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STATEMENT

This handbook is intended to acquaint employees of the Harlingen Consolidated Independent School District with certain employment policies. By accepting and continuing employment with the District, each employee is required to comply with all rules, regulations, and policies. This handbook is neither a contract nor a substitute for the official district policy manual. It is not intended to alter the at-will status of employees in any way.

The Director of Transportation will have the authority to waive and/or alter, and/or amend these procedures and guidelines when deemed necessary for the safety of the students or in the best interest of the Department or District.

This handbook shall remain in effect until eliminated or modified in whole or part by the District. A copy of this handbook shall be furnished to each employee of the District shall constitute acknowledgment that they are aware and understand the provisions of the Employee Handbook.

Each employee of the Transportation Department shall be required to sign and date the Employee Statement.
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TO ALL TRANSPORTATION DEPARTMENT EMPLOYEES:

Welcome:

Many work hours and employee input went into this employee handbook. It gives you guidelines and procedures for use within the Harlingen CISD Department of Transportation. 

As useful reference, the handbook will help make your experience in our department a pleasant and successful one. It highlights our goals and objectives in providing safe and efficient transportation to all of the Harlingen CISD students and personnel.

I welcome any questions or suggestions you may have.

Thank you for your cooperation.

Sincerely,

Rene A. Paredez
Rene A. Paredez

Director of Transportation

DISPATCHER – JOB DESCRIPTION

GENERAL  DUTIES:  Assure the smooth and efficient operation of all bus routes in order to 

                                        provide transportation services to all eligible students in the district.

REPORTS TO:             Transportation Supervisor
ESSENTIAL KNOWLEDGE & SKILLS;

1. Must have interest and empathy for children.

2. Must possess comprehensive knowledge of driving safety and courtesy.

3. Must know the federal, state, and local school district rules, regulations, procedures, and laws as they relate to the operation of a passenger vehicle.

4. Must have a valid commercial driver’s license with all appropriate endorsements and classifications, and all other required licenses, permits and certificates. 

5. Must have the ability to understand and carry out written and oral instructions.

6. Must have the ability to maintain effective pupil behavior management control over groups of children.

7. Must be able to meet or exceed the annual state required physical examination. 

8. Must be willing and able to submit and pass a substance abuse testing as prescribed by local school board policy.

9. Must have and maintain a satisfactory driving and criminal background check that reflects a professional driver and which meets all local school district, state, and federal requirements.

10. Must have a tuberculin test in file.
11. Must be able to communicate well with people, including clear and understandable verbal skills.

12. Must have the writing and arithmetic skills to accurately complete the assign forms and reports.

13. Must be able to drive all school district vehicles.

14. Must be at least 18 years old.

15. Must attend in-service training classes and safety meetings as required by the department, local school board, and the Federal Government.

16. Must be able to read and interpret schedules and forms, as well as read a map.

17. Must be physically able to climb in and out of the school bus emergency door to evacuate the bus in an emergency. 

18. Must possess working knowledge of how to care for challenged students with diverse transportation needs. 

19. Must provide the Transportation Office with an up-to-date telephone number and mailing address.

PRIMARY JOB RESPONSIBILITIES:

1. Assign buses and routes to drivers.

2. Handle complaints from parents, school officials, and drivers in the absence of the Transportation Director.

3. Check bus routes.

4. Keep record of attendance of all bus drivers and monitors.

5. Keep drivers certifications current.

6. Drive bus on emergency basis for routes or field trips.

7. Be on call after hours.

8. Keep records of daily maintenance checks.

9. Any other duties as assigned by the Transportation Director.  

SCHOOL BUS DRIVER – JOB DESCRIPTION

GENERAL  DUTIES:  To operate a school bus in transporting pupils to and from school as                                                                                                                                                                                              

                                         well as related activities, and to perform other related work as

                                         required. 

REPORTS TO:             Transportation Supervisor
ESSENTIAL KNOWLEDGE & SKILLS;

1. Must have interest and empathy for children.

2. Must possess comprehensive knowledge of driving safety and courtesy.

3. Must know the federal, state, and local school district rules, regulations, procedures, and laws as they relate to the operation of a passenger vehicle.

4. Must have a valid commercial driver’s license with all appropriate endorsements and classifications, and all other required licenses, permits and certificates. 

5. Must have the ability to understand and carry out written and oral instructions.

6. Must have the ability to maintain effective pupil behavior management control over groups of children.

7. Must be able to meet or exceed the annual state required physical examination. 

8. Must be willing and able to submit and pass a substance abuse testing as prescribed by local school board policy.

9. Must have and maintain a satisfactory driving and criminal background check that reflects a professional driver and which meets all local school district, state, and federal requirements.

10. Must have a tuberculin test in file with negative results.

11. Must be able to communicate well with people, including clear and understandable verbal skills.

12. Must have the writing and arithmetic skills to accurately complete the assign forms and reports.

13. Must be able to drive all school district vehicles.

14. Must be at least 18 years old.

15. Must attend in-service training classes and safety meetings as required by the department, local school board, and the Federal Government.

16. Must be able to read and interpret schedules and forms, as well as read a map.

17. Must be physically able to climb in and out of the school bus emergency door to evacuate the bus in an emergency. 

18. Must possess working knowledge of how to care for challenged students with diverse transportation needs. 

19. Must provide the Transportation Office with an up-to-date telephone number and mailing address.

PRIMARY JOB FUNCTIONS:

1. Operate a school bus on an assigned route in transporting children to and from school, as well as related activities, in a safe and timely manner.

2. Maintain, read, and understand route sheets, including time changes and notify the dispatcher immediately of any changes.

3. Maintain scheduled route to established time and mileage as accurately as possible.

4. Exercise student management through corrective use of communication and discipline and to report discipline problem through proper local school district procedures. 

5. Maintain good work habits through timeliness and low absenteeism for daily assignment and extra trips. 

6. Properly care for vehicle and its component parts as prescribed by the district to minimize wear and to extend its life cycle.

7. Operate the two way radio correctly and according to district policy.

8. Inspect each vehicle before and after each trip using the correct procedure and complete a pre trip and post trip inspection.

9. Operate the vehicle and stop to board and disembark using safe and responsible procedures.

10. Keep bus clean and orderly with daily cleaning after each route operated as well as check for items left behind by students.

11. Maintain a presentable personal appearance, which includes being properly dressed according to district standards.

12. Maintain a cooperative attitude with fellow employees, dispatchers, parents, and school personnel.   

13. Must fuel bus in accordance with transportation standards.

14. Must be able to be prepared to handle emergency situations.

15. Must be able to complete and turn in all required documentation to the dispatcher in a timely manner. i.e. Student Count, pre-trip inspections etc.
16. Successfully complete driving skills evaluation.

17. Attend all in service trainings, school district meetings, and any meeting designated by the Transportation Director.

18. Turn in to dispatcher vehicle keys, notebook, and gas card if assigned in a timely manner.

19. Must be dependable.
20. Performs other duties as assigned.

SPECIAL ED. BUS DRIVER – JOB DESCRIPTION

GENERAL  DUTIES:  Assure the smooth and efficient operation of all bus routes in order to 

                                        provide transportation services to all eligible students in the district.

REPORTS TO:             Transportation Supervisor
ESSENTIAL KNOWLEDGE & SKILLS;

1. Must have interest and empathy for children.

2. Must possess comprehensive knowledge of driving safety and courtesy.

3. Must know the federal, state, and local school district rules, regulations, procedures, and laws as they relate to the operation of a passenger vehicle.

4. Must have a valid commercial driver’s license with all appropriate endorsements and classifications, and all other required licenses, permits and certificates. 

5. Must have the ability to understand and carry out written and oral instructions.

6. Must have the ability to maintain effective pupil behavior management control over groups of children.

7. Must be able to meet or exceed the annual state required physical examination. 

8. Must be willing and able to submit and pass a substance abuse testing as prescribed by local school board policy.

9. Must have and maintain a satisfactory driving and criminal background that reflects a professional driver and which meets all local school district, state, and federal requirements.

10. Must have a tuberculin test in file with negative results.

11. Must be able to communicate well with people, including clear and understandable verbal skills.

12. Must have the writing and arithmetic skills to accurately complete the assign forms and reports.

13. Must be able to drive all school district vehicles.

14. Must be at least 18 years old.

15. Must attend in-service training classes and safety meetings as required by the department, local school board, and the Federal Government.

16. Must be able to read and interpret schedules and forms, as well as read a map.

17. Must be physically able to climb in and out of the school bus emergency door to evacuate the bus in an emergency. 

18. Must possess working knowledge of how to care for challenged students with diverse transportation needs. 

19. Must provide the Transportation Office with an up-to-date telephone number and mailing address.

20. Must be able to secure adaptive and assistive devises on students that require special transportation.

21. Must complete CPR and First Aid Training.

22. Adhere to the Transportation dress code.

23. Must be dependable.

PRIMARY JOB FUNCTIONS:

1. Operate a school bus on an assigned route in transporting children to and from school, as well as related activities, in a safe and timely manner.

2. Maintain, read, and understand route sheets, including time changes and notify the dispatcher immediately of any changes.

3. Maintain scheduled route to established time and mileage as accurately as possible.

4. Exercise student management through corrective use of communication and discipline and to report discipline problem through proper local school district procedures. 

5. Maintain good work habits through timeliness and low absenteeism for daily assignment and extra trips. 

6. Properly care for vehicle and its component parts as prescribed by the district to minimize wear and to extend its life cycle.

7. Operate the two-way radio correctly and according to district policy.

8. Inspect each vehicle before and after each trip using the correct procedure and complete a pre trip and post trip inspection.

9. Operate the vehicle and stop to board and disembark using safe and responsible procedures.

10. Keep bus clean and orderly with daily cleaning after each route operated as well as check for items left behind by students.

11. Maintain a presentable personal appearance, which includes being properly dressed according to district standards.

12. Maintain a cooperative attitude with fellow employees, dispatchers, parents, and school personnel.   

13. Must fuel bus in accordance with transportation standards.

14. Must be able to be prepared to handle emergency situations.

15. Must be able to complete and turn in all required documentation to the dispatcher in a timely manner.

16. Successfully complete driving skills evaluation.

17. Attend all in service trainings, school district meetings, and any meeting designated by the Transportation Director.

18. Must turn in to dispatcher vehicle keys, notebook, and gas card if assigned in a timely manner.

19. Perform other duties as assigned.

SCHOOL BUS MONITOR: JOB DESCRIPTION

GENERAL DUTIES: To assist challenged students being transported to and from school as 

                                       well as related activities, and to perform other related work as required.

REPORTS TO:  Bus Driver, Dispatcher or designee

ESSENTIAL KNOWLEDGE AND SKILLS:

1. Must have interest and empathy for children.

2. Must have the ability to maintain effective pupil behavior management control over groups of children.

3. Must have the ability to understand and carry out written and oral instructions.

4. Must be able to communicate well with people.

5. Must be able to complete accurate forms and reports.

6. Must be able to operate lift equipment and securement equipment.

7. Must be at least 18 years old.

8. Must attend in service training classes and safety meetings as required by the department, local school board, and State or Federal Government.

9. Must be able to read and understand schedules and forms.

10. Must be able to physically climb in and out of the school bus emergency door to evacuate bus in case of an emergency.

11. Must possess working knowledge of how to care for challenged students with diverse special transportation needs. 

12. Must provide the transportation office with an up-to-date telephone number and address.

13. Must be prepared to assist in completing student evacuations.

14. Attend all in service meetings, trainings, and any school district mandatory meetings.

15. Must maintain and meet all requirements to be a special education monitor.

16. Must complete a CPR and First Aid training.

17. Must maintain control of the students on the bus.

18. Must assure that all students are using a safety belt.

19. Must remain on the bus when the driver is not present and students are on the bus.

20. Must become familiar with all of the individual needs of the students riding their assigned bus.

21. Must be able to operate bus radio.

22. Must adhere to Transportation dress code policy.

WHAT TO DO IF:

ACCIDENTS INSIDE THE BUS TRANSPORTATION COMPLEX
If you are involved in an accident inside the Bus Transportation Complex, i.e., parking lot, side streets, gas pump, wash area, etc., stop and turn off the engine. Do not move the bus from the accident scene. IMMIDIATELY REPORT THE ACCIDENT/INCIDENT TO THE DISPATCHER.

(See Accidents pp. 39)

ACCIDENTS OUTSIDE THE BUS TRANSPORTATION COMPLEX
If you are involved in an accident outside the Bus Complex; stop and turn off the engine. Do not move the bus unless you are blocking traffic or your location may be hazardous to your students. Call the Transportation Office and give the dispatcher the exact location of the accident, are there students injured and the amount of damage to your bus. The dispatcher will immediately contact the local police department and report the accident. Secure all information from the other individual involved in the accident. You must record where all students were sitting if students were on board at time of the accident. DO NOT LEAVE THE SCENE OF THE ACCIDENT UNTIL INSTRUCTED TO DO SO BY THE TRANSPORTATION DIRECTOR OR DESIGNEE. (See Accidents pp. 39)

YOUR BUS STALLS OUT DURING HEAVY RAIN
Some buses have a tendency to stall out during heavy rains or when going through deep water. Sometimes the problem will correct itself if the bus is allowed to sit for five (5) to ten (10) minutes. During the waiting time, the engine heat may dry out the wet wires. If your bus should stall out during these conditions, do the following:

1. Keep all students on the bus.

2. Activate the emergency flashers.

3. Turn off all other lights.

4. Wait five (5) minutes and try starting the engine. (Do not overload the starter by continuously running it more than a few seconds at a time.)

5. If the engine will not start, wait another five (5) minutes and try again.

6. If the engine will still not start, call the Transportation Office and give your route number, exact location, and situation.

7. If evacuation is required, refer to the evacuation procedures on pages 41 and 42.

If you should get the engine started after you have notified the Transportation Office, please call our office and notify us that you have resumed your route.

Once you have restarted the engine, take it slow. If you feel the engine is misfiring and appears to be stalling, shift into neutral and keep the engine idling at a fast idle until the engine is running smooth again.             

DRIVING THROUGH DEEP WATER

SLOW DOWN or STOP. Proceed at 2 or 3 miles per hour. This will keep the water from getting into vehicles.

BAD WEATHER SETS IN WHILE YOU ARE OFF DUTY

The weather can change very rapidly. If very bad weather (cold, rain, high winds) moves in, you may have problems starting your bus. Plan ahead and arrive to work early to start your route timely manner.

STUDENT GETS HURT OR BECOMES ILL ON THE BUS

Try to determine the extent of the injury or the seriousness of the illness. If the situation is not too serious, continue to the school or home. When you let the child off, make sure another student notifies the proper adult, or if possible, you should notify the adult. 

If the situation is serious, go to the nearest school, fire station, or hospital and request help. REPORT THE INCIDENT TO THE DISPATCH OFFICE AND COMPLETE A “STUDENT ACCIDENT/INCIDENT REPORT” WHEN YOU RETURN TO THE BUS COMPOUND.  

SERIOUS STUDENT CONDUCT PROBLEMS

Contact the dispatch office and call for assistance. Complete a conduct report as soon as possible so the incident can be reported through the proper authorities. 
YOU ARE THREATENED BY A STUDENT OR PARENTS

REMAIN CALM. Do not lose your temper and do not return the threat. If you are at the student bus stop or at the school, get the student off the bus and leave and advice the Transportation office. Do not argue with a student or parent at a bus stop---tell them to call the Transportation office and request a meeting with the Transportation Director. Report the incident to the Transportation Director or designee.

SEAT BELTS

The use of seat belt is mandatory. Buckle up for safety. Failure to use a seat belt will result in a reprimand and a possible citation by a Law Enforcement Officer. 

SPEED

The speed limit in residential sections is 30 MPH unless otherwise posted. Drivers are obligated to follow all speed limits posted (5 mi.), especially around school zones.

BUS RACING

Do not race with other buses, and under no circumstances, drive side by side with another school bus on the freeway. The district will not pay fines or aid the driver who violates traffic laws while operating a school vehicle.

SCHOOL BUS DRIVING PRIVILEGE

The insurance company may not, because of a driver’s poor driving record, insure a driver. The District will not allow anyone that is not insurable drive a school bus.

FUELING

Passengers are not permitted to remain on the bus while the bus is being fueled, i.e. Out of town trips. Need a gas receipt when using an HCISD credit card. All drivers are required to complete the required forms when operating a school bus. 

RIGHT TURNS

Driver’s operating a school bus will NOT make a LEFT or a RIGHT TURN on red.

DRIVING ON SHOULDER

The shoulder is for emergency use only, and is not designed for extended driving.

U-TURNS

DO NOT MAKE U-TURNS WHILE DRIVING A SCHOOL BUS UNLESS AUTHORIZED BY THE TRANSPORATION DIRECTOR.
DRIVING LIGHTS

You are to always drive with all outside lights and marker lights regardless of the time of day.

C.D.L. LICENSE AND REGION ONE CERTIFICATION

As a bus driver, you are required by state law to have on your person, your driver’s license and your Region One Certification or enrollment card at all times when operating a school bus.

BACKING A SCHOOL BUS

Except under the most extreme conditions, you should never back-up a school bus unless authorized by the Transportation Director. If you must back up, SOUND THE HORN prior to backing up and try to find someone that may assist you to assure you do not hit an obstacle. 

YIELD TO EMERGENCY VEHICLES

School buses are required to yield to emergency vehicles. You are required to yield the right of way to emergency vehicles by pulling over to the right edge of the roadway and stopping. In the event that the road is congested, slow down and leave a clear path for the emergency vehicle to pass.

BUS FOLLOWING DISTANCE

Remember the Defensive Driving Rule of 4 seconds following distance. This is especially true when following another bus, as in a convoy. YOU MUST NEVER TAIL GATE ANOTHER VEHICLE.

ENGINE IDLING

Drivers are not allowed to leave the bus while the engine is running during warm up periods and Drivers will not allow the engine to idle while they are cleaning the bus or fueling up. CONSERVE FUEL.

BUS DIMENSIONS

The 71-passenger school bus has several characteristics, which present the driver with a few problems: 

1. The length of a 71-passenger bus is over 37 feet; more than two times the length of the average automobile. 

2. The overhang in the rear, (from the rear wheels to the back bumper), is over 12 feet. 

When going around a corner, this overhang has a tendency to strike poles, trees, cars,

or signs. 

       3.   Due to the height and length of the bus, two blind spots exist. The first is behind the bus            

       (3 cars can be parked behind the bus before the driver can see the vehicle on the mirror).

             The second blind spot is on the driver’s side just behind the driver’s seat. A single car     

             can be in that position and not be seen in the driver’s mirror. Never park side by side

             with another school bus when students are on board.   
TRAFFIC INTERSECTIONS

A number of intersections have two lanes that allow a left turn. When making a left turn in one of these intersections, be VERY CAREFUL to stay on your lane and be on the look out for other vehicles crossing over into your lane. 

SCHOOL BUS STOPS

School buses must stop for other school buses, which are in the process of loading or unloading students. (Not applicable when in a school loading/unloading area). However, the moving bus must proceed with caution and not more then 10 MPH. 

SCHOOL BUS PASSING

Passing another school bus should be done only when it is found extremely necessary. The driver shall exercise extreme caution to avoid an accident. The bus being passed should slow down, if possible, to allow to be passed quickly and safely. Buses should avoid running side by side as this is dangerous due to the number of passengers involved. Students will sometimes take advantage of this opportunity to throw objects at one another, which may cause a driver distraction.

REPAIRS AND MAINTENANCE

Each school transportation vehicle shall have a daily pre-trip inspection performed and documented by the school transportation vehicle operator. Report all problems on the pre-trip inspection form and submit a work order request to the shop foreman. Some repairs may be completed the same day the problem was reported and some may take longer. The dispatcher will assign an alternate vehicle until the regular vehicle used by the operator is repaired.

SMOKING

Smoking aboard any and all school transportation vehicles is prohibited. State Law and District Policy prohibit the use of any tobacco product in the HCISD school district property. 

TOWING

School transportation vehicles will not be operated with a trailer or other vehicle attached while students are being transported. Drivers are prohibited from asking passengers or other vehicles to push or tow the school district vehicle. Call the dispatch office when you have a stalled bus.

PUSHING SCHOOL BUSES

Drivers will not use their school bus to push another school bus, except as a last resort in a life-threatening situation.  All towing will be done by the mechanic personnel or a commercial towing company.      

DOORS AND WINDOWS 
All bus doors and windows are to be kept closed at all times when parked for the night in the transportation lot.

The doors will remain closed when the bus is in motion.

KEYS

Each bus is equipped with a key and an identification tag on it. All keys will be returned to the dispatch office after every route/trip is completed. Drivers must not keep their bus keys. Drivers should remove the vehicle key whenever they leave their bus. Drivers will be charged for any key that they have lost. ALWAYS TAKE THE KEY WITH YOU. 

AUTHORIZED PASSENGERS

No one except HCISD school personnel and students regularly assigned to a school transportation vehicle for a particular route may ride in such vehicle, unless he/she has received prior authorization.

The bus drivers’ children, parents or guardians, and other family members are not permitted to ride any bus unless regularly assigned or arrangements have been made with the Director of Transportation or school principal.
PERSONAL ERRANDS

A school bus or district vehicle will NOT be driven for personal errands. All school buses are limited by law to serve school children or school employees on school business.

USING THE RADIO SYSTEM

Use of our two-way radio system is governed by the Federal Communications Commission (FCC) and is subject to various rules and regulations regarding proper usage.

Drivers and Monitors are instructed to follow basic rules when using the radio:

1. Complete a radio check prior to leaving the bus complex to insure the radio is working.

2. Monitor the air before transmitting.

3. Refrain from unnecessary conversation with other drivers.

4. Use radio only when needed. Some issues can be cleared up at base.

5.  When reporting an accident, it is imperative that drivers immediately identify:

a) location of accident

b) extent of injuries if any

c) whether or not a school bus is involved

d) if an ambulance or wrecker is needed

e) Talk slowly and clearly. USE ENGLISH

An employee, who is caught misusing the radio system, i.e. playing radio music, using foul language, interrupting other driver/base communications, etc., will be subject to written reprimand and will be recommended for termination. 

EMPLOYEE PARKING

All employees will park in the area designated for transportation employees. Drivers on “overnight” trips may park their vehicles in the designated parking area.

No personal vehicles are allowed in the bus parking area.

BUS PARKING LOT

Bus speed limit in the parking lot is ten (10) MPH.

Each bus has an assigned parking space---buses are to be parked in their assigned parking space.

After your route is complete, all windows and doors should be closed before leaving the parking lot.

No non-district vehicles or unauthorized persons are permitted in the bus parking area.

All paper and trash should be deposited in the trash dumpsters that are placed in the bus parking area. Do not sweep trash off the bus and on to the ground.
When leaving the lot to start your route, you must exit through the south gate.

MAINTENANCE SHOP AREA

Employees, other than assigned personnel, are not to go into the shop area unless on business. Please stay within the red lines to avoid going into the shop work area.

Do not leave your bus in the shop area unless directed by the Shop Foreman. Park the bus in the assigned parking space and the mechanics will pick it up when they are ready to work on it.

FUEL PUMP AREA

Employees are not to loiter around the fuel pump area. 

Do not leave your bus parked at the fuel pumps when you return from a field trip or late run. 

Do not leave the engine running when fueling. Remain with your bus until it is filled up and then return it to its parking space. 

No students will be on board when fueling the bus.

DEPARTMENT FACILITY

Please remember, when you come in from your route, that even though you have finished working, the office staff still has work to complete. Please DO NOT go into the Office area unless you have transportation business to conduct.

Your cooperation is appreciated in keeping our break area clean. Please clean up after yourselves.  

TELEPHONE

The telephones in the office and shop are for business ONLY. Please do not use these phones for personal calls. A phone is located outside the employee lounge for your use. 

If you get a personal call (other than emergency) on the office phone, we will take a message and leave it on your mail slot. 

WEAPONS

Any employee found carrying a weapon on the bus or school district property will be recommended for termination.

ASSIGNED SEATS ON THE BUS

Bus seat assignments will be made at the driver’s discretion. However, the following guidelines should be considered when making seat assignments.

1. Allow students to choose their own seats. Make sure they understand that their assigned seat is for the entire year. 

2. If problems arise after students have been assigned a seat, the driver should make the 

      necessary changes.

3. Completed copies of the seating assignments should be given to the dispatcher and the school.

4.  Seating charts should be updated when making changes.

5. Drivers should check their bus for vandalism after each run. Damages caused by inappropriate student behavior (i.e. cut or torn seats, broken windows, writing on seats) should be reported to the Dispatcher.

DRESS REGULATIONS 

EMPLOYEE’S IMAGE AND WORK ETHICS

All employees of the Transportation Department play a very important role in the success of the transportation system. The role played by the driver and monitor is even more important because of their daily contact with students, parents, school personnel, and community members.

Drivers and monitors can instill confidence in the people they come in contact with.

The drivers and monitors must be emotionally stable, have a friendly personality and practice good personal hygiene. The following are characteristics that identify a successful driver and monitor.   

      Being friendly, but not familiar,

        Being firm, but not unduly strict,

        Being honest and fair, but not partial

        Not losing their temper or self-composure

        Being dependable and punctual

        Demonstrating respect for all people. Regardless of age, color, creed, or economic status.

        Refrain from the use of tobacco while aboard a school bus

        Never operate a school bus while under the influence of alcohol, and/or drugs.

        Practicing courtesy at all times, on the road, and in dealing with people.

        Addressing students by their proper names and expecting students to address you with 

        respect.

        Observing all traffic laws and regulations.

        Observing all rules and policies of the school district and Transportation 

        Department.

        Practicing defensive driving and keeping a clean and mechanically sound bus.

The dress and grooming of all district employees shall be clean, neat and in a manner as appropriate as deemed by the standards established by the school district.

The wearing of proper footwear is necessary for the safe operation of the school bus and for the safety of the employee. Shoes must have a fully enclosed heel and toe, and the sides must be constructed of leather or leather like material or canvas and provide the adequate protection to the feet. The shoe will not have a heel of 2 inches or more. It is recommended that the sole be slip resistant. 

Unacceptable footwear includes clogs, moccasins, platforms, sandals, slippers, thongs, wedges, and pumps.

Employees reporting to work in shoes that are not authorized will not be permitted to clock-in unless they are able to justify the circumstances. The resulting absence will be documented on the time card as unauthorized absence.

Refrain from using profane language while on duty. DO NOT wear clothing that solicits drugs, alcohol, sex, or cigarettes while on duty. No horseplay anywhere while on duty. No shorts are allowed during a route/trip run.

WORKING HOURS

Drivers and monitors will be guaranteed a minimum of 30 hours per week. Upon completion of the route a driver or monitor are required to leave the bus compound area immediately after their duties are completed, if not assigned to do additional duties. 
ASSIGNMENT OF ADDITIONAL DUTIES

Additional duties may include but are not limited to the following:

1. Clean the parking lot

2. Clean in and around the department’s area

3. Clean buses

4. Wash buses, wax etc.
5. Bleed air brakes

6. Check fluids i.e. oil and radiator

7. Do other general work as needed and assigned

8. Trips

If an employee refuses an extra work opportunity, the employee will be paid only for the hours worked.

TIME CARDS

The use of a time card and clock system is your assurance that an accurate record of your work hours will be kept. If you forget to clock-in or clock-out, bring this to the attention of the transportation secretary or dispatcher. 

Employees are to clock out immediately after their post trip inspection and 15 min. break (AM & PM). 

No employee will clock in or out for another employee. Clocking in/out for another employee will result in the recommendation for termination of the employee who is falsifying the clock record.

WORK SCHEDULES

Schedules will be assigned to drivers based on justified route time requirements as verified by the dispatchers and Transportation Director. Additional or extra work will be assigned as necessary by the TOMs System according to hours worked. This system will be used throughout the school year.

Any deviation from your program schedule must have the Transportation Directors approval.

ATTENDANCE AND PUNCTUALITY

Transporting students to and from school everyday; calls for the perfect attendance and punctuality of all transportation employees. When someone is absent, someone else must do his or her work. Running late to work will cause every student to be late for school. If a driver is late, he/she will be sent home for that run assignment. They will not be allowed to make up the hours if the reason is not justifiable.

ATTENDANCE RULES

1. Report to work on time.

2. If not able to report to work, call the dispatcher and notify him/her at least 30 minutes prior to your scheduled clock in time. If no one is at work, call the dispatcher home number or the Transportation Directors home/cell number.

3. When you are absent from work for three consecutive days, you will need a Doctors proof of fitness that you are available to work.

4. Do not abuse your sick leave privileges.

EXCESSIVE ABSENCES, CALLS AND TARDIES

One write up will be given each time any of the following occurs:

Excessive absences – will be dealt with as per policy

Late call – call made less then 30 minutes before your normal clock in time

No call – A no call or a call 1 minute after your schedule clock in time.

Tardy   - An employee who is fifteen minutes or more tardy will not be allowed to clock in unless approved by the Transportation Supervisor or the Transportation Director. If not permitted to clock in, the employee will be counted as absent. 

EXTRA WORK

Extra work is made available by the department for employees to gain extra hours.

Any driver or monitor who wants to do extra work to gain more hours must sign up when the position is posted and prior to the deadline stated on the posting in order to be eligible. Once an employee has been assigned an extra work assignment, they become ineligible for any other assignment. The assigned extra work is awarded for the school year unless the Director changes the assignment. 
ASSIGNMENT OF NON-DRIVING WORK

The availability of non-driving work such as office help, training, shop work and other special assignments shall be posted in advance when possible. Drivers and monitor may apply for such assignments if they choose. Criteria used in making assignments will include:

1. Needs of the District

2. Skills and experience

3. Performance evaluations

4. Educational or technical training

5. Availability

6. Accumulated weekly hours already working

The final decision of non-driving work assignments is the responsibility of the Director of Transportation.

FAILURE TO WORK

If the employee does not perform the assigned work as required, he/she will be removed from the assigned work. All employees will clock in/out at the assigned schedule given to them by the Transportation Supervisor.    

EXTRA CURRICULAR ACTIVITIES AND FIELD TRIPS

Extra curricular trips and late runs make up a large part of the total busing program. These trips are a benefit to the drivers because of the additional hours they earn.

TRIPS WILL BE ASSIGNED AS FOLLOWS:

1. Utilizing the latest version of T.O.M. (Transportation Operations Manager) program based    

on seniority and accumulated hours earned for the week.

2. Schedules for local and out of town trips will be posted three days prior to the trip  

going out.

3. Dispatchers, mechanics, edulog clerk, will not be allowed to make these trips except in an 

emergency situation and with approval of the Transportation Director.

SIGN-UP LIST

Drivers who want to take extra field trips or late runs that are not part of their normal route, must sign up for these activities before consideration is given to them.

DRIVER QUALIFICATION

It may become necessary at times to qualify a driver for a trip due to the nature of the trip and the experience of the driver. During these times a driver who signs up for the trip is subject to qualification by the Transportation director.  If it is determined that the driver is not qualified for the trip i.e. all girls on the bus, the driver will be replaced by another driver. The driver being replaced will be given the opportunity for another trip when it is available. New drivers will not be given field trips until they have been employed for a minimum of thirty (30) days in the Transportation Department and have all necessary certifications or at the discretion of the Transportation Supervisor/Director. Do not run a field trip without specific authorization for each trip from the department’s administration or dispatcher. Trip sheets must be completed for each trip upon completion of the trip. Be sure to document the time and mileage starting from base and returning to base.

REMEMBER, you cannot be paid for trips if your trip sheet is not turned in or if it is incomplete.

If a driver quits or resigns his/her name will be deleted from the list and if the driver is rehired by the transportation department; that drivers loses all seniority. Previously held seniority will be lost and that driver goes to the bottom of the seniority list. 

Refusal to drive three (3) field trips will result in the driver being removed from the trip list.

You will not be allowed to exchange or trade trips if, if for any reason you can not make the trip; you must advise the dispatcher that you will not be available for that trip. The trip will be assigned to the next eligible driver on the rotation list.

DESTINATION

 If you do not know the location of the school that the trip is assigned to, the destination, or the best route to get to where you are going, ask the lead driver if one is assigned or the dispatcher. Make sure that you completely understand the trip and what is expected out of you before leaving the bus terminal.

OBLIGATION TO THE GROUP

As a trip driver, your first obligation is to the security of the bus and the group. A driver must stay with the bus at all times for security purposes. All day activity drivers will rotate this responsibility. A driver will be subject to reprimand for failure to follow procedure. 

NOTIFYING TRIP SPONSOR

When it comes to trips, NEVER take anything for granted. When you arrive at a school, go to the office and notify the secretary to please notify the teacher of your arrival and that you are ready to leave when they are.

If the trip is in the afternoon, make sure that the sponsor (teacher) in charge knows the time that you must return in order for you to complete your afternoon route.

OUT-OF-TOWN TRIPS

It is recommended that drivers stop every two hours and walk around the outside of the bus to lessen fatigue. If you have a breakdown and/or an accident, you must contact one of the nearest schools and the Transportation Director.

LEAD DRIVERS

Trips using three (3) or more buses will be assigned a Lead Driver who is in charge of all drivers on that trip. This will occur many times during football season. It is the responsibility of the lead driver to know where they are going and the safest route to get there timely. The Lead Driver will assure that buses on the freeway do not exceed the state legal speed limit for buses on the highway (50 MPH).

BUS INSPECTION AND APPEARANCE

Pre and Post trip inspections are to be completed on every bus used to go out of town. The dispatcher will give the Shop Foreman a list of the buses going out of town in order to give the mechanics an opportunity to check the buses thoroughly prior to the trip.  

After the trip is completed bus will be fueled and cleaned by the driver using the bus prior to parking it in its assigned space.   

FUELING OUTSIDE THE TRANSPORTATION COMPOUND

If it becomes necessary for the driver to purchase fuel outside the compound, if using cash or a credit card, assure that the bus number, mileage, odometer reading, date, and time are on the receipt. Turn in the signed receipt to the dispatcher as soon as possible.

ABSENCES AND REFUSALS 
Drivers, in some cases, are not able to carry out their trip commitments due to unforeseen circumstances or simply a driver’s refusal of a trip. In the case of a refusal, the driver must sign the trip sheet and write refused on the sheet. The following rules were established in an effort to maintain an efficient, fair, and proper method of regulating trip absences or refusals.

      1.   A.M. AND P.M. ABSENCES
            Drivers that are not available for the A.M. or P.M. bus route will not be allowed to 

            work extra trips for that day or the next day. Drivers who do not work Friday;     

                      can not work weekend field trips. 

2. NON-SCHOOL DAY TRIPS    

Non-school day trips are not affected by the A.M. or P.M. bus route absences. 

However, a trip will be considered refused, if not carried out , unless excused by the Transportation Director.

3. EXCUSED REFUSALS AND ABSENCES

A trip may not be considered refused in case of: a) the driver’s illness,

                       b) death in the immediate family. 

                       A trip may be returned and not considered a refusal if it conflicts with his/her  
                       regular route.

                  4.  UNEXCUSED REFUSAL         

                       Drivers with 3 unexcused refusals or who accumulate too many absences will be     

                       removed from the rotation list for the remainder of the school year.

5 DEPARTURE FROM EMPLOYMENT

A driver who leaves the employment of the Transportation Department loses his/her established seniority for all assignments.

 RE-TRAINING

Any driver who has an at-fault accident is subject to the following procedures:

1. Driver must report to the Transportation Director.

2. Director counsels with the driver and verifies that an accident report is completed.

3. Driver that is not terminated will go through a re-training process. 

4. Driver who has two (2) at-fault accidents will be recommended for termination.

COMPLAINTS

A. It is the responsibility of the Transportation Director to discuss with the driver concerned             the complaint received. All complaints, as well as the Director’s actions will be documented.

B. Speeding/Unsafe Driving Complaints:   

After (1) verified complaint of speeding/unsafe driving is received by the Director, the driver in question will be notified and given the opportunity to respond to the accusation. 

* Verified complaints will be defined as complaints which the Transportation Director can confirm through the source of the complaint. For a complaint to be considered; the complainant must be willing to submit the complaint in writing and signed by the complainant.  

ABSENCES, LEAVES, AND VACATIONS

All employees must notify the office when planning to be on leave. An Absence Form must be completed by all employees immediately after returning to duty from an absence. All employee absence will be charged to one or more of the listed types of leave. Any absence which can not be charged to one of the listed types of leave will be charged as an unexcused absence.

SICK LEAVE

If an employee is absent from duty because of personal illness, temporary disability, pregnancy, illness of a member of their immediate household (including all children attending a college or university), the employee shall be allowed (5) days of state sick leave and (5) days of local sick leave annually. An employee who is absent for more than (3) days shall submit a doctors’ certification of illness and/or employee fitness to return to work.  This document shall be submitted to the Director of Transportation. 

PERSONAL LEAVE

A personal business or emergency leave shall be limited to no more than (5) working days of local sick leave per school year. This type of leave shall be requested at least (5) days in advance and must be approved by the Transportation Director. 

JURY DUTY

All full time employees shall be granted leave with pay and without loss of accumulated leave for jury duty. The employee shall be required to present documentation of the service and shall be allowed to retain any compensation for this service. 

OTHER LEAVES

For other types of leave refer to the “Districts Employee Handbook”.

DRIVER SENIORITY RULES

If a driver terminates from the district from the district all seniority will be forfeited. Seniority begins when the person is employed or re-employed in the Transportation Department as a driver.

WORKERS COMPENSATION

All employees are covered by Worker’s Compensation and are entitled to benefits for work related injuries. Employees shall use state and local sick leave and other leave benefits to which they are entitled under this policy while they are recovering from a job related injury and receiving worker compensation benefits. 

SUMMER EMPLOYMENT PROGRAM

During the non-school or summer months; limited employment opportunities are available in the department. 

Drivers and monitors are employed to do such work as drive routes, serve as monitors for special education, and drive for field trips. 

Near the end of the school year, late April or early May, every full-time employee will have an opportunity to sign up for summer employment.

Consideration will be given to all full time certified drivers, monitors, and trainers based on the following:

1. Perfect Attendance

2. Perfect Punctuality

3. Safe Work Habits

4. Drivers Safe Driving (no preventable accidents)

5. Annual Evaluation Report

6. Seniority

REPRIMAND PROCEDURES

Any employee of the Harlingen Consolidated Independent School District may be discharged or suspended with or without pay during the year for one or more of the reasons listed below. A person may be dismissed or suspended with or without pay for good cause. Good cause will be determined at the sole discretion of the Transportation Director. Any employee that has been notified that their employment is being terminated may request a conference with the next level of supervision following the chain of command.

At each conference, the supervisor may confirm or revoke the termination of employment. The decision of the Superintendent shall be final. 

Warnings – Supervisors shall ensure that warning notices shall be given to an employee who violates Board and/or Administrative policies. Warning notices shall be issued in accordance with the following provisions:

  1.  Warning notices to an employee must be in writing with a copy forwarded to Personnel 

       Office.

  2.  Warning shall state, specifically, the policy which has been violated and the conduct  

        constituting the violation.

  3.   An employee receiving warnings for violating multiple rules, in the judgment of the

        Transportation Director, constitute good cause for termination.

GRIEVANCE

The purpose of policies DGBA and FNG is to provide employees an orderly process for the prompt and equitable resolution of complaints. The Board intends that, whenever feasible, complaints be resolved at the lowest possible administrative level. 

Any person wishing to file a complaint should meet with their immediate supervisor. The supervisor will be responsible for providing the employee, student, or parent with a copy of school board policy and forms to use in filing a grievance. 

Procedures and timelines DGBA:

a) Level One – Immediate Supervisor – within 10 days of time employee knew or should have known of the event causing the complaint.

b) Level Two- Assistant Superintendent – within 7 days after the Assistant Superintendent received the request to discuss the complaint.

c) Level Three- within 7 days after receiving the complaint.

d) Level Four- Board of Trustees – the Superintendent will inform the board of the time, date and place of the meeting. 

RULES AND DISCIPLINARY ACTION

                                                                           FIRST                 SECOND              THIRD

                          RULE                                   OFFENSE            OFFENSE           OFFENSE                  

	1.  Falsification of Employment Application                                      
	Discharge
	
	

	2.  Punching in for another employee
	Discharge
	
	

	3.  Failure to sign time sheet
	Warning
	Warning
	Discharge

	4.  Abandon  Job
	Discharge
	
	

	5.  Use of tobacco products in school grounds
	Warning
	Warning
	Discharge

	6.  Excessive tardiness and/or absences
	Warning
	Warning
	Discharge

	7.  Failure to call in when ill.
	Warning
	Warning
	Discharge

	8.  Using cell phone while driving bus
	Warning
	Warning
	Discharge

	9.  Failure to report to work
	Warning
	Warning
	Discharge

	10. Reporting to work under the influence of drugs/alcohol.  Drinking alcohol during work.
	Discharge
	
	

	11.  Possession of fire arms/weapons at work
	Discharge
	
	

	12.  Leaving the job without permission
	Discharge
	
	

	13.  Insubordination
	Discharge
	
	

	14.  Placing/receiving unauthorized personal calls
	Warning
	Warning
	Discharge

	15.  Gambling on the job
	Discharge
	
	

	16.  Failure to observe dress code
	Warning
	Discharge
	

	17.  Theft or removal without authorization any school or employee property. 
	Discharge
	
	

	18.  Deliberately destroying school property
	Discharge
	
	

	19.  Failure to observe use of seat belt
	Warning
	Discharge
	

	20.  Selling or seeking contributions with prior    consent of Director.
	Warning
	Discharge
	

	21.  Immoral Conduct  
	Discharge
	
	

	22.  Threatening or intimidating an employee
	Warning
	Discharge
	

	23.  Performing unauthorized work on school time
	Warning
	Discharge
	

	24.  Failure to notify supervisor of anticipated absence due to medical condition 5 days of receiving doctors notice
	Warning
	Discharge
	

	25.  Failure of an employee to report to work 48 hours after a doctors release
	Discharge
	
	

	26.  Use of school property without proper authorization
	Warning
	Discharge
	

	27.  Failure to obey safety rules and procedures
	Warning
	Discharge
	

	28.  Making false or malicious statements concerning any employee or the school
	Discharge
	
	

	29.  Abusive, cursing to anyone while on duty or on school property.
	Warning
	Discharge
	

	30.  Failure to follow written or verbal instructions 
	Warning
	Discharge
	

	31.  Falsifying invoices on receipts or materials
	Discharge
	
	

	32.  Failure to perform duties as outlined by your job description and/or supervisor 
	Warning
	Warning
	Discharge

	33.  Absence for personal leave without permission
	Discharge
	
	

	34.  Fighting on school premises
	Warning & 3 day
	Discharge
	

	
	Suspension with out pay.
	
	

	35.  Endangering or distracting others through shouting, screaming, or horseplay .  
	Warning
	Suspension 3 days without pay
	Discharge

	36.Getting a moving violation with students on/off board
	Warning
	Discharge
	

	37.  Getting a non-moving violation
	Warning
	Warning
	Discharge

	38.  Picking up students across main street/highway without Director approval  
	Warning
	Discharge
	

	39.  Not cleaning bus after trips/routes
	Warning
	Discharge
	

	40.  Misuse of radios
	Warning
	Warning
	Discharge

	41. Passing through unauthorized area
	Warning
	Warning
	Discharge

	42.  Failure to observe safety rules
	Warning
	Suspension 1 day
	Discharge

	43.  Failure to clock in/out as required -timecards
	Warning
	Warning
	Discharge

	44.  Grabbing, Pushing a student
	Warning
	Discharge
	

	45.  Failure to report an accident 
	Discharge
	
	

	46 Leaving pre-kinder without parental/guardian supervision
	Warning
	Discharge
	

	
	
	
	

	
	
	
	


Guilt is not an automatic presumption. Extenuating circumstances will always be considered.

PROHIBITED USE OF CELLULAR PHONES

The use of personal cell phones is prohibited during the time that the bus driver is operating a moving school bus while on route to any destination point. All personal cellular calls need to be kept to a minimum and they must only be of an emergency nature.

EMPLOYEE RECOGNITION AWARDS

YEARS OF SERVICE AWARDS

The Transportation Department appreciates and wishes to acknowledge the years of dedicated service given by its employees. As a token of appreciation it gives special recognition to its employees at different year intervals of their employment.

Special recognition is given at 5, 10, 15, 20, 25, and 30 years of employment by the School District.

PERFECT ATTENDANCE AWARD

The Department may annually recognize all Transportation Department Employees for never being absent or tardy during the school year. 

REPRESENTATION AND COMMUNICATIONS

ADVISORY COMMITTEE

An advisory committee composed of seven transportation employees consisting of five drivers, monitors, and 1 mechanic and elected by department personnel. This committee will meet once a month during the school year to monitor and discuss all matters of safety operations as they relate to the department. Members must be voted into this committee and serve a maximum of two consecutive school calendar year terms.

The committee will post all current and applicable notices or communications on the bulletin board to keep all employees informed. Remember, safety is no accident. Employees are encouraged to bring any safety concerns to the committee for review and discussion.

IDEA/SUGGESTIONS  

Suggestions or ideas are always welcomed. Please keep in mind that the suggestion or idea must be beneficial to ALL, not just a selected group or individual. Board or District policy will always supersede any suggestion or idea that will change set policy.

HANDBOOK REVIEW COMMITTEE

A handbook committee composed of four (4) department employees and other administrative personnel will meet periodically at the end of each year to analyze and revise this handbook with the intent of making pertinent modifications. Members of the committee must be appointed by the Director of Transportation and can serve a maximum of two consecutive school calendar year terms.

BUS ROUTE SCHEDULES AND INFORMATION

Various schools will have different start and dismissal times. In the morning, your arrival at a school should be approximately fifteen (15) minutes before school starts. If you are arriving too early or too late, report it immediately.

In the afternoon, when you are at a school before dismissal time, you should not wait more than fifteen (15) minutes after dismissal before leaving. The students will adjust to your schedule and will be at the pick-up point on time. 

In the morning, never run your route ahead of schedule. Your route sheet should have the time of the first pick-up and keep to that schedule all year long, unless changes are made by the Dispatcher or Transportation Supervisor/Director. 

If for any reason you should get behind your schedule or due to a field trip, do not speed up and try to make up time. It is better to get to your destination late, but safely. 

ROUTE SHEETS

The route sheet is a guide for a schedule bus route. It must be followed by the driver because schools, parents, and students depend on the bus being timely.

DRIVER RESPONSIBILITY AND ROUTE CHANGES

The driver of a route is responsible for maintaining the route sheet accurately and up-to date. The driver must report any student changes to the dispatcher. Anytime there is a possible change in a driver’s route, an effort will be made to include the driver in the discussion. A driver may make the change if approved by the Transportation Director.  When delivering kinder/pre-kinder students and no one is home to receive the student; the driver should notify the dispatch office and transport the student back to the school where he/she was picked-up.  
ROUTE DEVELOPMENT

Department staff is responsible for developing the routes.

MASTER ROUTE SHEET FILE

The Master Route File is composed of all bus routes in the department. It is the Dispatcher’s and Edulog Clerk’s responsibility to maintain this file.

SELECTION OF ROUTES – BUS DRIVERS

When routes become open during the school year, the positions will be posted and/or filled at the discretion of the Director of Transportation. The following procedure is to be followed when a position is declared open:

1. When a route is declared “open” a notice of that route number and approximate number of hours it takes to run the route will be posted on the employee bulletin board.

2. Any driver that does not have a permanent route may sign up for the open route.

3. The sign up period will be for three (3) days.

4. When a driver has been selected for a new route – that driver may not sign up for another open route for the remainder of the school year.

5. In the selection process the following criteria will be considered. a) seniority, b) training, c) ability to keep bus clean, driving record, d) student control, and e) maintaining the bus.

6. The selection will be made by the Transportation Director.

7. No Driver will exceed 40 hours on their normal route run.

8. A driver’s privilege to route selection will not be affected if the driver is out of work under the Family Medical Leave Act.   

Please understand that routes are subject to change at any time and may increase/decrease in hours and/or area, all is based on the needs of the District. Drivers or monitors may changed or assigned/reassigned, as per item #5 above, to a different route at the discretion of the Director of Transportation.     

ROUTE SELECTION – SPECIAL EDUCATION MONITOR

When a Special Education Monitor position becomes available during the school year, the position(s) will be advertised and/or filled at the discretion of the Transportation Director.

The following procedure is to be followed when a position is declared open:

1. When a route becomes “open”, a notice of that route number and approximate number of hours will be posted on the bulletin board. 

2. A monitor who has a route that is shorter in length may sign up to be considered for the open route.

3.  The sign up period will cover three (3) working days and should be assigned as soon as possible.

4. When the monitor has been selected for a new route, that monitor may not sign up for another route for the rest of the school year.

5. In the selection process, the following will be considered: a) seniority, b) attendance, c) punctuality, d) student control, and e) training and experience.

6. The selection will be made by a committee of the Transportation Director, Transportation Supervisor, Dispatcher, and Edulog Clerk.

STUDENT MANAGEMENT

STUDENT BEHAVIOR

A driver/monitor must maintain control on the bus. This is a must for safe school bus operation. Some guiding principles for maintaining good student behavior are:

1. Know your students, know their faces and names.

2. Take a personal interest in each of your students.

3. Explain to the students, at the beginning of the school term, the rules which govern their conduct on the bus and review those rules from time to time.

4. Conscientiously obey rules governing drivers and monitors; setting a good example creates respect.

5. Assigning seats to students helps discipline control and in case of vandalism, it helps in the investigation.

6. Listen and observe carefully for troubling-making situations; correct them as soon as possible.

7. Use the Bus Conduct Report to deal with the disobedient or disruptive student.

8. Turn in the Bus Conduct report as soon as possible. Don’t wait till the incident is cold.

HELPFUL HINTS FOR DISCIPLINE

  The average student wants to be free of adult control.

  Students like to be treated as adults.

  Students want to be recognized for their good traits and characteristics.

  Every student wants to be recognized as a unique individual.

  Every student wants to be liked.

  Students often yield to other fellow students.

  A few students will make problems for themselves for attention/recognition.

1. Be reasonable with violators. Try to iron out the problem privately, if possible.

2. When immediate disciplinary action is required, stop the bus. Never attempt to perform disciplinary functions while the bus is in motion. The very act of stopping the bus to reprimand a student lends emphasis to the situation.

3. When speaking to the offender, be courteous, but firm.

4. An offender may be moved to a seat closer to the front.

5. A STUDENT SHOULD NEVER BE PUT OFF THE BUS. If necessary to emphasize discipline, the student should be informed that he could loose bus privileges if his actions continue to disrupt the safety of other students.  Submit a Bus Conduct Form. 

6. Always display common courtesy. Avoid Yelling at students.

7.  Never give an order you do not mean to enforce. Do not threaten the students.

8. Give the student time for reaction.

9. Have a reason for what you ask the student to do and explain your reason to the student.

10. Be fair. Injustice makes students rebel.

11. Be honest. Students respect honesty.
12. Never strike or grab a student.

13. Look for the cause of the misbehavior.

14. Never hold up a child to public ridicule.

15. Know the policies and regulations relating to the driver’s duties at both state and local level.

16. Always set a good example.

17. Explain the rules to the pupils at the beginning of the school year.

18. Generate respect by showing respect.

19. Demonstrate personal interest in each pupil.

20. Assign seats if possible.

21. Maintain a good working relationship with everyone.

22. Take part in all training sessions.

23. Respect other school officials.

24. Never argue with parents or students.

25. Never lose your temper.

26. Never discuss student’s problems with other people that do not have a need to know.

NEW STUDENT ON BUS
Eligible bus riding students are those students who:

1. Live two (2) or more miles from their assigned school.
2. Live in an area that is designated as hazardous.

3. Qualify as part of any other group as approved by the School Board of Trustees

Under special circumstances, eligible bus riding students are permitted to ride a different bus to a specific location. The dispatcher will give the driver a copy of the written notice signed by Parent of the child, the Principle of the school, and the Transportation Director before this arrangement is allowed.
Do not allow anyone on the bus except eligible students and school officials.
Do not allow animals to be on the bus at anytime unless approved by the Transportation Director.

FOOD ON BUS

The eating of food and drinking of beverages on school buses is prohibited while students are on board for scheduled routes and/or trips.

ALTERATIONS ON BUS

No items are to be placed on the dash board. No stickers are to be placed on the windows, or on any part of the inside or outside of the bus, other than those required by state and local law. The bus is not to be altered in any manner.

STANDEES

Students shall not be permitted to stand in any school transportation vehicle while the vehicle is in motion. This does not preclude authorized persons (monitors & trainers) from moving about as required.

No passenger (student or school official) should be allowed to stand on the door well.

EMERGENCY DOOR

Students are not allowed to enter or exit from an emergency door, except during an actual emergency.  Violations should be reported through the disciplinary referral.

The bus doors are to be operated ONLY by the bus driver.

DRIVER’S SEAT

Never allow anyone other than the driver to sit/drive the bus.

UNOBSERVED INCIDENTS

If an incident occurs on the bus, and you don’t know who is responsible, it is best to identify the location of the occurrence on the bus and reassign seats for the rest of the trip. If a student refuses the assigned seat, the driver has cause to submit a Bus Conduct Report.

BUS RULES FOR RIDERS

1. Observe same conduct as in the classroom.

2. Be courteous, use no profane language.

3. Do not eat or drink on the bus.

4. Keep the bus clean.

5. Do not be destructive.

6. Stay in your seat.

7. Keep head, hands, and feet inside the bus.

8. Riders must have an I.D.

9. Bus driver is authorized to assign seats.

Riding the bus is considered a “school related” and “school sponsored” activity. The campus Principle has the authority to administer discipline to any student that does not adhere to the bus conduct rules.

Riding a bus is a privilege, which may be temporarily or permanently suspended at the discretion of the campus Principal if the conduct jeopardizes the safety of any individual or generally interferes with the safety or any individual or the operation of the school bus.

SAFETY AND EMERGENCY PROCEDURES

OVERVIEW
The driver is responsible for the safety and well being of the passengers being transported as well as for the safe operation of the vehicle. The driver is in full charge of the bus at all times. Knowledge of proper emergency procedures, emergency evacuation procedures, and accident scene procedures is a must. The primary concern of all drivers during an emergency situation is the safety of our students.  

CONCEPTS
1. In emergency situations, the expedient and orderly movement of people contributes to safety.

2. Expedient and orderly movement of people can be accomplished by understanding and    practicing recommended evacuation procedures.

3. In any emergency situation, the safety of the bus passengers should be priority number one.

USE OF SAFETY EQUIPMENT

1. Three red reflectors are located in the drivers compartment.

2. Reflectors will be used in the day light or night.

3. Placement of reflectors:

a) First reflector should be placed at the side of the bus nearest the roadway,    
                 approximately 10 feet to the rear of the bus. 
             b) Place the second reflector approximately 40 paces or 100 ft. to the rear of the bus on

                  the roadway side.

             c) Place the third reflector approximately 40 paces or 100 ft. to the front of the bus on the 

                 roadway side.

Emergency hazard flashers should be used as a warning device. They should be activated when a need exists to draw other driver’s attention to the bus. ie. Mechanical breakdowns.

Fire extinguishers – One five (5) pound, or larger dry chemical type fire extinguisher is located in the drivers compartment. A five pound extinguisher has approximately 60 seconds of use.

1. Use of the extinguisher.

a) Remove extinguisher from the mounting bracket.

b) Hold extinguisher in the vertical position.

c) Release safety device

d) Direct chemical spray to the base of the flame.

2.  First Aid Kit- each bus shall have a removable metal first aid kit container mounted in an 

accessible place within the driver’s compartment. Replace any item used from emergency equipment supplies as soon as possible.      

EMERGENCY PROCEDURES FOR MECHANICAL BREAKDOWNS
1. Move the bus off the roadway, if possible, to prevent accidents. If you are on the freeway, try to pull over on the right side of the road. 

2. Turn off the ignition switch, headlights and remove the key.

3. Set handbrake/parking brake.

4. If possible, request from two passing motorist to contact the Transportation department if you have not been able to contact our office. Driver should remain with the bus.

5. Keep students on the bus. Student safety is the highest priority. If you have to evacuate the bus, the driver should give specific instructions as to where the students should re-locate.  

6. Upon arrival of a replacement bus, the replacement bus should park as close as possible in front of the disabled bus.

7. Drivers of both busses will activate the alternating red lights prior to transferring the students to the replacement bus.

8. The driver of the disabled bus will open the door and stand to the right of the door.
9. The driver of the replacement bus shall stand to the left of the door.

10. The students will be instructed to form a single line and drivers will guide the students to the replacement bus.

11. The red alternating lights will be turned off after all of the students are loaded on the replacement bus.

12. The route driver will notify base that they have resumed their route.

13. The driver of the replacement bus will remain behind with the disabled bus and wait for mechanics to arrive.

ACCIDENTS

It is the goal of this department to provide safe and timely transportation for all HCISD students. Safety takes the highest precedence. It is with this thought in mind that the following procedures have been formulated. 

ON THE JOB INJURIES

If an accident occurs while you are on duty, you are protected under Workman’s Compensation.

Any injury sustained by an employee while on school property, no matter how slight, must be reported (within 24 hours) to the immediate transportation supervisor. Any accident not reported within the 24 hours period may be termed “questionable” and will be subject to investigation by the insurance carrier. You may not be eligible for compensation if the accident is not properly reported.  All workman Compensation accidents are subject to investigation.

If an employee is absent because of an on the job accident (Workman’s Compensation), that employee’s position may be filled at the discretion of the Director of Transportation after all leave has been exhausted.

REPORTING OF ALL MOTOR VEHICLE ACCIDENTS

A driver will immediately and verbally report a motor vehicle accident to the Transportation Director and to the police, regardless of seriousness or location. The driver should identify the accident location, extent of injuries, and damage to the vehicle before reporting the accident. Failure to report an accident may be cause for recommendation for termination. 

Drivers are required to complete a written accident report form and inform the Transportation Department of the involvement of an accident. The written report form should be filled out on the day of the accident. The driver should provide all possible details when filling out the report form. Failure to submit a written report on the day the accident occurs may result in the following disciplinary action:

First Offense……Recommendation for Termination.

CERTIFICATE OF LIABILITY INSURANCE CARD

It is the responsibility of each driver to check and ensure that the Certificate of Liability Insurance Card (furnished by the office), is in the bus at the time that the bus leaves the transportation parking area.

ACCIDENT PROCEDURES

1. Turn off the ignition switch, headlights, and remove key.
2. Set handbrakes/park hand brake.
3. Try to remain calm and reassure the students.

4. Account for all student injuries.

5. All students should remain on the bus, unless a safety hazard prevents such and 
an evacuation of the bus must be made.
6. Protect the accident scene from further damage. Activate the flasher and place hazard 
triangles in the appropriate areas. Refer to page 38.
7. If an accident results in damage to the vehicle only and the accident occurs on a main lane, 
ramp, shoulder, or adjacent area next to a freeway, and each vehicle involved can safely  be moved; the driver of each vehicle will move the vehicle to a safe area as stated in Section 39, page 170 of the Texas Motor Vehicle Laws booklet.
8. Facts relating to the accident should be discussed only with investigating officers and school 

officials. 

 9.   A driver in an accident is required to give his/her name, address, driver’s license number,  
       and vehicle information to others involved in the accident. The driver should attempt to get   
        names of witnesses if possible.

10.   The driver should not continue transportation of students from the accident scene until          

         authorized to do so by school officials.
11.  Accident report must be completed as soon as arriving to the base.

EMERGENCY EVACUATION OF SCHOOL BUSES

 Front door Evacuation:

a. Bus must be stopped, parking brake set and engine and headlights turned off.

b. The driver shall stand, open the door, face the passengers, and get their attention.

c. The driver gives the command “Front Door Evacuation”. Passengers should be reminded that all books, lunches, etc., should be left on the bus.

d. Passengers seated on the front seat of the bus on the loading door side and exit the bus, followed by the passengers occupying the front seat on the drivers side.

e. The evacuation will continue as described; side to side alternately, from the front of the bus backward until all passengers are out.

f. When the last passenger has left the bus, the driver shall walk to the rear of the bus checking under and between the seats to make certain that a complete departure has taken place.

g. When the driver is certain that all passengers have departed, the fire extinguishers, first aid kit, and reflectors should be transported from the bus.

h. The driver will verify that all passengers are placed in a safe area.(100 feet from the bus).
i. The driver will place the reflectors in keeping with state statute.
  Rear door Evacuation:

a. The bus is stopped, parking brake set, and engine and headlights turned off.

b. The driver shall stand, open the door, face the passengers, and get their attention.

c. The driver gives the command “Rear Door Evacuation”. Passengers should be reminded that all books, lunches, etc., will remain on the bus.

d. Passengers on the back seat right hand side shall rise and depart; then be followed by the passengers on the rear left side of the bus. 
e. The evacuation continues as described, right hand back and left hand seats alternately until the last passenger has departed the bus. The driver shall move toward the rear of the bus as the passengers have depart, making certain that all passengers have departed the bus. The driver will check between the seats and below the seats as he/she moves to the rear of the bus.

f. When driver assures that all passengers have departed, the fire extinguishers, first aid kit, fuses and reflectors should be transported from the bus.

g. The driver will check that the students are in a safe area.

h. The driver will place the fuse and reflectors in keeping with state statutes.

          Front and Rear Door Evacuation
a. The bus is stopped, parking brake set, and engine and headlights turned off.

b. The driver shall stand, open the door, face the passengers and get their attention.

c. The driver gives the command, “Front and Rear Door Evacuation”. 

d. Passengers in the front half of the bus will exit through the front of the bus and passengers in the rear half of the bus shall exit through the rear door.

e. Procedures for Front and Rear Evacuation, as previously described, shall be followed. 

f. When the passengers have departed from the bus, the driver will walk the entire bus insuring that all passengers have departed the bus.

g. When the driver is certain that all passengers are off the bus, the fire extinguisher, first aid kit, fuses and reflectors should be transported from the bus.

h. The driver will verify that all passengers are in a safe area.

i. The driver shall place the fuses and reflectors in keeping with state statutes.

LOADING AND UNLOADING PROCEDURES
OVERVIEW

The loading and unloading of students presents the driver with tremendous responsibilities and requires the use of sound judgment. The driver must execute the proper procedures for interacting with other vehicular traffic, in directing and assisting students in crossing the roadway, and in managing students as they enter and depart the bus.

CONCEPTS

1. Safe loading and unloading of students is a vital aspect of the school bus driver’s job.

2. It is absolutely necessary to follow the recommended procedures for loading and unloading if the health and well being of the students is to be protected.

3. Caring for the safety of students is appreciated by other people though it may be demanding at times on the school bus driver.

CONTENT

I. Accident statistics reveal that the highest frequency of student fatalities associated with school buses occur at the time of loading or unloading of students. The vast majority of these fatalities are associated with utilization of improper loading or unloading procedures. Marking required on school buses and State Laws governing the operation of the other vehicular traffic near school buses which are stopped for loading and unloading students are clearly specified. Even with these factors contributing to safety, it is still necessary that the students and driver follow the correct procedures for loading and unloading. 

II. It is intended that the loading and unloading functions of the school bus present as little disruption in the flow of traffic as possible by controlling traffic only when and where it is necessary. The uniform signal for stopping traffic is the alternating red flasher lights on a stopped school bus.  The alternating red flasher lights are not to be activated until after the school bus has stopped. The flashing amber lights should be used for a pre-warning, and the bus driver may pump the brake pedal to warn drivers to the rear of the bus of the impending stop. 

The alternating red flasher lights are not to be used in making turns, when stopped at a railroad crossing or during periods when the bus is stopped for reasons other then for loading or unloading students. The proper use, as well as avoiding misuse of, the alternating amber flasher or alternating red flasher lights can contribute to the safety of students while loading or unloading.

III. Loading students on the roadway:

1. Check the traffic in the area as the bus stop is approached.

2. Activate amber alternating warning lights at least 300 feet from the bus stop.

3. Bring the bus to a complete stop, activate red flashers. Put the bus in neutral and set parking brakes.

4. Check to see that all traffic has stopped before opening the door. 

5. Students at a stop are to be lined up in single file approximately six feet from the point where the bus stops. Students should wait in this position until instructed to board the bus by the driver.

6. If students run toward the bus as it approaches the loading area, the driver should stop the bus as soon as practical. The bus shall remain stopped until such time that the students are safely lined up at a safe distance from where the pick up point is located.

7. Observe the number of students at a stop and be sure all board the bus.

8. Know the students that are to be picked up at a stop.

9. If there are students missing at a stop, ask the other students if they know if the student is going to school. Make certain that no student is still running to the stop before continuing your route.                  

10. After the students have entered the bus, and have all been seated, close the door, check the mirrors and traffic, turn off alternating flasher lights, and resume the route.

                   Loading students at the campus:

1. When possible the bus should be located at the assigned loading area prior to the  

dismissal of school. Follow these procedures when arriving at the designated school:

a. Ignition key should be off and key removed.

b. Activate red flashers when loading students.

c.  Brake should be set and gear should be in park/neutral.

d. The driver should stand by the door to assist students in loading.

e. Students should form a single line when loading.

f. Students should be seated immediately after boarding bus.

g. When all students are seated, check the surrounding area to see if it is safe to move the bus.

h. Enter the bus and prepare to leave the campus.   

When the students are waiting at the school bus stop prior to arrival of the bus, the following precautions should be practiced.

a. Approach the loading area in a very cautious manner and at a slow rate of speed.

b. If students run toward the bus as it approaches the bus load area, stop as soon as possible. The bus shall remain stopped until it is safe to approach.

IV. Unloading students at the school campus.

1. Stop bus at the designated unloading area.

2. Turn off the ignition, remove key, set the brake and gear lever selector to park/neutral.

3. Activate the alternate red flashers lights only when unloading students.

4. If the bus must stop on a street to be unloaded, the bus must approach the campus so that the students will not be required to cross the street.

5. All students will remain on the seat until instructed to unload.

6. Open the door and step off the bus and stand by the door.

7. Students closest to the front will unload first.

8. After all students have been unloaded and have moved to a safe distance from the bus, check the area around the bus to assure that it is clear.

Unloading students on the roadway.

1. Check the traffic in the area as the bus stop is approached.

2. Activate amber alternating flasher warning lights at least 300 feet from the stop.

3. Bring the bus to a stop, put in neutral and set the parking brakes.

4. Check the traffic, activate red alternating flashers and when safe to do so, open the door. 

5. Students to be discharged are to remain seated until the door is opened.

6. Students are to get off the bus, and walk three feet away from the bus and approximately 15 feet forward so that the driver may see them at all times.

7. When all students are accounted for, close the door, check the mirrors, and traffic,  and when safe to do so, pull on to the roadway and proceed to the next stop.

RAILROAD CROSSING PROCEDURES
The law states that every driver of a school bus shall make a complete stop before crossing railroad tracks. The stop shall be within fifty (50) feet, but not less than fifteen (15) feet from the nearest rail. While stopped the driver shall turn down his/her radio, listen (open door if necessary), look in both directions for any approaching train or signals indicating the approach of a train and shall not proceed until it is safe to do so.

When approaching a railroad crossing, stay in the right (or outside lane).  
After stopping for a railroad crossing, the driver shall cross only in such a gear of the vehicle that there will be no necessity for changing gears. The driver shall NOT shift gears while crossing the tracks.  

After stopping, the driver shall obey every signal which indicated the approach of a train and shall not cross the tracks when the distance of fifteen hundred (1500) feet or less, and such train by reason of its speed or nearness to the crossing is an immediate hazard. (Red alternating warning lights will be turned off before the driver opens the door of the bus). 

DAILY MAINTENANCE AND INSPECTION

Drivers are responsible for the proper Pre- and Post Inspection and the filling out of the inspection form on the bus which they are to drive.

A proper pre-inspection may help the driver avoid receiving a violation summons from the police for driving faulty equipment, can avoid being stranded due to mechanical breakdown or can avoid causing an accident.

A proper post-inspection may avoid a potential problem occurring before it happens. It also allows the mechanics time to possibly repair the problem before the next route.

Items needing repair should be written up on a Vehicle Work Order which is then submitted to the Shop Foreman before you clock out.

CLOCK-IN INSPECTION
After you clock-in go immediately to your bus. You are allowed fifteen (15) minutes from your clock-in time to the time you depart the bus compound. During those 15 minutes, you must complete your pre-trip inspection, clean windows as necessary and check the air on your tires. Take the time to review your route sheet, extra trip, and other paperwork as necessary. 
ENGINE STARTING PROCEDURE
When starting the engine, DO NOT race the engine. If you have any questions as to the proper engine procedure for your bus, ask the Shop Foreman or one of the mechanics.

Sometimes the engine continues to run after the ignition has been turned off. This is called “dieseling” and is caused by a poorly tuned engine. If this occurs, do the following;

1. Turn the key back on- the engine will run normal again. Be careful not to turn the key to where the starter is being hit again.

2. Make sure the parking or emergency brake is set to on.

3. Place the bus in gear (Forward or reverse).

4. Now turn key off.  
By putting the bus in gear, you have put a load or drag on the engine and now it should stop running. Report this at once to the Shop Foreman, so that they can tune the engine and prevent it from happening again.

DIESEL BUS PROCEDURE

1. Turn the key to the “On” position.

2. Oil pressure and water temperature warning lights and buzzer will come on.

3. Air pressure warning light and buzzer will come on if air pressure is low.

4. If engine is cold, “GLOW PLUG” panel light will come on.

5. When the “GLOW PLUG” panel light goes off, depress accelerator to the floor and release.

6. With your foot off the accelerator, turn key to “START” position and release when the engine starts.

7. Allow for proper warm up before moving the bus (engine temperature should be at 180 degrees or in the heavy white area of the dial.)

8. If you can not wait for a complete warm up period, drive slowly and do not race the engine.
DURING WARM-UP

1. Oil pressure should be between 30 and 60 PSI.

2. Volts should be about 14 amps, in the green area.

3. Air pressure should build to the 120 PSI on both sides.

4. After a few minutes, as the engine warms up, the engine idle speed will slow down automatically, RPM will drop from 8 or 9 to 6 or 7.

SOME DOs AND DON’Ts
DO

1. Check coolant level

2. Check engine oil pressure

3. Check “air cleaner and tubing for tightness.

4. Check “air cleaner restriction” gauge (on dash near the key) – the yellow indicator should not be up to the red line.

5. Check for oil pressure and temperature warning lights and buzzer.

6. Check for air pressure warning lights and buzzer.

7. Inspect for external leaks—oil, fuel, coolant.

DON’T

1. DO NOT tamper with fuel filter drains.

2. DO NOT remove air cleaner cover.

3. DO NOT crank the engine longer than 30 seconds. If it does not start within 30 seconds, wait 2 or 3 minutes to allow the starter motor to cool.

4. DO NOT open a radiator cap on a hot engine.

USE DIESEL FUEL ONLY, NEVER PUT GASOLINE IN A DIESEL ENGINE  

When you return to the Transportation Complex, we allow ten (10) minutes for your post-trip inspection, cleaning of your bus, and filling out Vehicle Trouble Reports. 
DAILY LOG AND ROUTE SHEET ARE ENCLOSED ON YOUR ROUTE NOTEBOOK…MUST BE TURNED IN DAILY.

EMERGENCY DOOR WARNING SYSTEM

Most of the buses have a buzzer warning system to indicate if the emergency door is open, or the brake system air pressure is too low. DO NOT move a bus if any buzzers are sounding or if a light on the dash indicates that the anti-lock system is not working. Do not tamper with any buzzer warning system.  
WINDOWS AND DOOR WHEN PARKING

Close all windows and slightly close the front door. This will keep dirt and dust out of the bus and of course, will keep it dry in the event of rain. Only use your hand to close all windows. THIS IS THE RULE. 

CLEANING THE BUS

If you are assigned a sub-bus, someone else’s bus for a trip, or a late run, you are required to do the pre-trip inspections and clean the bus as you normally would your own. If you are assigned a bus, the driver is responsible for the cleanliness of the bus. Noon drivers will be responsible to clean the bus assigned to them.

INFESTATION OF BUS

Occasionally, we have a problem with insects on the buses. If your bus has an insect problem, let the Dispatcher know and the bus will be scheduled for spraying.

QUESTIONS AND ASSISTANCE   
During the course of normal operations, you may have a few questions about something you do not fully understand. Please ask you Dispatcher or Office Staff. We want to help you as much as possible.
     INSPECTION PROCEDURES

1.  PRE-TRIP INSPECTION (15 minutes)

     a. Approaching the Bus 

         Clear your mind of all outside problems. Take an overall view of the bus.

         Check for:

         Scrapes and Dents

         Vandalism and Broken Windows

         Flat Tires and Engine Leaks

b. Under the Hood

Oil level, Fan Belts, Radiator fluids,

Washer fluid, Battery clamps

Power steering fluid

Over all view of engine

c. Drivers Seat

Check parking brake

Check radio

Check ammeter, oil pressure gauge, fuel gauge,

Windshield, wipers, 

Heaters, fans, defroster

   d.  Inside inspection

        Dome lights, left, right signals,

  Red light indicator

  Reverse lights, brake lights, rear door buzzer

             Windows ,walls, seats, floors

        f.   Outside inspection

             Front left/right side clearance light and reflector, and lens. 

             Right/Left side mirrors, Foot pegs, 

             Tire pressure, Headlights, emergency flashers

             Red Loading lights, bus body, fuel cap

        g.  Emergency reflectors, fire extinguisher, first aid kit, horn

             Seat Belt

             Brake pressure

             Seat adjustment

           Body Fluid Kit

POST TRIP INSPECTION (10 MINUTES)

Paperwork

Transmission fluid

Check bus body and tires

Clean interior

Clean and close windows

Turn Off radio

Close door

Turn in Route Book

 ANNUAL EMPLOYEE EVALUATION

An employee’s job performance is evaluated annually. The evaluation is rated as accurately as possible, free from prejudice, bias, or favoritism. Ratings are to be based on demonstrated performance or observed traits for the entire rating period, Not on isolated incidents, failures or accomplishments. 

     Rating indicators are:

                              Attendance                                 Interpersonal Relationships

                              Quality of Work                         Initiative

                              Quantity of Work                       Judgment

                              Knowledge of Work                  Personality

                              Dependability                            Safety Habits

                              Attitude Toward Work              Personal Appearance

                              Cooperation                               Supervision (if applicable)  

                              Adaptability                               General Rating  

 PRIMARY JOB FUNCTIONS:

1.  
Assist in transporting children to and from school, as well as related activities, in a safe
 and timely manner.

2.  
Assist in maintaining, reading and understanding route sheets and time changes.

3.  
Exercise student management through correct use of communication and discipline and

report to discipline problems through the proper school district procedures.

4.  
Maintain good work habits through timeliness and low absenteeism for daily assignments

and extra trips.

5.  
Properly care for vehicle and its component parts as prescribed by the district to minimize
 wear of the vehicle.

6.  
Be prepared to operate the two-way radio correctly and according to district policy.

7.  
Assist the driver to inspect the vehicle before and after every trip.

8.  
Operate adaptive transportation equipment to board and disembark challenged passengers 


using safe and responsible procedures.

9.  
Assist in keeping the bus clean and orderly.

10.  
Maintain a presentable personal appearance as prescribed on the school district policy.

11.  
Maintain a cooperative attitude with fellow employees, supervisors, parents and school
 personnel.
12.  
Must be able to control emergency situations

13.
Assist in transporting children to and from school, as well as related activities, in a safe
and timely manner.

14.
Assist in maintaining, reading and understanding route sheets and time changes.

15.
Exercise student management through correct use of communication and discipline and report to discipline problems through the proper school district procedures.

16.
Maintain good work habits through timeliness and low absenteeism for daily assignments  and extra trips.

17.
Properly care for vehicle and its component parts as prescribed by the district to minimize wear of the vehicle.

18.
Be prepared to operate the two-way radio correctly and according to district policy.

19.
Assist the driver to inspect the vehicle before and after every trip.

20.
Operate adaptive transportation equipment to board and disembark challenged passengers using safe and responsible procedures.

21.
Assist in keeping the bus clean and orderly.

22.
Maintain a presentable personal appearance as described on the school district policy.

23.
Maintain a cooperative attitude with fellow employees, supervisors, parents and school personnel.

24.
Must be able to control emergency situations.
FORMS

1. ROUTE DESCRIPTION & SAMPLE

2. DESCIPLINARY 

3. WORK ORDER

4. WEEKLY PRE-TRIP INSPECTION FORM
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