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Nutrition Services 
Food Service Facilities 

 

# Question Yes No NI NA 

1 
Meals are served to students in a dining area, including the 
use of classrooms for dining purposes when necessitated by 
school building limitation. 

x    

2 The dining area is available to students who bring their 
lunches. x    

3 The dining area and furnishings are attractive, durable, and 
easily cleaned. x    

4 Separate dining space is provided for students and faculty. x    

5 The dining area is designed so it can be used for other 
purposes. x    

6 Kitchen noises are not heard when the dining area is used 
for another purpose. x    

7 The dining area meets lighting standards. x    

8 The dining area is well ventilated. x    

9 Acoustical provisions reduce noise to a minimum. x    

10 Sanitary drinking water fountains are provided. x    

11 The dining area has adequate litter containers and efficient 
cleanup service. x    

12 
The dining area is designed and furnished to provide a 
required seating area to promote a safe and efficient traffic 
pattern. 

x    

13 The floor is in good condition, safe, and easily cleaned. x    

14 Lavatory facilities are located in the immediate proximity 
of the cafeteria. x    

15 

Equipment in kitchen and service areas meets all 
governmental sanitation standards and is suitable for school 
food service preparation and sufficient variety to meet 
preparation and feeding requirements. 

x    

16 A receiving area is provided to properly receive food and 
supplies. x    

17 Refrigeration facilities are sufficient to provide for safe 
holding of food and to permit economical purchasing. x    

18 All foods are stored on shelves or off floor on pallets. x    
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Nutrition Services 
Food Service Facilities 

 

19 Storage facilities are adequate to provide for safe food 
storage, economical purchasing and are easily accessible. x    

20 Electrical switches are properly marked to prevent 
accidental turning off of refrigeration units. x    

21 Mechanical dishwashing facilities or facilities for washing 
by hand using the 3-compartment sink method are provided. x    

22 
If mechanical dishwashing is used, adequate facilities exist 
to provide and maintain correct pre-rinse, wash and final 
rinse water temperatures. 

x    

23 Garbage and refuse are disposed of in a sanitary manner. x    

24 Precautions are taken for insect and rodent control. x    

25 The kitchen, serving, storage, and dishwashing areas are 
well ventilated. x    

26 The kitchen, serving, storage, and dishwashing areas meet 
lighting requirements. x    

27 Adequate and appropriate dressing and lavatory facilities 
are provided for the food service staff. x    

28 All equipment contains adequate safety devices. x    

29 A regularly scheduled maintenance program is followed for 
the care of food service equipment. x    

30 There is an established program for equipment replacement.  x   

31 The school operates an open or closed cafeteria program. x    
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Nutrition Services 
Food Preparation and Service 

School/Site 
 

# Question Yes No NI NA 

1 
The school schedule provides at least 20 minutes of “seat 
time” during meals for students and faculty, allowing for 
travel to and from classes. 

x    

2 The food service program meets the needs of the students. x    

3 Menus meet nutritional requirements as stipulated by 
USDA. x    

4 Menus are planned far enough in advance to facilitate good 
purchasing practices. x    

5 Maximum utilization of donated commodities is practiced. x    

6 Food is served in an attractive and appetizing manner. x    

7 
Food is served at the lowest possible price to maintain an 
effective program and does not exceed state price limits as 
set forth in the child nutrition agreement. 

x    

8 The food served meets at least the minimum USDA 
guidelines for each age group. x    

10 Variable pricing concept is utilized. x    

11 
Food is prepared according to standardized recipes that 
have been tested for optimum appearance palatability, and 
retention of nutritive value. 

x    

12 The food served retains nutritive value and flavor. x    

13 Efficient preparation and service of food are practiced. x    

14 The foodservice program has a HACCP plan in place and 
follows it. x    

15 Food is properly stored, handled, prepared, and served. x    

16 All schools received a passing grade from the Health 
Department during their most recent inspection. x    

17 Procedures are in place and tested to insure food maintains 
the appropriate temperature. x    
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Nutrition Services 
Financial Management and Legal Requirements 

 

# Question Yes No NI NA 

1 The program is under central financial control. x    

2 
The established financial policies permit the serving of an 
adequate and satisfying meal at a minimum cost to students 
and other participants. 

x    

3 The program operates on a nonprofit basis.  x    

4 
Accurate accounting procedures and records are in effect 
for the control and management of money, labor, food, and 
supplies. 

x    

5 Employees who are responsible for the handling of funds 
and accounts are bonded. x    

6 Staff handling funds in the cafeteria are appropriately 
bonded. x    

7 All bills are verified in accordance with district policy. x    

8 
Competitive purchasing procedures in accordance with state 
and local regulations and applicable state statutes are 
followed in the purchase of all food and supplies. 

x    

9 Established procedures are followed for properly receiving 
all food and supplies. x    

10 An established system of inventory control is in effect for 
all food, supplies, and equipment. x    

11 The procedure for payment of bills is in accordance with 
local, state, and federal policies and regulations. x    

12 All staff members have proper physical examinations as 
prescribed by state and/or local health regulations. x    

13 
An accurate daily record is kept of the number of paid, free, 
and reduced-price school lunch meal pattern lunches 
served. 

x    

14 Specifications and standards of quality are established for 
the purchase of food, supplies, and equipment. x    

15 Monthly profit and loss statements are kept.  x   

16 Notification has been made public of the availability of free 
or reduced-price meals. x    

17 A daily record of the number of adult lunches served is kept 
separate from student meal records. x    

18 All records, including menus as served, are kept for three 
years previous to the current year’s operation. x    
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Nutrition Services 
Financial Management and Legal Requirements 

 

19 Daily records are kept for individual schools in multiple 
units. x    

20 Monthly cafeteria reports are reconciled to money collected 
and deposited with all variances explained. x    

21 Labor hour per meal is calculated monthly on a school by 
school basis to insure efficiency of operation. x    

 
Elements of Central Supply Operation 

 

# Question Yes No NI NA 

1 The school system utilizes standard supply lists. x    

2 Standard lists are identified by item, nomenclature, and 
code. x    

3 Standard lists are classified into separate categories for 
subject areas. x    

4 A separate list is provided for staple supplies. x    

5 Business office refines supply list into stock catalog. x    

6 Materials are purchased in large quantities. x    

7 Materials are purchased as needed throughout the year. x    

8 Purchases of wide range of items are carried in stock. x    

9 
 
Sufficient quantities are carried for emergency needs. 
 

x    

10 Alternative supply systems have been evaluated such as 
Just-in-time delivery, satellite storage, etc. x    

 
   



 

124  Appendix A 

Nutrition Services 
Central Supply-Physical Aspects 

 

# Question Yes No NI NA 

1 Storage space:  

 A.  Is free of excessive temperature and humidity. x    

 B.  Is readily accessible to delivery point. x    

 C.  Provides flexibility for storing different types of 
materials. x    

 D.  Takes into consideration damaged materials due to odor 
or leakage that might cause damage to other materials. x    

 E.  Provides readily accessible material through orderly 
coded storage system. x    

2 A.  Storage areas are scientifically developed as to space 
requirements for:  

 B.  Receiving x    

 C.  Opening packages x    

 D.  Repacking x    

 E.  School delivery x    

3 
Storage bins are internally organized as to shelving and bin 
location in conjunction with similar nomenclature in coding 
of items and in sequence with supply list. 

x    

4 Physical layout facilitates shipping procedure sequence. x    

5 Security and protection of materials are sufficient and 
effective. x    

6 Modern labor savings devices are utilized:  pallet load, 
forklifts, roller lines and hydraulic tailgates. x    
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Nutrition Services 
Central Supply Procedures 

 

# Question Yes No NI NA 

1 
There is a specific assignment of responsibility for each 
step of supply process that is clearly understood by the 
school system. 

x    

2 Stock is handled with minimum outlay for unpacking, 
shelving and repacking for distribution. x    

3 Provision is made for periodic inspection of stockroom to 
reveal obsolete and unused material. x    

4 Inventories are periodically conducted to root out unused 
surplus or to identify unusual compensation. x    

5 There is a provision for delivery spot check of quantities or 
weight. x    

6 Inventory procedures are efficient. x    

 
Distribution Procedures 

 

# Question Yes No NI NA 

1 Large school orders are drop-shipped to individual schools. x    

2 Drop shipments are permitted for schools when a specific 
purchase order covers a single school building. x    

3 Deliveries are made to schools daily, based on the nature of 
the product. x    

4 Deliveries are made to schools weekly. x    
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Nutrition Services 

 
This section is designed to allow you to provide the review team with other information you 
believe is pertinent to the review.  Please provide comments with regard to any of the preceding 
items within the checklist. 
 
 

Comments: 

We have no central supply system because we have just two schools.  The kitchen facility is  

located in the elementary school and breakfast and lunch are delivered to the high school. 

 We have looked into the possibility of contracting for food services.  We did this 

ten years ago but it failed because the school system was to small.  We have even attempted 

subcontract with another local district that is substantially larger but no interest from the 

vendor was received. 
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Nutrition Services 
 
Identify those “Best Practices” your district utilizes in this area.  You can attach support 
documents here if you would like to.  Electronic copies of these documents may be requested 
during the review. 

Best Practices: 

We are currently members of the OCNC Co-op which bargains for better pricing in all of  

our food purchases. 
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Nutrition Services 
 
You may also want to identify certain areas that you would like to have the review team pay 
particular attention to or discuss with you during the review, identify those items here. 

Concerns: 

As with all other industries the rise in cost of food and fuel is putting a strain on our school 

Lunch program.  I think it will be the norm to be supported by monies from the general 

Fund.  More money is going to food costs making it difficult to replace aging equipment. 

Our staffing levels appear to be normal. 
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Risk Management  
 

 
Risk Management is managing the potential for loss or injury through policies, 
procedures and avoidance.  The five fundamental elements of risk management are: 
 
1. Identification - The process of identifying and examining the potential sources of losses 
faced by the School District. 
 
2. Analysis - The assessment of the potential impact that various exposures can have on the 
School District. 
 
3. Control - An action to minimize, at the optimal cost, losses that strike the District. 
 
4. Financing - The acquisition of funds at the least possible cost to pay for the losses that 
strike the District.  (Self-insure, eliminate the risk, transfer contractual to other party, 
or insurance.) 
 
5. Administration - The planning and risk management policy development and the 
implementation and monitoring of the risk management process. 
 
All departments of a school district are exposed to the perils of fire, theft, earthquake, burglary, 
work-incurred accidents, and liability for injury to the public.  Some of these departments also 
have exposures involving possible loss of valuable papers and records, accounts receivable, loss 
of income, and extra expenses to continue operations. 
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Risk Management 
Workers Compensation Risk 

 

# Question Yes No NI NA 

1 Both a system of loss prevention and loss control exist, including 
the completion of incident reports. x    

2 The district regularly requests proposals for compensation insurance 
services or review for self-insurance feasibility. x    

3 Loss experience is obtained and reviewed regularly. x    

4 
The Experience Rate Modification Report is verified annually 
against the latest Loss Experience Report for all three years included 
in the calculation. 

x    

5 Payroll Audit Report is verified for proper classification of 
employees and elimination of overtime premium changes. x    

6 a The district maintains an accident review committee responsible for 
investigation of each incident.   x    

   b A written incident report is provided to the district safety committee 
once the investigation has been completed. x    

7 There is a planned safety program with evidence of activity. x    

8 Payroll Department maintains and validates records of absence due 
to work-related injuries and coordinates with insurance carrier. x    

9 Individual claim files are established upon notification of pending 
claim. x    

10 There is an employee procedural handbook for job-related injuries. x    

11 Employees are knowledgeable of the procedures to follow for 
medical treatment resulting from a job-related injury. x    

12 
Claims are reviewed by the business official, risk management 
department, or other appropriate district official in coordination with 
the safety program. 

x    

13 Open and reserved claims are reviewed prior to the annual “Unit 
Stat” date.  x   

14 The district maintains an incentive program for safety in the 
workplace.  x   

15 The district maintains an injury log by location. x    

16 A safety committee is active and minutes are kept of meetings for 
each location. x    
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 Risk Management 
Liability Risk 

 

# Question Yes No NI NA 

1 The district regularly requests proposals for agent of record services. x    

2 The district regularly requests a coverage/risk analysis from the 
agent of record or insurance provider. x    

3 Comprehensive general liability/tort liability coverage is carried. x    

4 Comprehensive general liability is included in a multi-peril policy. x    

5 An umbrella/excess policy is carried and coverage afforded under 
such a policy is at least as broad as primary policies. x    

6 Coverage is provided for the use and maintenance of all district 
property. x    

7 School-sponsored activities, both on and off school property, are 
covered. x    

8 A.  Liability for work performed by others is covered. x    

 B. Others performing services under contract have provided 
evidence of liability and workers’ compensation insurance. x    

9 A. Employed physicians and nurses are covered for malpractice.    x 

 
B. Physicians or other medical professionals providing services 
under contract have provided evidence of professional malpractice 
insurance. 

   x 

10 There is personal injury liability coverage, or it is included under the 
comprehensive general liability policy. x    

11 All transportation liability/property damage  is covered x    

12 If elevators are present, elevator collision liability is covered.     

13 A. There is coverage for use of premises and equipment by 
employees other than your own. x    

 B. Others using premises and/or equipment have provided evidence 
of liability insurance and signed hold-harmless agreement. x    

14 
Comprehensive automobile liability is carried on owned as well as 
non-owned vehicles, including interest of employees.  Limit: 
$_5,000,000___________ 

x    

15 Auto policy provides automatic coverage with reasonable notice to 
carrier. x    

16 Minimum limits of automobile insurance are required for all 
personnel using personal vehicles for district business. x    
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Risk Management 
Liability Risk 

 

17 Property damage liability is covered. x    

18 Appraisals of real property and equipment are completed on a 
regular basis. x    

 
Burglary and Theft Risk 

 

# Question Yes No NI NA 

1 

The district does have burglary and theft coverage (or included 
under All-Risk or “Special” Property Insurance coverage.) 

Limit: $___25,000  Deductible: $____500______________ 

 

x    

2 Money and securities are covered. x    

3 Coverage is sufficient to cover periods of peak receipts. x    

4 Security systems are utilized in high risk areas to lessen vandalism. x    

 
Boiler and Machinery Risk 

 

# Question Yes No NI NA 

1 
There is a boiler and machinery policy.  Limit: $_50,000,000____ 

Deductible: $_____1,000_____________ 
x    

2 Steel boilers, cast iron boilers and all pressure vessels are covered. x    

3 

Coverage form:  limited 
                           broad 
                           comprehensive 
                           blanket 

x    

4 Air conditioners are insured x    
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Risk Management 

Builder’s Risk 
 

# Question Yes No NI NA 

 
Construction contracts clearly identify if the general 
contractor or the District is responsible for providing the 
builder’s risk policy for all course of construction work. 

x    

1 An up to date builder’s risk policy is carried on new 
building work in course of construction. x    

2 
Interest of contractor and subcontractors shown on policy 
and certificates issued to contractors or to the District per 
the construction contract. 

x    

  
Floater/Inland Marine Risk 

 

# Question Yes No NI NA 

1 A floater policy is carried on school property that is moved 
from place to place including off-premise storage. x    

Garage Keeper’s Legal Liability 
 

# Question Yes No NI NA 

1 

If an auto mechanic shop is operated, a garage keeper’s 
legal liability policy is carried. 
 
Limit:  $ _____________________ 

 x   

2 

If there is such exposure, provision is made for coverage on 
fire and explosion, theft of auto, riot, civil commotion, 
malicious mischief and vandalism (for schools operating 
auto shop). 

 x   

3 Garage liability coverage is carried or exposures are 
covered under Comprehensive General Liability policy.  x   
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Risk Management 
Property Risk 

 

# Question Yes No NI NA 

1 Property insurance is carried on all buildings and contents. x    

2 The school district is self-insured.   x   

3 If fire insurance is carried, it is part of a multi-peril policy? x    

4 Property and contents are insured at replacement value. x    

5 There is an up-to-date appraisal of all real property. 
Date of appraisal:  _____5/2007____________________ x    

6 A recent statement of values is on file for each building and 
contents. x    

7 The policy is written on a “blanket” basis covering all 
properties. x    

8 The policy insures each building separately. x    

9 There is an up-to-date schedule of rates prepared by the 
appropriate state and local fire insurance rating bureaus. x    

10 There are no penalties assessed for items that can be 
corrected at little cost. x    

11 There is a deductible on the fire insurance policy. 
Amount:  $_____1,000______________ x    

12 There is a coinsurance clause.  Percentage:  ___________  x   

13 
There is an Agreed Amount Endorsement waiving co-
insurance clause. 
Amount of endorsement:  $_____________________ 

 x   

14 There is a Valuable Papers Policy X    

15 Property in a flood plain is covered by insurance under the 
FEMA program.  x   

16 Fire drills are performed at each location with appropriate 
documentation? x    

17 Fire alarm systems and extinguishers are inspected to insure 
they are charged and properly working? x    

18 Property is covered by insurance for earthquake damage. x    
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Risk Management 
Extended Coverage 

 

# Question Yes No NI NA 

1 Extended coverage is a part of the multi-peril policy or fire 
policy x    

2 

Vandalism insurance is carried.  Amount: $__Included in 
personal property $100,000 for outside fields___________ 
 
                                                Deductible: $__1,000_____ 

x    

 
 
 

“All-Risk” Coverage 

# Question Yes No NI NA 

1 An “All-Risk” or “Special” form applies ?    

 
 
 

Fidelity Bonds 
 

# Question Yes No NI NA 

1 Statutory requirements are met for officials and key 
employees regarding surety bonds. x    

2 A blanket fidelity bond is carried on all employees. x    

3 The bond/crime coverage includes “full faithful 
performance of duty.” x    
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Risk Management 
General 

 

# Question Yes No NI NA 

1 All policies are safely secured.  x   

2 Copies of all open claims are retained in the office and 
reviewed regularly for status. x    

3 Copies of loss experience reports are obtained from insurers 
and reviewed regularly for status. x    

4 Claims in litigation are diarized for review and for dates of 
court hearings. x    

5 
All independent audit recommendations regarding 
insurance are reviewed and implemented in a timely 
fashion. 

x    

 
Safety and Security 

 

# Question Yes No NI NA 

1 
District policies and procedures provide for the safety and 
security of students, employees and visitors while under the 
responsibility of the district. 

x    

 a 
The district periodically reviews and updates its safety and 
security policies and procedures to determine if they are 
appropriate for the current conditions. 

x    

 b 
The district works with and integrates its safety and security 
program with the local/county/regional homeland security 
and emergency response programs. 

x    

 c 
The district completes drills required by the state, including 
fire drills and bus evacuations, and tests emergency 
preparation for other conditions. 

x    

 d The district has a plan to address school violence. x    

 e The district has guidelines for what is appropriate conduct 
for students, teachers, and staff. x    

 f 

District procedures include a plan of how to communicate 
important information effectively to parents and the general 
public under all types of adverse situations, including 
weather, environmental and manmade. 

x    

 g 
District procedures include a plan to address the care of 
students and employees as necessary under adverse 
conditions or shelter in place requirements. 

x    



 

Appendix A  137 

 
Risk Management 

 
This section is designed to allow you to provide the review team with other information you 
believe is pertinent to the review.  Please provide comments with regard to any of the preceding 
items within the checklist. 
 

Comments: 

With any potential for litigation we inform our insurance agent and PACE personnel 

A recent crime of vandalism was committed at the elementary school.  The perpetrator was 

caught via video surveillance cameras in the school.  He was arrested and awaits judicial  

proceedings. 

We recently increased our liability insurance from $1,000,000 to $5,000,000 at the  

recommendation of our insurance agent of record in response to the Oregon Supreme  

Court ruling. 
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Risk Management 
 
Identify those “Best Practices” your district utilizes in this area.  You can attach support 
documents here if you would like to.  Electronic copies of these documents may be requested 
during the review. 

Best Practices: 
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Risk Management 
 
You may also want to identify certain areas that you would like to have the review team pay 
particular attention to or discuss with you during the review, identify those items here. 

Concerns: 
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APPENDIX B 

Supplemental Documents Reviewed 
 
Mission Statement 
Staff Listing 
Organizational Chart 
Superintendent Contract 
Job Descriptions (4) 
Notification of Administrator Extension/Non-Extension or Renewal/Nonrenewal 
Notification of Continued Employment (Classified) 
Confidential/Supervisory Evaluation 
Classified Employee Evaluation 
Yoncalla School District Teacher/Administrator Mentorship (2 pages) 
Employee Request for Leave (Form) 
Tuition Reimbursement Request (Form) 
In-service/Workshop Request (Form) 
General Interview Guidelines (Committee Handout) 
Interview Committee Instructions (Committee Handout) 
Fair & Unfair Inquiry Sheet (Committee Handout) 
Sample Licensed Interview Question Form 
Sample Classified Interview Question Form 
Sample Job Posting – Clerical position 
Sample Job Posting – Business Manager position 
Administrative Application Form 
Confidential Application Form 
Classified Application Form 
Licensed Application Form 
1st Year Probationary Teacher Evaluation Form 
General Licensed Employee Evaluation Form 
Goal-setting Form 
Pre and Post Observation Forms 
Licensed Walk-Through Observation Form 
Licensed Teacher Contract 
Extra Duty Contract 
Classified Collective Bargaining Agreement 
Licensed Collective Bargaining Agreement 
2007-2008 Staff Handbook 
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TO: Board of Directors

FROM: Angela Peterman

DATE: June 13, 2006

RE: Sample School District Preliminary Financial Summary
As of May 31, 2006

A preliminary summary of revenues and expenditures for Sample School District
No. 19 through May 31, 2006, indicates the following:

Total Revenues to Date of 11,848,532
Total Expenditures to Date of 9,414,812

Beginning Fund Balance July 1, 2005       660,746

Estimated Fund Balance As of May 31, 2006          3,094,466 

The major sources of revenue during the month of October were $9,480 of property
tax collections, $749,285 of State School Support, and $2,031 of interest
income.  The District continued to invest funds in the Government Investment
Pool during the month and earned an estimated annual interest yield of 3.40%.

The attached schedule recaps the Districts General Fund Actual Revenues and
Expenditures through May 31, 2006 and the estimated revenues and expenditures
through June 30, 2006.  Please note that these statements have been updated to
reflect our most recent estimated revenues and expenditures for the current
fiscal year and that our estimated ending fund balance through June 30, 2006 is
anticipated to be $1,499,405.

Please call if you have any questions about the attached statements.
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SOMEWHERE SCHOOL DISTRICT
Estimated 2005-06 Revenue and Expenditure

Actual Estimated Total
Year-to-Date Accruals Projected Net

REVENUE BUDGET 5/30/2006 To Year End For the Year Difference
Taxes, Current & Prior 1,955,469 1,849,360 78,194 1,927,554 27,915
Offsets 0 0 0 0 0
Interest on Investments 30,000 25,255 1,710 26,965 3,035
Student Activities 40,000 37,779 6,500 44,279 (4,279)
Miscellaneous Local Sources 55,500 19,817 40,500 60,317 (4,817)
County School Fund 10,000 797 10,000 10,797 (797)
Miscellaneous Intermediate Sources 15,000 30,857 2,379 33,236 (18,236)
School Support Funds 8,504,626 9,311,611 0 9,311,611 (806,985)
State Managed Timber 0 0 0 0 0
Common School Fund 55,000 22,068 16,603 38,671 16,329
Driver Education Fees 6,500 3,150 0 3,150 3,350
Teen Parent Program 5,000 476 250 726 4,274
School Facilities Grant 0 0 0 0 0
Other State Grants 0 0 0 0 0
Dependent Care Block Grant 7,500 1,515 843 2,357 5,143
Federal Forest Fees 520,559 544,120 0 544,120 (23,561)
Other Miscellaneous Sources 15,000 1,728 28 1,756 13,244

TOTAL REVENUE 11,220,154 11,848,532 157,006 12,005,539 (785,385)

Estimated Beginning Fund Balance 606,000 660,746 0 660,746 (54,746)

TOTAL REV. & BEG. FUND BALANCE 11,826,154 12,509,278 157,006 12,666,285 (840,131)

EXPENDITURES
Instruction
  Salaries 4,225,263 3,319,334 946,560 4,265,894 (40,631)
  Associated Payroll Costs 2,103,417 1,392,907 386,955 1,779,861 323,556
  Purchased Services 109,186 112,485 230 112,715 (3,529)
  Supplies & Materials 158,283 153,342 6,078 159,420 (1,137)
  Capital Outlay 31,050 40,547 0 40,547 (9,497)
  Other Objects 3,850 7,540 460 8,000 (4,150)

Total Instruction 6,631,049 5,026,154 1,340,283 6,366,437 264,612

Support Services
  Salaries 1,998,321 1,820,748 209,067 2,029,815 (31,494)
  Associated Payroll Costs 1,029,917 808,878 84,435 893,313 136,604
  Purchased Services 1,299,094 1,079,379 96,606 1,175,985 123,109
  Supplies & Materials 315,957 216,678 4,492 221,170 94,787
  Capital Outlay 116,285 116,850 1,662 118,511 (2,226)
  Other Objects 113,350 99,459 12,758 112,217 1,134

Total Suport Services 4,872,924 4,141,991 409,019 4,551,010 321,914

Enterprise & Community Service
  Salaries 16,350 13,501 1,702 15,204 1,146
  Associated Payroll Costs 12,063 9,457 972 10,428 1,635
  Purchased Services 0 0 0 0 0
  Supplies & Materials 385 327 91 418 (33)
  Capital Outlay 0 0 0 0 0
  Other Objects 0 0 0 0 0

Total Enterprise & Community Service 28,798 23,285 2,765 26,050 2,748

Debt Service Payments 168,383 168,383 0 168,383 1
Transfers to Unemployment Fund 25,000 55,000 0 55,000 (30,000)
Contingency 100,000 0 0 0 100,000

Total Expenditures 11,826,154 9,414,812 1,752,067 11,166,880 659,274

Estimated Ending Fund Balance 3,094,466 (1,595,061) 1,499,405

As of May 31, 2006

144 Exhibit A



Exhibit B  145 

DETAILED OUTLINE for 1.5-HOUR  
SCHOOL BOARD LISTENING SESSION 
 
Goal: Conduct several, depending on issue and size of district, with groups including classified 
staff, teachers, parents, business leaders and senior citizens. Staff (and other public besides 
invited guests) should be invited to attend to sit outside the circle and listen in. A good time is 6 
to 7:30 p.m., but this depends on the community. 
 
Two weeks prior to session:  Board chair sends invitations with listening session questions to 
select group of patrons or staff, usually 20 to 30, which nets hopefully a dozen people.  Make it 
clear that the board wants to listen to what the community thinks about a certain topic – or the 
district in general – and that feedback will be used to improve communications.  Important: the 
board won’t be “talking” during this session – only at the end in case folks want to follow up and 
ask questions. Call to follow up to confirm attendance two days before event.    

 
Evening of event:  Set circle of chairs and flip charts, or use projector and laptop for notetaker 
to type notes visible to group. Offer refreshments. Location can be in school, library, or even a 
local business, or even church, to establish community connection.  Use outside facilitator 
(OSBA can help set this up, or work with a community member – no need to be “professional” 
facilitator!) 
 
6 to 6:05 p.m. -- Casual welcome and seating; have survey questions available at door. Flip 
charts up with questions. Staff to greet and show seating arrangement.  
 
6:05: Remarks and introductions by board chair:  
Welcome and explain why the board is holding these sessions – example: “we want to build 
more understanding and trust in how the district spends resources.”  Note who is here: citizens, 
chosen as a random sample from throughout the district. Emphasize that board members won't be 
talking -- they're just listening. THANK them for being here.  Suggested comment: “I hope you 
already know this, but staff are them most important link we have to the community – they trust 
you because you work here, you’re often the most credible information sources they have! Enjoy 
the refreshments.” 
 
6:10 to 6:15: Facilitator’s remarks and ground rules: 
I'm very honored to be your facilitator tonight; this board is taking a very positive, brave step -- 
to listen, face to face, to your concerns and ideas. The same goes for administrators. You'll notice 
they're sitting in the group, and are interested in what you have to say. And, like the board, they 
won't be talking, either.  But if you want to ask questions later, they'll be on hand at the end, 
along with the board.  MY role is to keep things on track.  
 
So, here’s how the process will work: We have four questions on the sheet you received when 
you came in, and in your invitation. We'll start at the beginning with the first, with each person 
taking his or her turn to share their thoughts. We'll go around the circle, then we'll tackle the next 
question the same way. Staff will take notes on the computer, so we can see everyone's basic 
ideas -- and notice common themes.  If you feel the need to add something to your comments, or 
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clarify something, we'll take just a minute at the end of each question -- but only after everyone 
has spoken. It's important to allow everyone enough time. 
 
Here are the ground rules: 
 
-- There are no "right" or "wrong" answers: all your opinions are valued! Don't worry about 
whether your facts are correct. We are not here to correct or confirm anything. This is YOUR 
time to share, and we want to hear from everyone -- if you feel uncomfortable speaking to the 
group, feel free to use this sheet for your comments and turn them in. The same goes for others 
attending -- we'd like to hear from you, too! The important thing is to be honest.  
 
-- I'd like to remind everyone this is a public meeting, so please don't bring up any personnel-
related subjects, or mention any names, since specific personnel issues, by law, are to be kept 
confidential.  
 
So, let's get started!  First, go-round intro/how long lived here, any kids attending our 
schools?  
 
We'll start at this end...to give a moment to collect some thoughts, I'll read the first question:  
Please try to keep your comments to about 2 to 3 minutes, since we've earmarked about 15 
minutes for each question.  
 
15 minutes 
1. On a scale of 1 to five, with five being the highest, how would you rate the school board 
regarding trust in how it makes budget and spending decisions? Why? 
 
15 minutes 
2. What needs to happen in the district to increase your trust level? For example, what 
information would you like? What new things should happen? 
 
15 minutes   
3. What is the school board doing now that works effectively to build trust? 
 
15 minutes 
4. What do you think YOUR role should be in improving trust with the board and district in 
general? 
 
 
Again, on behalf of your staff and board, THANK YOU for sharing with us tonight. By the end, 
we'll have heard from parents, staff, senior citizens, and business people.  Let’s “break up the 
circle” now and mingle if you have questions -- and remember to leave any written comments 
with us; we'll also have a box by the door. 
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SAMPLE INVITATION LETTER TO BOARD LISTENING SESSION 
 
 
 
 
April 10, 2008 
 
 
 
Dear Robert & Mary Ann, 
 
The ____________ School Board wants your opinion!  We’d like to invite you to participate in a 
listening session on Tuesday, April 22 at 6  p.m. in Room 2 at our Support Services Center 
located at 2575 Commercial Street SE, Salem.  The session will last approximately 90 minutes. 
 
A listening session is an informal, small-group discussion about your thoughts, opinions and 
concerns.  Our theme will be (public trust and our school district – or the topic you choose noted 
here). 
 
A moderator will get the discussion started by asking a few open-ended questions.  Unlike 
regular board meetings, school board members will only listen; they will not speak or ask 
questions.  The purpose is to let board members hear directly from parents, community members, 
and staff about issues and concerns.  After the listening session, there will be time for board 
members to talk with participants in an informal way. 
 
As part of its public engagement plan for the coming year, the Board has scheduled monthly 
listening sessions with a variety of groups.  You are being invited because you are a vital part of 
our ____________ (business, parent, senior, employee, etc.) community. 
 
If you are unable to attend, we understand.  However, we hope you will be able to make time in 
your schedule to participate.  Please call _________1 by Wednesday, April 16th and let us know 
if you can make it.    
 
Please let us know if you have any special needs for the meeting.  Thank you for considering this 
opportunity and we look forward to seeing you there. 
 
Sincerely, 
 
 
 
(Your name here) 
Board Chair 
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SAMPLE THANK YOU LETTER FOR LISTENING SESSION 
 
 
 
 
 
 
 
April 25, 2008 
 
 
 
Don Smith 
1963 Manor View Lane NW 
Salem, OR   97304 
 
Dear Don, 
 
On behalf of the ____________School Board, I would like to take this opportunity to thank you 
for your interest in the _____________ School District by attending the School Board Listening 
Session on April 22, 2008. 
 
Please know that the School Board is listening to your concerns and taking your feedback 
seriously.  Your input will help us improve communications with the community next year – and 
for years to come, as we continue listening to what you think about our school district.   
 
We welcome the opportunity to hear from a cross section of our citizens and we look forward to 
your continued involvement. 
 
 
Sincerely, 
 
 
____________, Chairperson 
____________ School Board  
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166-400-0050 
Personnel Records 
Note: Inclusion of a records series in this schedule does not require the series be created. If a record is created electronically, 
it can be retained in electronic format only as long as the retention period is 99 years or less 
 
(1) Affirmative Action Records  
Records document school, district, and ESD compliance with the statutes and regulations of the U.S. Equal Opportunity 
Commission dealing with affirmative action. Records may include but are not limited to plans, updates, policy statements, 
reports, and supporting information. SEE ALSO Equal Employment Opportunity Commission Compliance Records in this 
section.  
Minimum retention:  (a) Retain plans, updates, and policy statements: Permanent 

(b)  Retain all other records: 3 years 
 
(2) Benefits Continuation Records  
Records document notifications to employees or dependents informing them of their rights to continue insurance coverage 
after termination of during disability or family leave. Continuation may be under COBRA or another provision. Notice is 
also sent to a third party administrator who administers the extended coverage. The records typically consist of notices sent 
and correspondence. Records may be filed with the Employee Benefits Records or Employee Personnel Records. SEE ALSO 
Employee Payroll Records in the Payroll section.  
Minimum retention:  3 years after employee separation of eligibility expired 
 
(3) Collective Bargaining Records  
Records document the negotiations and contractual agreements between a school, district, or ESD and an employee 
bargaining unit. Records may include but are not limited to union contracts and amendments; tentative agreements; 
arbitrator’s recommendations; negotiation work notes; strike contingency plans; management counter proposals; negotiation 
updates; newspaper clippings; press releases; research background material; employee classification printouts; minutes, 
sound recordings, and exhibits; published manuals; and related correspondence and documentation.   
Minimum retention:  (a) Retain contracts:  75 years after contract expires 

(b) Retain all other records: 6 years after contract expires 
 
(4) Comparable Worth Study Records  
Records documenting the analysis, study, and resolution of pay equity, alleged job discrimination, and related issues 
involving the agency and its employees. May include job content questionnaire summaries, position allocation reports, 
personnel reclassification studies, job category listings, study outlines, graphs, tables, and significant related records.  
Minimum retention:  (a) Retain final study or report: Permanent  
(b) Retain all other records: 5 years 
 
(5) Compensation Plan Records   
Records document the development, operation, and maintenance of the school, district, or ESD’s personnel compensation 
plans. Records include compensation plans; salary surveys; merit matrixes; pay range tables; and related correspondence and 
documentation.   
Minimum retention:  (a) Retain compensation plans: 20 years 

(b) Retain pay range tables, merit matrixes: Until superseded 
(c)  Retain all other records: 3 years 

 
(6) Criminal Background Check Records  
Records document the pre-employment or periodic criminal record check made on prospective or current staff, faculty, and 
volunteers by schools, districts, or ESDs. Records include but are not limited to a Fingerprint-Based Criminal History 
Verification form documenting the result of a criminal history background check coordinated by the Oregon Department of 
Education through the FBI and Oregon Law Enforcement Data System (LEDS). The form includes name and other personal 
identifying information, indication of existence or absence of criminal record, and related documentation. Records may be 
retained as part of the Employee Personnel Record. SEE ALSO Employee Personnel Records and Recruitment and Selection 
Records in this section.   
Minimum retention:   (a) Retain background check logs until superseded or obsolete 

 (b)  Retain fingerprint cards until return of card or receipt of investigation findings 
 (c)  Retain all other records 90 days, destroy 
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(7) Disciplinary Action Records  
Records documenting termination, suspension, progressive disciplinary measures, and other actions against employees. May 
include statements, investigative records, interview and hearing records, findings, and related records. May be filed with 
Employee Personnel Records. 
Minimum retention:  (a)   Retain investigations resulting in termination: 10 years after employee  separation  

(b)  Retain investigations resulting in disciplinary action or exoneration: 3 years   after resolution  
(c)  Retain unfounded investigations: 3 years 

 
(8) Drug Testing Records  
Records document the testing of current and prospective employees for controlled substances prohibited by policy, 
procedure, or statute. Records may include but are not limited to the documentation of test results, the collection process, the 
random sample process, and those documenting the decision to administer reasonable suspicion drug testing. 
Minimum retention:  (a) Retain positive test results: 5 years  

(b) Retain negative test results: 1 year 
 
(9) Employee Benefits Records  
Records document school, district, or ESD individual employee benefit information such as selection of insurance plans, 
retirement, pension, and disability plans, deferred compensation plans, and other benefit program information. Records may 
include but are not limited to plan selection and application forms, enrollment records, contribution and deduction 
summaries, personal data records, authorizations, beneficiary information, and related documentation. Records may be filed 
with the individual Employee Personnel Record. SEE ALSO Employee Payroll Records in the Payroll Records section.   
Minimum retention:  (a) Retain PERS enrollment records, official copy: 75 years after date of hire 

(b) Retain all other records: 3 years after employee separation or eligibility expired 
 
(10) Employee Medical Records  
Records document school, district, or ESD individual employee work related medical history. These records are not 
personnel records and must be kept physically separate from employee personnel records—in a separate location, as 
required by the Americans with Disabilities Act. Records may include but are not limited to medical examination records 
(pre-employment, pre-assignment, periodic, or episodic), X-rays, records of significant health or disability limitations related 
to job assignments, documentation of work related injuries or illnesses, hearing test records, hazard exposure records, drug 
testing records, first-aid incident records, physician statements, release consent forms, and related correspondence.  SEE 
ALSO Hazard Exposure Records in this section.   
Minimum retention:  (a) Retain hazard exposure records: 30 years after separation [per 29 CFR 1910.20]  

(b) Retain all other records: 6 years after separation 
 
(11) Employee Personnel Records  
Records document school, district, and ESD individual employee work history. Records may include but are not limited to 
applications; notices of appointment; training and licensure (certification) records; records of health limitations; in service 
training records; salary schedules; tuition reimbursement records; personnel actions; performance evaluations; teacher 
evaluation reports; letters of commendation and recommendation; letters of reprimand; notices of disciplinary action; notices 
of layoff; letters of resignation; home address and telephone disclosures; emergency notification forms; oaths of office; 
grievance and complaint records; pension, retirement, disability, and leave records; and related correspondence and 
documentation. SEE ALSO Criminal History Check Records, Recruitment and Selection Records, Employee Medical 
Records, and Employee Benefits Records in this section.   
Minimum retention:  (a) Retain employment applications (most recent and first successful), teacher licensure (certification  
 records, personnel actions, oaths of office, home   address/telephone disclosures, emergency  
 notification form (most recent): 75 years after date of hire 

(b) Retain grievance, complaint, and disciplinary records: 3 years 
(c)  Retain all other records: 3 years after separation 

 
(12) Employment Eligibility Verification Forms (I-9)  
Records document the filing of U.S. Immigration and Naturalization Service Form I-9 form which verifies that an applicant 
or employee is eligible to work in the United States. Information includes employee information and verification data such as 
citizenship or alien status and signature, and employer review and verification data such as documents which establish 
identity and eligibility, and employer’s signature certifying that documents have been checked. 
Minimum retention:  3 years or 1 year after employee separation, whichever is longer (8 CFR 274a-2) 
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(13) Employee Recognition Records  
Recognition of employees for special service to the agency. May include service awards, recognition certificates, 
commendations, award nominations, lists of past recipients, and presentation or ceremony records and photographs. Some 
records in this series may have historic value. For appraisal assistance contact the Oregon State Archives. SEE ALSO 
Employee Suggestion Award Records in this section.  
Minimum retention:  6 years 
 
(14) Employee Suggestion Award Records 
Records documenting an employee suggestion program where employees may submit suggestions that improve 
effectiveness, efficiency, and economy in agency operations. Employees may receive awards for adopted suggestions. 
Records may include suggestion forms and evaluations, award information, and related documentation. SEE ALSO 
Employee Recognition Records in this section.  
Minimum retention:  (a) Retain adopted suggestions: 2 years 

(b) Retain suggestions not adopted: 1 year 
 
(15) Equal Employment Opportunity Commission Compliance Records  
Records document school, district, or ESD compliance with the U.S. Equal Employment Opportunity Commission 
regulations. Records may include but are not limited to reports; anti-discrimination committee meeting records and reports; 
workplace analyses; discrimination complaint policies and procedures; complaints; reports; exhibits; withdrawal notices; 
copies of decisions; hearings and meeting records; report listing number of employees by gender, race, and job classification; 
and related correspondence and documentation. SEE ALSO Affirmative Action Records in this section.   
Minimum retention:  (a) Retain plans, updates, and policy statements: Permanent 

(b) Retain complaint records and documentation: 3 years after final decision   issued  
(c)  Retain all other records: 3 years 

 
(16) Grievance Records  
Records document grievances brought by or against employees of schools, districts, or ESDs. Records may include but are 
not limited to notice of grievance; informal discussion notes; format hearing notes (including audio tapes): final summary 
statements or reports; private arbitrator or Employment Relations Board rulings; correspondence; and supporting 
documentation.  
Minimum retention:  3 years 
 
(17) Hazard Exposure Records  
Records document a school, district, or ESD employee’s exposure to hazardous conditions such as chemicals, toxic 
substances, blood-borne pathogens, biological agents, bacteria, virus, fungus, radiation, noise, dust, heat, cold, vibration, 
repetitive motion, or other dangerous work related conditions. These records are not personnel records and should be 
maintained in an Employee Medical File. Records may include but are not limited to hearing test records, radiation 
measurement records, blood test or other laboratory results, incident reports, first-aid records, X-rays, work station air 
sampling reports, and correspondence. SEE ALSO Employee Medical Records in this section.   
Minimum retention:  30 years after separation (per 29 CFR 1910.20) 
 
(18) Layoff, Dismissal, and Non-Renewal Records  
Records document the procedures and computations used in laying off, dismissing, or non-renewal of contracts of school, 
district, and ESD employees. Records may include but are not limited to service credit computations, service credit lists, 
layoff ranking lists, layoff notice letters, employee layoff election forms, documentation in support of action taken, and 
related correspondence.   
Minimum retention:  3 years after final disposition 
 
(19) Personnel Research Records  
Records document the study and analysis of personnel issues such as comparative salary, pay equity, collective bargaining, 
fringe benefits, manning standards, minimum qualifications, recruitment, training, job discrimination, and related issued 
involving the school, district, or ESD and its employees. Records may include but are not limited to questionnaires, data, 
summary reports, studies, surveys, and related documentation.   
Minimum retention:  (a) Retain final study or report: Permanent  

(b) Retain all other records: 5 years 
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(20) Photo Identification Records  
Photographs and other records used to identify agency employees, private security personnel, contract workers, and others. 
May include photographs taken for agency identification cards, driver’s license photographs, and information such as name, 
date of birth, physical description, identification number, driver’s license number, and other data.  
Minimum retention:  Until superseded or obsolete 
 
(21) Position Description and Classification Records  
Records document job descriptions and the studies and evaluations of school, district, or ESD positions to determine if 
reclassification is appropriate. Records may include but are not limited to current and new job descriptions, organizational 
charts, classification specifications, desk audits, classification review reports, and related correspondence and documentation.   
Minimum retention:  3 years after superseded or obsolete 
 
(22) Recruitment and Selection Records  
Records document the recruitment and selection of agency employees. Records may also document the recruitment and 
selection of contracted service providers such as attorneys, auditors, insurance agents, labor consultants, and others. Records 
may include but are not limited to job announcements and descriptions, applicant lists, applications and resumes, position 
advertisement records, civil service and other examination records, classification specifications, affirmative action records, 
interview questions, interview and application scoring notes, applicant background investigation information, letters of 
reference, civil service records, position authorization forms, certification of eligibles, recruitment summary records (job 
announcement, position description, documentation relating to the announcement and test, and test items and rating levels), 
and related correspondence and documentation. SEE ALSO Employee Personnel Records and Employment Eligibility 
Verification Forms (I-9) in this section.  
Minimum retention:  (a) Retain announcement records, position description, and records documenting creation of test and 
                                         rating scale 10 years  

(b) Retain unsolicited applications and resumes 3 months if not returned to solicitor  
(c) Retain unsuccessful applications and other records 3 years after position filled or recruitment  

 cancelled 
 
(23) Teacher Registration and Licensure (Certification) Records  
Records document the registration and licensure (certification) of school teachers, including substitute teachers. Records may 
include but are not limited to licensure (certification) records which list teacher name, type of license (certificate), date of 
licensure (certification), salary, days taught; Oregon Department of Education licensure (certification) reports which list type 
of license (certificate), teacher, and district; and related documentation. Early records may include county superintendent 
administered examination results, copies of examinations, and teacher salary information. SEE ALSO Employee Personnel 
Records in this section.   
Minimum retention: (a) Retain licensed (Certificated) Personnel Reports: 2 years after school year in which records were 

  created  
 (b) Retain substitute teachers records: 1 year after school year in which records  were created 
 (c)  Retain all other records: 75 years after date of hire 

 
(24) Training Program Records  
Records document the design, implementation, and administration of training programs and opportunities provided to school, 
district, and ESD employees, including in service training for faculty. Records may include but are not limited to class, 
workshop, or conference descriptions; instructor certifications; planning documentation; instructional materials; course 
outlines; class enrollment and attendance records; training certification forms; and related correspondence and 
documentation.   
Minimum retention: 3 years after school year in which records were created 
 
(25) Volunteer Program Records  
Records document the activities and administration of volunteer programs in the school, district, or ESD. Records may 
include but are not limited to volunteer hour statistics; volunteer program publicity records; insurance requirement records; 
volunteer training and orientation records; inactive volunteer files; and related correspondence and documentation.   
Minimum retention: (a) Retain volunteer worker records: 3 years after separation 

 (b) Retain all other records: 5 years 
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(26) Wellness Program Records  
Records document the development, operation, and activities of a school, district, or ESD wellness program. Records may 
include but are not limited to program statements, health and safety surveys, committee minutes, newsletters, and related 
correspondence and documentation.   
Minimum retention:  3 years after school year in which records were created 
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ACKNOWLEDGMENT OF REVIEW AND RECEIPT

I, the undersigned employee, acknowledge that I have both received and read the ________
Handbook (insert version or date of printing here ) and understand my responsibility to comply
with all District policies and procedures referenced and outlined with the handbook.
[Furthermore, I understand that failure to comply will result in disciplinary action up to and
including termination.]

__________________________________
Name

__________________________________
Signature

__________________________________
Date

ACKNOWLEDGMENT OF REVIEW AND RECEIPT OF UPDATE
I, the undersigned employee, acknowledge that I have both received and read the update to the
Employee Handbook _________ and understand my responsibility to comply with all District
policies and procedures referenced and outlined with the handbook.

__________________________________
Name

__________________________________
Signature

__________________________________
Date
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Oregon School Boards Association
Selected Sample Policy

Code: ECAC
Adopted:  

Video Surveillance

The Board authorizes the use of video cameras on district property to ensure the health, welfare and safety
of all staff, students and visitors to district property, and to safeguard district facilities and equipment. 
Video cameras may be used in locations as deemed appropriate by the superintendent.

The district shall notify staff and students through student/parent and staff handbooks that video
surveillance may occur on district property.

Students or staff in violation of Board policies, administrative regulations, building rules or law shall be
subject to appropriate disciplinary action.  Others may be referred to law enforcement agencies.

Video recordings may become a part of a student’s educational record or a staff member’s personnel
record.  The district shall comply with all applicable state and federal laws related to record maintenance
and retention. 

END OF POLICY

Legal Reference(s):

ORS  30.864
ORS 192.420 - 192.505
ORS 326.565
ORS 326.575
ORS 332.105
ORS 332.107
ORS 336.187
ORS 339.260
ORS 342.850

OAR 581-021-0210 to -0440
OAR 581-022-1660

Individuals with Disabilities Education Act (IDEA), 20 U.S.C. §§ 1400 - 1427 (2006).
Family Educational Rights and Privacy Act of 1974, 20 U.S.C. § 1232g (2006); Family Educational Rights and Privacy, 34
C.F.R. Part 99 (2006).
In the matter of A.O., A Minor (March 28, 1988) (Superintendent of Public Instruction Ruling).

7/1/99*SW
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 Job Description

Job Title: Bus Driver
Department:  
FLSA Status: Nonexempt
Prepared By: Oregon School Boards Association Prepared Date: 

Summary:  Transports students by bus in a safe and professional manner.

Essential Duties and Responsibilities include the following.  Performs some or all of the
following tasks.  Other duties may be assigned.

Performs pre-trip inspection on bus prior to driving.

Drives District vehicles safely while transporting students from home to school; transports students and
adult chaperones on school activities during and outside of school hours.

Monitors appropriate behavior of students.  Maintains discipline and control of students on buses. 
Reports disruptions to school office.

Responsible for maintaining bus in good repair; Cleans bus daily; Replenishes fuel and oil as needed.

Assists students loading and unloading onto bus; Conducts required passenger instruction; Administers
first aid to passengers as required.

Completes all required reports on a timely basis.

Maintains thorough working knowledge of all laws, procedures and regulation governing school bus
drivers and student transportation.

Qualifications:  To perform this job successfully, an individual must be able to perform each essential
duty satisfactorily.  The requirements listed below are representative of the knowledge, skill and/or ability
required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the
essential functions.
Education and/or Experience:  High school diploma or equivalent.  Six months full-time driving
experience or three to five years normal driving experience. 
Interpersonal Skills:  Works well with others.  Focuses on solving conflict; Maintains confidentiality;
Listens to others without interrupting; Keeps emotions under control; Remains open to others’ ideas;
Contributes to building a positive team spirit.
Language Skills:  Ability to read and interpret documents such as safety rules, operating and
maintenance instructions and procedural manuals.  Ability to write routine reports and correspondence. 
Ability to effectively present information and respond to questions from students, staff and parents.
Mathematical Skills:  Ability to add and subtract two digit numbers and to multiple and divide with 10’s
and 100’s.  Ability to perform these operations using units of American money and weight measurement,
volume and distance.
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Reasoning Ability:  Ability to solve practical problems and deal with a variety of concrete variables in
situations where standardization exists.  Ability to interpret a variety of instructions furnished in written,
oral, diagram or schedule form.
Certificates, Licenses, Registrations:  Valid commercial driver’s license (CDL).  First-aid card, CPR
card, child and infant CPR.  School bus driver’s certificates.  Certificates as determined by the District
and/or state and federal laws.

Physical Demands:  The physical demands described here are representative of those that must be
met by an employee to successfully perform the essential functions of this job.  Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands for fine
manipulation, handle or feel; reach with hands and arms and talk or hear.  The employee is frequently
required to stand; walk; stoop, kneel, crouch or crawl and taste or smell.  The employee is occasionally
required to climb or balance.  The employee must frequently lift and/or move up to 50 pounds and
occasionally lift and/or move up to 100 pounds.  Specific vision abilities required by this job include
close vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust focus.

Specifically must have the ability to:

a. Open and close a manually operated bus entrance door control with a force of at least 30 pounds.
b. Climb and descend steps with a maximum step height of 17 ½ inches.
c. Operate two hand controls simultaneously and quickly.
d. Have a reaction time of three-fourths of a second or less from the throttle to the brake control.
e. Carry or drag a 125-pound person 30 feet in 30 seconds or less.
f. Depress a brake pedal with the foot to a pressure of at least 90 pounds.
g. Depress a clutch pedal with the foot to a pressure of at least 40 pounds.
h. Exit from an emergency door opening of 24 by 48 inches at least 42 inches from the ground in ten

seconds or less.

Visual acuity of at least 20/40 in each eye, with or without corrective lenses; binocular acuity of at least
20/40 in both eyes, with or with out corrective lenses; from field of vision of at least 140 degrees; the
ability to distinguish the colors red, green, and yellow.

Hearing of at least 7/15 in at least one ear.

No mental, nervous, organic or functional disease or disability likely to interfere with save driving or
other responsibilities of a school bus driver.   

Work Environment:  The work environment characteristics described here are representative of
those an employee encounters while performing the essential functions of this job.  Reasonable
accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly exposed to moving mechanical parts. 
The employee may be exposed to bloodborne pathogens.  The employee is frequently exposed to wet
and/or humid conditions and outside weather conditions.  The noise level in the work environment is
usually moderate.
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Note: This is not necessarily an exhaustive or all-inclusive list of responsibilities, skills, duties,
requirements, efforts, functions or working conditions associated with the job.  This job description is not
a contract of employment or a promise or guarantee of any specific terms or conditions of employment. 
The school district may add to, modify or delete any aspect of this job (or the position itself) at any time
as it deems advisable.

I have read and understand this job description.

Signature: Date: 
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 Job Description

Job Title: Bus Shop Foreman
Department:  
FLSA Status: Nonexempt
Prepared By: Oregon School Boards Association Prepared Date: 

Summary:  Oversees daily operation of bus shop; performs mechanical maintenance and repair of
District vehicles.

Essential Duties and Responsibilities include the following.  Performs some or all of the
following tasks.  Other duties may be assigned.

Performs skilled maintenance and repair work on diesel and gas vehicles which are the property of the
District.

Organizes, schedules and assigns work to employees under his/her supervision; ensures quality of work
done.

Welds and repairs machines as required.

Analyzes mechanical and electrical problems in vehicles and establishes procedures to correct problems.

Purchases all vehicle repair parts, tires and contracted service on vehicles.

Verifies accuracy of parts and labor charge for each vehicle work assignment.

Prepares and submits all warranty claims for new vehicles, parts, tires, etc.

Maintains up-to-date service records on all vehicles under the responsibility of the transportation
department.

Coordinates routine and regularly scheduled maintenance of vehicles under the responsibility of the
transportation department.

Inspects all types of pupil transportation vehicles for compliance with Oregon state requirements. 

Marginal Duties and Responsibilities include the following.  Performs some or all of the
following tasks.  Other duties may be assigned.

Follows District policies and procedures.

Establishes and maintains effective working relationships with District personnel and the public.

Maintains personal appearance appropriate to the position.

Maintains industry-accepted level of technical skill.

Carries out work responsibilities effectively under pressure of deadlines, interruptions and new or
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GOAL SETTING 
 
Goal-setting helps to define your organization, gives it direction and helps to organize the actions 
necessary to reaching the organization's mission.  Goals also motivate employees by 
communicating what the organization (e.g. department) is striving for as well as providing a 
process for recognizing successes and on-going challenges.  Goals are a way of supporting 
quality and productivity improvement as well as identifying areas where training or resources are 
needed. 
 
One of the best ways to remember what goals should include is to remember the acronym 
SMART.  The more specific the goal, the more likely the organization is to achieve it because it 
clearly communicates desired outcomes.  Measurable refers to having a way to determine 
whether or not the department is making progress toward the goal.  There needs to be a way to 
clearly define the moment when the goal is achieved (when possible goals should be stated in 
quantitative terms).  Aggressive but achievable means the goal should stretch department staff 
but not be so aggressive that the staff feels defeated from the start.  Don't be concerned if a goal 
is not immediately achievable.  Experience suggests progress will be greater on a goal that is just 
beyond reach than one that is too easy to achieve.  Relevancy of goals requires that the goal lead 
to outcomes that help to accomplish or contribute to the mission of the organization.  Time-
bound focuses on tying each goal to a deadline.  This element drives both the direction and speed 
of how the goal will be achieved. 
 
Examples of goals (not necessarily for HR departments): 

 
1.  Objective:  Improve test scores 
 
Goal:  Increase fifth-grade math scores 5 percent over last year's scores by the end of the 
2008-09 school year. 
 
2.  Objective:  Increase teamwork 
 
Goal:  Develop and seek opportunities for collaboration with colleagues.  Create one new 
lesson or activity collaboratively with other staff to be delivered by the end of first 
semester and evaluate its effectiveness. 
 

A possible HR department goal statement: 
 
Objective:  Recruit, retain and develop high quality teachers. 
 
Goal:  For the 2008-09 teaching year, ensure that every new teacher is evaluated in 
accordance with the Professional Growth and Evaluation Program; retain 90 percent of 
first-year teachers who meet Developing Basic or Proficient; retain 90 percent of second-
year teachers who meet Proficient and retain 90 percent of third-year teachers who meet 
Proficient or exceed Distinguished standards. 
 
or 
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Goal:  For the 2008-09 teaching year, ensure that every new teacher is evaluated in 
accordance with the Professional Growth and Evaluation Program and increase the 
retention of first-year teachers who meet Developing Basic or Proficient by 5 percent 
over 2007-08; increase the retention of second-year teachers who meet Proficient 
standard by 5 percent over 2007-08; and increase the retention of third-year teachers who 
meet Proficient or exceed Distinguished standards by 5 percent over 2007-08. 
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