether any of the exceptions apply. That is the responsibility of the Level II
investigator. Upon completion of the report, if the Level I investigator determines the allegations of
physical abuse are founded and serious, the Level I investigator will notify law enforcement
authorities. If the allegations are founded but the physical abuse is not of a serious nature, the Level
I investigator will refer the case on to the Mills County Sheriff, the Level II investigator.

The Level II investigator will review the Level I investigator's final investigative report and conduct
further investigation. The Level II investigative report will state the conclusion as to the occurrence
of the alleged incident, the applicability of exceptions, the reason for the contact or force used, and
recommendations regarding the need for further investigation. In determining the applicability of
the exceptions or the reasonableness of the contact or force used, the Level II investigator will use
the following definitions:

Physical abuse is non-accidental physical injury to the student as a result of the action of an
employee. Injury occurs when evidence of it is still apparent at least twenty-four hours after its
occurrence. The following do not constitute physical abuse, and no employee is prohibited from:

a. Using reasonable and necessary force, not designed or intended to cause pain:
@) To quell a disturbance or prevent an act that threatens physical harm to any
person.
2) To obtain possession of a weapon or other dangerous object within a pupil's

control.
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3) For the purposes of self-defense of defense of others as provided for in
Iowa Code § 704.3.

@) For the protection of property as provided for in Iowa Code §§ 704.4, .5.

(5) To remove a disruptive pupil from class, or any area of school premises or from
school-sponsored activities off school premises.
(6) To prevent a student from the self-infliction of harm.

@) To protect the safety of others.
b. Using incidental, minor, or reasonable physical contact to maintain order and control.

In determining the reasonableness of the contact or force used, the following factors are
considered:

a. The nature of the misconduct of the student, if any, precipitating the physical contact by
the school employee.

b. The size and physical condition of the student.

c The instrumentality used in making the physical contact.

d. The motivation of the school employee in initiating the physical contact.

e. The extent of injury to the student resulting from the physical contact.

"Reasonable force" is that force and no more which a reasonable person, in like circumstances,
would judge to be necessary to prevent an injury or loss and can include deadly force if it is reasonable to
believe that such force is necessary to avoid injury or risk to one's life or safety or the life or safety of
another, or it is reasonable to believe that such force is necessary to resist a like force or threat.

Upon completion of the Level II investigation, the Level I investigator will forward copies of the
Level II investigative report to the employee, the employee's immediate supervisor and the student's
parent. The Level I investigator will notify the person filing the report of the current status of the
case.

If the Level II investigator's report or law enforcement officials conclude abuse occurred, or the
employee admits the violation, or the employee has surrendered the employee's certificate or license,
the Level I investigator will file a complaint with the State Board of Educational Examiners. The
Level I investigator will also arrange for counseling services for the student if the student or
student's parents request counseling services.
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Sexual Abuse

Sexual abuse is defined as including sexual acts involving a student, acts that encourage the student
to engage in prostitution, as well as inappropriate, intentional sexual behavior or sexual harassment
by the employee toward a student. "Sexual harassment" is defined as unwelcome sexual advances,
requests for sexual favors or other verbal or physical conduct of a sexual nature when:

1. Submission to the conduct is made either implicitly or explicitly a term or condition of the
student's education or benefits;

2. Submission to or rejection of the conduct is used as the basis for academic decisions affecting that
student; or

. # The conduct has the purpose or effect of substantially interfering with a student's academic
performance by creating an intimidating, hostile or offensive education environment.

When sexual abuse is reported, the Level I investigator will make copies of the report and give a
copy to the person filing the report, the students' parents and the immediate supervisor of the
employee named in the report. The employee named in the report will not receive a copy of the
report until the employee is initially interviewed. The designated investigator will not interview the
school employee named in a report of sexual abuse until after a determination is made that
jurisdiction exists, the alleged victim has been interviewed and a determination made that the
investigation will not be deferred.

The investigator will notify the parent, guardian or legal custodian of a student in prekindergarten
through grade six, of the date and time of the interview and of the right to be present or to see and
hear the interview or send a representative in the parent's place. The Level I investigator will
interview the student as soon as possible, but in no case later than five days from the receipt of a
report or notice of the allegation of sexual abuse. The Level I investigator may record the interview
electronically.

The Level I investigator will exercise discretion in the investigative process to preserve the privacy
interests of the individuals involved. To the maximum extent possible, the investigator will
maintain the confidentiality of the report.

It is the responsibility of the Level I investigator to determine whether it is more likely than not that
an incident took place between the employee and the student. If the Level I investigator believes the
employee committed a sex act with a student or sexually exploited a student, the Level I investigator
will defer the Level I investigation and immediately notify law enforcement officials, the student's
parents and the person filing the report.
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If the Level I investigator determines an incident occurred, while not an illegal sex act with a student
or sexual exploitation of a student, but where the employee engaged in inappropriate, intentional
sexual behavior, further investigation is warranted. If further investigation is warranted, the Level I
investigator may proceed to interview the employee and other individuals who may have knowledge
of the circumstances contained in the report. Prior to interviewing other individuals who may have
knowledge of the circumstance contained in the report, the Level I investigator will provide notice
of the impending interview of student witnesses or the student who is in prekindergarten through
grade six, to their parent, guardian, or legal custodian, and may provide notice to the parent or
guardian of older students, prior to interviewing those students. The Level I investigator shall, if
founded, arrange for the Level II investigator to further investigate the allegations.

Within fifteen days of receipt of the report or notice of alleged sexual abuse, the Level I investigator
will complete a written investigative report unless the investigation was temporarily deferred. The
written investigative report will include:

1. The name, age, address and attendance center of the student named in the report.

2 The name and address of the student's parent or guardian and the name and address of the person
filing the report, if different from the student's parent or guardian.

3. The name and work address of the school employee named in the report as allegedly responsible
for the abuse of the student.

4, An identification of the nature, extent and cause, if known, of any injuries or abuse to the student
named in the report.

5. A general review of the investigation.

6. Any actions taken for the protection and safety of the student.

% A statement that, in the investigator's opinion, the allegations in the report are either:

Unfounded. (1t is not likely that an incident, as defined in these rules, took place), or
Founded. (It is likely that an incident took place.)
8. The disposition or current status of the investigation.
9. A listing of the options available to the parents or guardian of the student to pursue the
allegations. These options include, but are not limited to:
Contacting law enforcement officials.
Contacting private counsel for the purpose of filing a civil suit or complaint.
Filing a complaint with the board of educational examiners if the school employee is
certificated.

The investigator will retain the original and provide a copy of the investigative report to the school
employee named in the report, the school employee's supervisor and the named student's parent or
guardian. The person filing the report, if not the student's parent or guardian, is notified only that
the Level I investigation has been concluded and of the disposition or anticipated disposition of the
case.
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If the allegations are founded, the Level I investigation will refer the case to the Level II
investigator. The Level II investigator will review the Level I investigator's final investigative
report and conduct further investigation if necessary. The Level II investigative report will state
conclusively as to the occurrence of the alleged incident, conclusively as to the nature of the sexual
abuse and recommendations regarding the need for further investigation. Upon completion of the
Level II investigation, the Level I investigator will forward copies of the Level II investigative
report to the employee, the employee's immediate supervisor and the student's parent. The Level I
investigator will notify the person filing the report of the current status of the case.

If the Level II investigator's report or law enforcement officials conclude sexual abuse occurred, or
the employee admits the violation, or the employee has surrendered the employee's certificate or
license, the Level I investigator will file a complaint on behalf of the district after obtaining the

~ superintendent's signature with the State Board of Educational Examiners. The Level I investigator
will also arrange for counseling services for the student if the student or student's parents request
counseling services.

In cases involving founded physical or sexual abuse by a licensed employee, the board will notify the
Board of Educational Examiners. Information of unfounded abuse at Level I or Level II will not be kept
in the employee's personnel file. If the Level I investigative report is founded but Level II is unfounded,
then the Level I report is removed from the employee's permanent file.

It is the responsibility of the board to annually identify a Level I and Level II investigator. The board will
also designate annually an alternate Level I investigator, preferably of the opposite sex of the designated
Level I investigator, to whom reports may also be made. The names and telephone numbers of the Level
I investigator and the alternate Level I investigator is included in employee handbooks, student
handbooks, annually published in the local newspaper, and prominently displayed in all school buildings.
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GIFTS TO EMPLOYEES

Employees may receive a gift on behalf of the school district. Employees will not, either directly or
indirectly, solicit, accept or receive any gift, series of gifts or an honorarium unless the donor does not
meet the definition of "restricted donor" stated below or the gift or honorarium does not meet the
definition of gift or honorarium stated below.

A "restricted donor" is defined as a person or other entity which:

Is seeking to be, or is a party to, any one or any combination of sales, purchases, leases or
contracts to, from or with the school district;

Will be directly and substantially affected financially by the performance or nonperformance of
the employee's official duty in a way that is greater than the effect on the public generally or
on a substantial class of persons to which the person belongs as a member of a profession,
occupation, industry or region; or

Is a lobbyist or a client of a lobbyist with respect to matters within the school district's
jurisdiction.

A "gift" is the giving of anything of value in return for which something of equal or greater value is not
given or received. However, "gift" does not include any of the following:

Contributions to a candidate or a candidate's committee;

Information material relevant to an employee's official function, such as books, pamphlets,
reports, documents, periodicals or other information that is recorded in a written, audio or
visual format;

Anything received from a person related within the fourth degree by kinship or marriage, unless
the donor is acting as an agent or intermediary for another person not so related,

e An inheritance;
e Anything available or distributed to the general public free of charge without regard to the

official status of the employee;

Items received from a charitable, professional, educational or business organization to which the
employee belongs as a dues paying member if the items are given to all members of the
organization without regard to an individual member's status or positions held outside of the
organization and if the dues paid are not inconsequential when compared to the items received;

Actual expenses of an employee for food, beverages, travel and lodging for a meeting, which is
given in return for participation in a panel or speaking engagement at the meeting when the
expenses relate directly to the day or days on which the employee has participation or
presentation responsibilities;

e Plaques or items of negligible resale value given as recognition for public service;
e Items or services received by members or representatives of members as part of a regularly

scheduled event that is part of a business or educational conference, seminar or other meeting
that is sponsored and directed by any state, national or regional government organization in
which the state of Iowa or a political subdivision of the state of Jowa is a member or received
at such an event by members or representatives of members of state, national or regional
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government organizations whose memberships and officers are primarily composed of state or
local government officials or employees;

Funeral flowers or memorials to a church or nonprofit organization,;

Gifts which are given to an employee for the employee's wedding or twenty-fifth or fiftieth
wedding anniversary;

Payment of salary or expenses by the school district for the cost of attending a meeting of a
subunit of an agency when the employee whose expenses are being paid serves on a board,
commission, committee, council or other subunit of the agency and the employee is not
entitled to receive compensation or reimbursement of expenses from the school district for
attending the meeting; or

e Gifts other than food, beverages, travel and lodging received by an employee which are
received from a person who is a citizen of a country other than the United States and is given
during a ceremonial presentation or as a result of a custom of the other country and is of
personal value only to the employee.

Actual registration costs for informational meetings or sessions which assist a public official or
public employee in the performance of the person's official functions. The costs of food,
drink, lodging and travel are not "registration costs" under this paragraph. Meetings or
sessions which a public official or public employee attends for personal or professional
licensing purposes are not "informational meetings or sessions which assist a public official or
public employee in the performance of the person's official functions" under this paragraph.

An "honorarium" is anything of value that is accepted by, or on behalf of, an employee as consideration
for an appearance, speech or article. An honorarium does not include any of the following;

e Actual expenses of an employee for registration, food, beverages, travel or lodging for a
meeting, which is given in return for participation in a panel or speaking engagement at a
meeting when the expenses relate directly to the day or days on which the employee has
participation or presentation responsibilities;

e A nonmonetary gift or series of nonmonetary gifts donated within thirty days to a public body,
an educational or charitable organization or the Iowa department of general services; or,

e A payment made to an employee for services rendered as part of a private business, trade or
profession in which the employee is engaged if the payment is commensurate with the actual
services rendered and is not being made because of the person's status as an employee of the
district, but, rather, because of some special expertise or other qualification.

It is the responsibility of each employee to know when it is appropriate to accept or reject gifts or an
honorarium.
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Legal References: Iowa Code ch. 68B (2013).

1972 Op. Att'y Gen. 276.
1970 Op. Att'y Gen. 319.

Cross References: 217  Gifts to Board of Directors
401.2 Employee Conflict of Interest
704.4  Gifts-Grants-Bequests

Approved Reviewed 12/12/22 Revised_12/12/22
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Required Professional Development for Employees

Appropriate training and professional development of all employees is crucial to the success of
all students. The district will provide professional development opportunities appropriate to the
duties of school employees.

For all professional development programs the district requires employees to take, the district will
provide to the employee notice indicating the section of the law, or rules adopted by the state
board of education or board of educational examiners that the district determines requires the
employee to participate in the professional development program.

Approved 08/07/2023 Reviewed 08/07/2023 Revised 08/07/2023
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EMPLOYEE OUTSIDE EMPLOYMENT

The board believes the primary responsibility of employees is to the duties of their position within the
school district as outlined in their job description. The board considers an employee's duties as part of a
regular, full-time position as full-time employment. The board expects such employees to give the
responsibilities of their positions in the school district precedence over any other employment.

It is the responsibility of the superintendent to counsel employees, whether full-time or part-time, if, in
the judgment of the superintendent and the employee's immediate supervisor, the employee's outside
employment interferes with the performance of the employee's duties required in the employee's
position within the school district.

The board may request the employee to cease the outside employment as a condition of continued

employment with the school _ district.
Legal Reference: Towa Code §§ 20.7; 279.8 (2013).
Cross Reference: 401.2 Employee Conflict of Interest

408.3 Licensed Employee Tutoring

Approved 9/12/11 Reviewed 12/12/22 Revised _12/12/22
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EMPLOYEE PHYSICAL EXAMINATIONS

The South Page Community School District believes good health is important to job performance.
School bus drivers will present evidence of good health upon initial hire and every other year in the
form of a physical examination report, unless otherwise required by law or medical opinion. [A4ll
other employees shall present evidence of good health, in the form of a post-offer, pre-employment
physical examination report].

The cost of the initial examination will be paid by the South Page Community School District. The
form indicating the employee is able to perform the duties, with or without reasonable
accommodation, for which the employee was hired, must be returned prior to the performance of
duties. The cost of bus driver renewal physicals will be paid by the school district up to a maximum
of $125.00. The school district will provide the standard examination form to be completed by the
personal physician of the employee or a certified medical examiner for bus drivers.

Employees whose physical or mental health, in the judgment of the administration, may be in doubt
will submit to additional examinations to the extent job-related and consistent with business

necessity, when requested to do so, at the expense of the school district.

The district will comply with occupational safety and health requirements as applicable to its
employees in accordance with law.

Legal Reference: 29 C.F.R. Pt. 1910.1030 (2012).
Towa Code §§ 20.9; 279.8, 321.376 (2013).
281 L.A.C. 43.15 -.20.

Cross Reference: 403.3 Communicable Diseases - Employees
403.3R1 Communicable Diseases - Employees - Regulation

403.E2 Communicable Diseases - Employees - Hepatitis B Vaccine
Information and Record

Approved 9-12-2011 Reviewed 12/12/22 Revised _12/12/22
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EMPLOYEE INJURY ON THE JOB

When an employee becomes seriously injured on the job, the employee’s supervisor will attempt to
notify a member of the family, or an individual of close relationship, as soon as the employee’s
supervisor becomes aware of the injury.

If possible, an employee may administer emergency or minor first aid. An injured employee will be
turned over to the care of the employee's family or qualified medical employees as quickly as possible.
The school district is not responsible for medical treatment of an injured employee.

It is the responsibility of the employee injured on the job to inform the superintendent within twenty-
four hours of the occurrence. It is the responsibility of the employee's immediate supervisor to file an

accident report within twenty-four hours after the employee reported the injury.

It is the responsibility of the board secretary to file worker’s comp claims.

Legal Reference: Iowa Code §§ 85; 279.40; 613.17 (2013).
1972 Op. Att'y Gen. 177.

Cross Reference: 409.2 Licensed Employee Personal Illness Leave

Approved 9/12/11 Reviewed _12/12/22 Revised 12/12/22
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COMMUNICABLE DISEASES - EMPLOYEES

Employees with a communicable disease will be allowed to perform their customary employment duties
provided they are able to perform the essential functions of their position and their presence does not
create a substantial risk of illness or transmission to students or other employees. The term
"communicable disease" will mean an infectious or contagious disease spread from person to person, or
animal to person, or as defined by law.

Prevention and control of communicable diseases is included in the school district's bloodborne
pathogens exposure control plan. The procedures will include scope and application, definitions,
exposure control, methods of compliance, universal precautions, vaccination, post-exposure evaluation,
follow-up, communication of hazards to employees and record keeping. This plan is reviewed annually
by the superintendent and school nurse.

The health risk to immunodepressed employees is determined by their personal physician. The health
risk to others in the school district environment from the presence of an employee with a communicable
disease is determined on a case-by-case basis by the employee's personal physician, a physician chosen
by the school district or public health officials.

Health data of an employee is confidential and it will not be disclosed to third parties. Employee
medical records are kept in a file separate from their personal file.

It is the responsibility of the superintendent, in conjunction with the school nurse, to develop
administrative regulations stating the procedures for dealing with employees with a communicable
disease.

Legal Reference: School Board of Nassau County v. Arline, 480 U.S. 273 (1987).

42 U.S.C. §§ 12101 ef seq (2012).

45 C.F.R. Pt. 84.3 (2012).

Towa Code chs. 139(a); 141(a) (2013).
641 1.LA.C. 1.2-.7.

Cross Reference: 401.5 Employee Records
401.5R1 Employee Records - Regulation
403.1 Employee Physical Examinations
507.3 Communicable Diseases - Students
907  District Operation During Public Emergencies
907R1 District Operation During Public Emergencies - Regulation

Approved 9/12/11 Reviewed 12/12/22 Revised 12/12/22
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HEPATITIS B VACCINE INFORMATION AND RECORD

The Disease

Hepatitis B is a viral infection caused by the Hepatitis B virus (HBV) which causes death in 1-2% of
those infected. Most people with HBV recover completely, but approximately 5-10% become chronic
carriers of the virus. Most of these people have no symptoms, but can continue to transmit the disease to
others. Some may develop chronic active hepatitis and cirrhosis. HBV may be a causative factor in the
development of liver cancer. Immunization against HBV can prevent acute hepatitis and its
complications.

The Vaccine

The HBV vaccine is produced from yeast cells. It has been extensively tested for safety and effectiveness
in large scale clinical trials.

Approximately 90 percent of healthy people who receive two doses of the vaccine and a third dose as a
booster achieve high levels of surface antibody (anti-HBs) and protection against the virus. The HBV
vaccine is recommended for workers with potential for contact with blood or body fluids. Full
immunization requires three doses of the vaccine over a six-month period, although some persons may not
develop immunity even after three doses.

There is no evidence that the vaccine has ever caused Hepatitis B. However, persons who have been

infected with HBV prior to receiving the vaccine may go on to develop clinical hepatitis in spite of
immunization.

Dosage and Administration

The vaccine is given in three intramuscular doses in the deltoid muscle. Two initial doses are given one
month apart and the third dose is given six months after the first.

Possible Vaccine Side Effects

The incidence of side effects is very low. No serious side effects have been reported with the vaccine.
Ten to 20 percent of persons experience tenderness and redness at the site of injection and low grade
fever. Rash, nausea, joint pain, and mild fatigue have also been reported. The possibility exists that other
side effects may be identified with more extensive use.
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HEPATITIS B VACCINE INFORMATION AND RECORD

CONSENT OF HEPATITIS B VACCINATION

I have knowledge of Hepatitis B and the Hepatitis B vaccination. I have had an opportunity to ask
questions of a qualified nurse or physician and understand the benefits and risks of Hepatitis B
vaccination. I understand that I must have three doses of the vaccine to obtain immunity. However, as
with all medical treatment, there is no guarantee that I will become immune or that I will not experience
side effects from the vaccine. I give my consent to be vaccinated for Hepatitis B.

Signature of Employee (consent for Hepatitis B vaccination) Date

Signature of Witness Date

REFUSAL OF HEPATITIS B VACCINATION

I understand that due to my occupational exposure to blood or other potentially infectious materials I may
be at risk of acquiring the Hepatitis B virus infection. I have been given the opportunity to be vaccinated
with Hepatitis B vaccine at no charge to myself. However, I decline the Hepatitis B vaccination at this
time. I understand that by declining this vaccine, I continue to be at risk of acquiring Hepatitis B, a
serious disease. If in the future I continue to have occupational exposure to blood or other potentially
infectious materials and I want to be vaccinated with the Hepatitis B vaccine, I can receive the vaccination
series at no charge to me.

Signature of Employee (refusal for Hepatitis B vaccination) Date

Signature of Witness Date
I refuse because I believe I have (check one)

started the series completed the series
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HEPATITIS B VACCINE INFORMATION AND RECORD
RELEASE FOR HEPATITIS B MEDICAL INFORMATION
I hereby authorize | (individual or organization holding Hepatitis B records and

address) to release to the South Page Community School District, my Hepatitis B vaccination records
for required employee records.

I hereby authorize release of my Hepatitis B status to a health care provider, in the event of an exposure
incident.

Signature of Date
Employee

Signature of Witness Date
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HEPATITIS B VACCINE INFORMATION AND RECORD

CONFIDENTIAL RECORD

Employee Name (last, first, middle) Social Security No.

Job Title:

Hepatitis B Vaccination Date Lot Number Site Administered By

Additional Hepatitis B status information:

Post-exposure incident: (Date, time, circumstances, route under which exposure occurred)

Identification and documentation of source individual:

Source blood testing consent:
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Description of employee’s duties as related to the exposure incident:

Copy of information provided to health care professional evaluating an employee after an exposure
incident:

Attach a copy of all results of examinations, medical testing, follow-up procedures, and health care
professional’s written opinion.

Training Record: (date, time, instructor, location of training summary)
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UNIVERSAL PRECAUTIONS REGULATION

Universal precautions (UP) are intended to prevent transmission of infection, as well as decrease the risk
of exposure for employees and students. It is not currently possible to identify all infected individuals,
thus precautions must be used with every individual. UP pertain to blood and other potentially
infectious materials (OPIM) containing blood. These precautions do not apply to other body fluids and
wastes (OBFW) such as saliva, sputum, feces, tears, nasal secretions, vomitus and urine unless blood is
visible in the material. However, these OBFW can be sources of other infections and should be handled
as if they are infectious. The single most important step in preventing exposure to and transmission of
any infection is anticipating potential contact with infectious materials in routine as well as emergency
situations. Based on the type of possible contact, employees and students should be prepared to use the
appropriate precautions prior to the contact. Diligent and proper hand washing, the use of barriers,
appropriate disposal of waste products and needles, and proper decontamination of spills are essential
‘techniques of infection control. All individuals should respond to situations practicing UP followed by
the activation of the school response team plan. Using common sense in the application of these
measures will enhance protection of employees and students.

Hand Washing

Proper hand washing is crucial to preventing the spread of infection. Textured jewelry on the hands or
wrists should be removed prior to washing and kept off until completion of the procedure and the hands
are rewashed. Use of running water, lathering with soap and using friction to clean all hand surfaces is
key. Rinse well with running water and dry hands with paper towels.

° Hands should be washed before physical contact with individuals and after contact is
completed.

Hands should be washed after contact with any used equipment.

If hands (or other skin) come into contact with blood or body fluids, hands should be
washed immediately before touching anything else.
° Hands should be washed whether gloves are worn or not and, if gloves are worn, after
the gloves are removed. :

Barriers

Barriers anticipated to be used at school include disposable gloves, absorbent materials and resuscitation
devices. Their use is intended to reduce the risk of contact with blood and body fluids as well as to
control the spread of infectious agents from individual to individual. Gloves should be worn when in
contact with blood, OPIM or OBFW. Gloves should be removed without touching the outside and
disposed of after each use.
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UNIVERSAL PRECAUTIONS REGULATION

Disposal of Waste

Blood, OPIM, OBFW, used gloves, barriers and absorbent materials should be placed in a plastic bag
and disposed of in the usual procedure. When the blood or OPIM is liquid, semi-liquid or caked with
dried blood, it is not absorbed in materials, and is capable of releasing the substance if compressed,
special disposal as regulated waste is required. A band-aid, towel, sanitary napkin or other absorbed
waste that does not have the potential of releasing the waste if compressed would not be considered
regulated waste. It is anticipated schools would only have regulated waste in the case of a severe
incident. Needles, syringes and other sharp disposable objects should be placed in special puncture-
proof containers and disposed of as regulated waste. Bodily wastes such as urine, vomitus or feces
should be disposed of in the sanitary sewer system.

Clean up

Spills of blood and OPIM should be cleaned up immediately. The employee should:

e Wear gloves.

e  Clean up the spill with paper towels or other absorbent material.

e Use a solution of one part household bleach to one hundred parts of water (1:100) or other EPA-
approved disinfectant and use it to wash the area well.

e Dispose of gloves, soiled towels and other waste in a plastic bag.

e Clean and disinfect reusable supplies and equipment.

Laundry
Laundry with blood or OPIM should be handled as little as possible with a minimum of agitation. It
should be bagged at the location. If it has the potential of releasing the substance when compacted,

regulated waste guidelines should be followed. Employees who have contact with this laundry should
wear protective barriers.

Exposure

An exposure to blood or OPIM through contact with broken skin, mucous membrane or by needle or
sharp stick requires immediate washing, reporting and follow-up.

e Always wash the exposed area immediately with soap and water.

o If a mucous membrane splash (eye or mouth) or exposure of broken skin occurs,
irrigate or wash the area thoroughly.
o If a cut or needle stick injury occurs, wash the area thoroughly with soap and water.

The exposure should be reported immediately, the parent or guardian is notified, and the person exposed
contacts a physician for further health care.



Code No. 403.4

HAZARDOUS CHEMICAL DISCLOSURE

The board authorizes the development of a comprehensive hazardous chemical communication program
for the school district to disseminate information about hazardous chemicals in the workplace.

Each employee will annually review information about hazardous substances in the workplace. When a
new employee is hired or transferred to a new position or work site, the information and training, if
necessary, is included in the employee's orientation. When an additional hazardous substance enters the
workplace, information about it is distributed to all employees, and training is conducted for the
appropriate employees. The superintendent will maintain a file indicating which hazardous substances
are present in the workplace and when training and information sessions take place.

Employees who will be instructing or otherwise working with students will disseminate information about
the hazardous chemicals with which they will be working as part of the instructional program.

It is the responsibility of the superintendent to develop administrative regulations regarding this program.

Legal Reference: 29 C.F.R. Pt. 1910; 1200 et seq. (2012).
Iowa Code chs. 88; 89B (2013).
3471.A.C. 120.

Cross Reference: 804.4 Asbestos Containing Material

Approved 9/12/11 Reviewed 12/12/22 Revised _12/12/22
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SUBSTANCE-FREE WORKPLACE

The board expects the school district and its employees to remain substance free. No employee will
unlawfully manufacture, distribute, dispense, possess, use, or be under the influence of, in the workplace,
any narcotic drug, hallucinogenic drug, amphetamine, barbituate, marijuana or any other controlled
substance or alcoholic beverage as defined by federal or state law. "Workplace" includes school district
facilities, school district premises or school district vehicle, also includes nonschool property if the
employee is at any school-sponsored, school-approved or school-related activity, event or function, such
as field trips or athletic events where students are under the control of the school district or where the
employee is engaged in school business.

If an employee is convicted of a violation of any criminal drug offense committed in the workplace, the
employee will notify the employee's supervisor of the conviction within five days of the conviction.

The superintendent will make the determination whether to require the employee to undergo substance
abuse treatment or to discipline the employee. An employee who violates the terms of this policy may be
subject to discipline up to and including termination. An employee who violates this policy may be
required to successfully participate in a substance abuse treatment program approved by the board. Ifthe
employee fails to successfully participate in a program, the employee may be subject to discipline up to
and including termination.

The superintendent is responsible for publication and dissemination of this policy to each employee. In
addition, the superintendent will oversee the establishment of a substance-free awareness program to
educate employees about the dangers of substance abuse and notify them of available substance abuse
treatment programs. ‘

It is the responsibility of the superintendent to develop administrative regulations to implement this policy.

Legal Reference: 41 U.S.C. §§ 701-707 (2012).
42 U.S.C. §§ 12101 et seq. (2012).
34 C.F.R. Pt. 85 (2012).
Iowa Code §§ 123.46; 124; 279.8 (2013).

Cross Reference: 404  Employee Conduct and Appearance

Approved 9/12/2011 Reviewed 12/12/2022 Revised _12/12/2022
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DRUG AND ALCOHOL TESTING PROGRAM

Employees who operate school vehicles are subject to drug and alcohol testing if a commercial driver's
license is required to operate the school vehicle and the school vehicle transports sixteen or more persons
including the driver or the school vehicle weighs twenty-six thousand one pounds or more. For purposes
of the drug and alcohol testing program, the term "employees" includes applicants who have been offered
a position to operate a school vehicle.

The employees operating a school vehicle as described above are subject to pre-employment drug testing
and random, reasonable suspicion and post-accident drug and alcohol testing. Employees operating school
vehicles will not perform a safety-sensitive function within four hours of using alcohol. Employees
governed by this policy are subject to the drug and alcohol testing program beginning the first day they
operate or are offered a position to operate school vehicles and continue to be subject to the drug and alcohol
testing program as long as they may be required to perform a safety-sensitive function as it is defined in the
administrative regulations. Employees with questions about the drug and alcohol testing program may
contact the school district contact person, superintendent at the district business office.

Employees who violate the terms of this policy are subject to discipline, up to and, including
termination. The district is required to keep a record of all drug or alcohol violations by employees for
a minimum of five years. Employees are put on notice that information related to drug or alcohol
violations will be reported to the Federal Motor Carrier Safety Administration (FMCSA)
Clearinghouse. Additionally, the district will conduct FMCSA Clearinghouse queries for employees
annually. Employees must provide written consent for the district to conduct FMCSA Clearinghouse
queries; however, employees who choose to withhold consent will be prohibited from performing any
safety sensitive functions.

It is the responsibility of the superintendent to develop administrative regulations to implement this policy
in compliance with the law. The superintendent will inform applicants of the requirement for drug and
alcohol testing in notices or advertisements for employment.

The superintendent will also be responsible for publication and dissemination of this policy and supporting
administrative regulations and forms to employees operating school vehicles. The superintendent will also
oversee a substance-free awareness program to educate employees about the dangers of substance abuse
and notify them of available substance abuse treatment resources and programs.

IASB  Drug and Alcohol Testing Program  (IDATP) Web  site: http://www.ia-
sb.org/MemberBenefits.aspx?id=304

Legal Reference: American Trucking Association, Inc., v. Federal Highway
Administration, 51 Fed. 3= 405 (4= Cir. 1995).

49 U.S.C. §§ 5331 et seq. (2012).

42 U.S.C. §§ 12101 (2012).

41 U.S.C. §§ 701-707 (2012).

49 C.F.R. Pt. 382; 391.81-123 (2012).

34 C.F.R. Pt. 85 (2012).



Local 301, Internat'l Assoc. of Fire Fighters, AFL-CIO, and City of Burlington, PERB No. 3876 (3-26-
91).
Iowa Code §§ 124; 279.8; 321.375(2); 730.5 (2013).

Cross Reference: 403.5 Substance-Free Workplace
409.2 Licensed Employee Personal Illness Leave
414.2 Classified Employee Personal Illness Leave

Approved 9/12/2011 Reviewed 1/9/2023 Revised 1/9/2023
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DRUG AND ALCOHOL TESTING PROGRAM NOTICE TO EMPLOYEES

EMPLOYEES GOVERNED BY THE DRUG AND ALCOHOL TESTING POLICY ARE HEREBY
NOTIFIED they are subject to the school district's drug and alcohol testing program for pre-employment
drug testing and in addition are subject to random, reasonable suspicion and post-accident, drug and alcohol
testing as outlined in the Drug and Alcohol Testing Program (IDATP) policy, its supporting documents and
the law. : '

Employees who operate school vehicles classified as “commercial motor vehicles” by the U.S. Department
of Transportation are subject to drug and alcohol testing. A “commercial motor vehicle” is a vehicle that
transports sixteen or more persons including the driver or has a gross vehicle weight rating (GVWR) of
26,001 pounds or more. For purposes of the drug and alcohol testing program, "employees" also includes
applicants who have been offered a position to operate a commercial motor vehicle owned by the
school. Employees that will operate a school-owned commercial motor vehicle are subject to the drug and
alcohol testing program regulations beginning the first day they operate or are offered a position to operate
a school vehicle and continue to be subject to the drug and alcohol testing program until such time
employment is terminated or the employee will no longer operate, at any time, a commercial motor vehicle
for the school.

It is the responsibility of the superintendent to inform employees of the drug and alcohol testing program
requirements. Employees with questions regarding the drug and alcohol testing requirements will contact
the school district’s contact person.

EMPLOYEES GOVERNED BY THE DRUG AND ALCOHOL TESTING POLICY ARE FURTHER
NOTIFIED that employees violating this policy, its supporting documents or regulations will be subject to
discipline up to and including termination.

EMPLOYEES GOVERNED BY THE DRUG AND ALCOHOL TESTING POLICY ARE FURTHER
NOTIFIED it is a condition of their continued employment to comply with the Drug and Alcohol Testing
Program policy, its supporting documents, regulations and the law. It is a condition of continued
employment for employees operating a school vehicle to notify their supervisor of any prescription
medication they are using. Drug and alcohol testing records about a driver are confidential and are released
in accordance with this policy, its supporting documents, regulations or the law.
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DRUG AND ALCOHOL TESTING PROGRAM NOTICE TO EMPLOYEES

EMPLOYEES GOVERNED BY THE DRUG AND ALCOHOL TESTING POLICY ARE FURTHER
NOTIFIED that employees violating this policy, its supporting documents, regulations or the law will be
subject to discipline up to and including termination at the discretion of the school district. As a condition
of continued employment, employees violating this policy, its supporting documents, regulations or the law
will be required to successfully participate in a substance abuse evaluation and a substance abuse treatment
program recommended by a substance abuse professional.

Employees are required to participate in and who fail to or refuse to successfully participate in a substance
abuse evaluation or recommended substance abuse treatment program will be subject to discipline up to
and including termination.

EMPLOYEES GOVERNED BY THE DRUG AND ALCOHOL TESTING POLICY ARE FURTHER
NOTIFIED that employees violating this policy, its supporting documents, regulations or the law will be
subject to discipline up to and including termination. As a condition of continued employment, employees
violating this policy, its supporting documents, regulations or the law bear the personal and financial
responsibility, as a condition of continued employment, to successfully participate in a substance abuse
evaluation and, a substance abuse treatment program recommended by the substance abuse
professional. Employees are required to participate in and who fail to or refuse to successfully participate
in a substance abuse evaluation or recommended substance abuse treatment program will be subject to
discipline up to and including termination.
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DRUG & ALCOHOL PROGRAM AND PRE-EMPLOYMENT TESTING
ACKNOWLEDGMENT FORM

I, ( \(Name of employee), have received a copy, read and understand the
Drug and Alcohol Testing Program policy of the East Mills School District and its supporting documents.

I understand that if T violate the Drug and Alcohol Testing Program policy, its supporting documents or the
law, I may be subject to discipline up to and including termination.

I also understand that I must inform my supervisor of any prescription medication I use.

In addition, I have received a copy of the U.S. DOT publication, “What Employees Need to Know about
DOT Drug & Alcohol Testing,” and have read and understand its contents.

Furthermore, I know and understand that I am required to submit to a controlled substance (drug) test, the
results of which must be received by this employer before being employed by the school district and before
being allowed to perform a safety-sensitive function. I also understand that if the results of the pre-
employment test are positive, that I will not be considered further for employment with the school district.

I further understand that drug and alcohol testing records and information about me are confidential, and
may be released at my request or in accordance with #his the district’s drug and alcohol testing program
policy, its supporting documents or the law.

(Signature of Employee) (Date)
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DRUG/ALCOHOL TEST NOTIFICATION FORM

Date

Name (print) Social Security Number

The above named employee is to have the following test:

Drug Alcohol Both Drug and Alcohol
Type of Test::
Random Pre-employment (drug only)
Post-accident Reasonable suspicion
Time Sent by District School District Contact Person (phone)
Time Arrived at Collection Site Collection Site Person
Time Test Was Completed Collection Site Person

I understand I am to go directly to the collection site located at:

(address of collection site)

I understand a positive drug test result or an alcohol test result of .04 alcohol concentration or greater will result in
termination of my employment and that an alcohol test result of greater than .02 but less than .04 alcohol
concentration requires me to cease performing a safety-sensitive function for twenty-four hours.

I further understand my drug and alcohol testing results are reported to and maintained by the school district and
the Towa Drug and Alcohol Testing (IDATP) medical review officer for the purpose of completion of reports
including, but not limited to, the Annual Summary/MIS reports required under the federal drug and alcohol testing
regulations.

Employee's Signature Date
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CERTIFICATION OF PREVIOUS EMPLOYERS REQUIRING
A COMMERCIAL DRIVER'S LICENSE

Name Social Security Number

I certify that I have been employed by the following employers during the two years prior to the date stated
below and that I was required to possess a commercial driver's license (CDL) during the term of my
employment.

Company Phone

Address

City /State/Zip

Company : Phone

Address

City /State/Zip

Company Phone

Address

City /State/Zip

Company Phone

Address

City /State/Zip

Company Phone

Address

City /State/Zip

Signature Date
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DRUG AND ALCOHOL REASONABLE SUSPICION
OBSERVATION FORM
Employee's Name Date of Observation
Time of Observation = From a.m/p.m to a.m/p.m.
Location:
Observed personal behavior: (check all appropriate items)
Speech: Normal Incoherent Confused Loud
Slurred Whispering Silent Disruptive
Balance: Normal Swaying Staggering Falling
Walking and Turning: Normal Stumbling Swaying Falling
Arms raised for balance Reaching for support
Awareness: Normal Confused Paranoid Sleepy or
Stupor Lack of coordination
Odor: Normal Alcohol Burned rope
Appearance: Red Eyes Vomiting Half closed eyes
Comments:
Reasonable suspicion of current use, or impaired by alcohol drugs.

Above behavior witnessed by:

Signed Date

Signed (optional) Date

This form must be completed by each trained employee observing the driver suspected of drug use and/or
alcohol misuse by behavior, speech and/or odor while on duty, the earlier of within twenty-four hours of
the determination of reasonable suspicion or prior to receiving the test results. The observations must be
specific, contemporaneous and articulable concerning the appearance, behavior, speech and body odor of
the driver.
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DRUG AND ALCOHOL REASONABLE SUSPICION OBSERVATION

NOTE: Two witnesses to the driver's behavior is not required but it is recommended, whenever possible.
When considering reasonable suspicion testing, it is important to remember only those employees who have
received the required U.S. DOT training can request a reasonable suspicion drug or alcohol test. A driver
can be notified for a reasonable suspicion alcohol test only just before, during or just after performing a
safety-sensitive function. A driver can be notified for a reasonable suspicion drug test anytime reasonable
suspicion exists. When it is believed reasonable suspicion exists, it is important to meet with the driver in

private, transport the driver to the collection site and document the observations leading to the reasonable
suspicion test.

An example of an appropriate observation statement is, "The driver entered the bus barn slowly and held
onto the bus until the driver reached the bus door," rather than, "The driver came to work stoned and could
not walk without holding onto the bus for support.”
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DRUG AND ALCOHOL TESTING PROGRAM
PRE-EMPLOYMENT DRUG TEST ACKNOWLEDGMENT FORM

I (Name of Applicant), have been informed of the requirement to submit to a drug
test prior to being employed by the school district to perform a safety-sensitive function. I consent to submit
to the drug and alcohol testing program as required by the Drug and Alcohol Testing Program policy, its
supporting documents and the law.

I understand that the results of my drug test will be shared with the school district. I also understand that if
I have a positive drug test result, I will not be considered further for employment with the school district.

I further understand that the drug and alcohol testing records and information about me is confidential, and
may be released at my request or in accordance with the law.

(Signature of Applicant) (Date)

NOTE: This consent form gives the school district the ability to conduct the pre-employment drug test as
well as receive the results. In addition to completing this form the applicant must complete the
Drug/Alcohol Test Notification form.



