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INTRODUCTION
This manual is intended to be a resource and a guide for the Transportation Services Employee that will provide information on district policies, operational procedures, and guidelines.  The transportation employee will use this manual as an initial reference in finding information regarding departmental and district procedures.

Any time an employee has questions pertaining to district or departmental standard operating procedures, they are encouraged to visit with the department supervisors for guidance.
Transportation Services Employees are responsible for material contained in this manual, and are also required to stay familiar with the information contained in other manuals directly related to student transportation, including:


Texas Driver’s Handbook


Texas Commercial Driver’s License Handbook

Texas Driver Resource Manual – Course Guide for School Bus Driver Training 

Texas School Bus Driver’s Recertification Course Handbook

Lufkin ISD Board Policy – Available online at:


http://www.tasb.org/policy/pol/private/003903/
Lufkin ISD Transportation Safety Handbook

DEPARTMENT GOALS
The role of the Lufkin ISD Transportation Services is to support the education of the students of Lufkin ISD by providing safe, efficient, and economical, transportation services for regular routes, special routes, extracurricular and cocurricular trips, and other district services that are necessary to support the educational process for our students.
As student transportation providers, we must all work toward a common goal of achieving a perfect safety record.  The safe transport of the children in our care must always be our number one priority.

As part of the educational team, we must support the district goal of ensuring that all students graduate with confidence and competence. Our conduct as transportation providers should always reflect a professional attitude that encourages positivity and success.
As stewards of public money, our goal is to spend money wisely and investing in resources that will enhance the operations of our department. Our purchasing practices for training programs, maintenance, and vehicles will demonstrate the responsibility we have been granted. 
AT-WILL EMPLOYEES
Personnel not hired under a contract shall be employed on an at-will basis.  A teacher/employee not meeting the definition of a Chapter 21 Texas Education Code teacher, as defined in the Texas Education Code 21.002, shall not receive a written contract of employment from the district and shall be hired on an at-will basis.  At-will employees may be dismissed at any time for any reason not prohibited by law or for no reason, as determined by the needs of the district.  At-will employees who are dismissed shall receive pay through the end of the last day worked. A dismissed employee may request to be heard by the board in accordance with DGBA (LOCAL)
TRANSPORTATION SERVICES CHAIN-OF-COMMAND
Respecting the chain-of-command is essential in order to run our department effectively and all employees will be expected to utilize the chain-of-command responsibly. Employees will be required to use the appropriate levels to address concerns/complaints;

 Level 1 – Operation Supervisor - Nikki Lawson 
 Level 2 – Assistant Director - Belinda Wade
 Level 3 – Director - Wayne Grissom

TRANSPORTATION OFFICE STAFF


*Denotes Supervisor
*Transportation Services Director


Wayne Grissom
*Assistant Transportation Director

Belinda Wade
*Operations Supervisor/Field Trip Coordinator

Nikki Lawson
*Assistant Operations Supervisor


Sonia Robles
 Administrative Assistant

Marci Rodriguez

*Training/Safety Supervisor

Maria Harper
Route Coordinator/Special Needs 

Linda Cayton
Rout Coordinator /Regular Routes

Shara Arrington
Dispatchers

Danethia Criswell

Marina Diosdado 
TRANSPORTATION MAITENANCE STAFF
*Maintenance Supervisor


Robert Ulrichson

Parts Clerk 

Lidia Ortega
Diesel Mechanics (4)

Luis Escobedo

Kevin Thigpen


David Hopson

Dru Jordan
Vehicle Mechanic 

TBD
Preventative Maintenance Technician

Lawrence Johnson
White Fleet/Fluid Check Technician


Pablo Guerrero
REQUIREMENTS FOR EMPLOYEES
· Must pass DOT Physical. 

· Have a clean criminal history as determined by the District designee using the pre-employment criminal history check.  An applicant or employee may have no conviction for crimes of moral turpitude.  In addition, employees must maintain a clean criminal record while in the service of the District.   Any conviction or arrest, or involvement in criminal activity may result in immediate disciplinary action, up to and including termination of employment with the Department.
· Participate in the Department’s Drug and Alcohol Testing Program.  Tests are administered for:  Pre-employment, Random, Post-Accident, and Reasonable Suspicion.  Positive drug/alcohol test results will result in termination of employment with the district. 
· Complete the 12-hour department training course for new employees.

· Pass a driver’s license record check. Lufkin ISD requires a maximum of 6 points on their driving record in order to be eligible to drive a school bus for the district.
· Completion of the full 12 classroom hours and 20 behind the wheel hours training class.

· Pass an annual physical examination as required for all Texas School Bus Drivers.

· Maintain certification as a Texas School Bus Driver by completing the 20-hour Certification class within 6 months of hire, and completing the 8-hour Recertification class every 3 years, or as required by Texas law.

LISD Transportation Department

Drug and Alcohol Testing Procedures
Federally Mandated Drug and Alcohol Testing Program
Pre-Employment – before an employee begins working in a “safety-sensitive” function.
Random – minimum of 50 percent of CDL holders will be tested for drugs and 10 percent for alcohol per year.  Employees must be in a random pool and eligible for selection EACH time a selection event occurs. You have 1 hour from the time the form is given to you to arrive for your random drug test at testing facility. Failure to comply is immediate termination. 
For Cause (Reasonable Suspicion) – A supervisor may request a test based on observation of employee’s behavior, speech, appearance or smell.

*Return to Duty – a positive test result will require removal from service for a minimum of 24 hours.  Follow-up testing must occur with a negative result before a driver may be placed back in service.

*Follow-up – Persons who have received treatment for drug or alcohol problems may be required to undergo follow-up tests at random intervals.

Post-Accident – Drug and Alcohol testing is required after an accident if:
Someone is killed in the accident, or you are ticketed for a moving violation and either (1) someone is injured enough to need treatment away from the scene or (2) either vehicle has to be towed from the scene.

Alcohol testing must take place within 8 hours of the accident. Drug testing must take place within 32 hours after the accident

*Note: We will adhere to a zero-tolerance policy for testing positive for drug and alcohol use, and we will not use the follow-up or return-to-duty tests.  

Please Note: All school district DOT/CDL holders who drive a school bus for the district in any capacity as well as all DOT/CDL Transportation Services employees are required to participate in the drug and alcohol testing program. Testing positive for any measurable amount of drugs or a measured amount of alcohol 0.02 or above will be considered cause for termination of your employment with the Lufkin ISD Transportation Services Department. Refusal to submit to testing will be cause for termination of employment. Failing to remain available for testing will be considered a refusal to submit to testing. Any DUI conviction or auto accident resulting in suspension of license must be reported immediately to the district for review.
Texas law prohibits a person to operate as a school bus driver for a 10-year term with a conviction for any of the following:

1. Administrative License Revocation

2. DWI

3. DWI with Child Passenger

4. Intoxication Assault

5. Intoxication Manslaughter

SUBSTITUE EMPLOYEE GUIDELINE
Lufkin ISD has implemented guidelines for the Transportation Services Substitute Employees. Transportation Substitute employee’s, drivers and monitors, will be required to meet a minimum work requirement of 30% of days worked per calendar school year. 30% of the scheduled 177 school days is equivalent to 53 days that will be required to be worked. 

The implementation of this guideline has been established due to the cost the district incurs from employee training, physicals, and certification/re-certification classes, therefore a 30% work requirement will be enforced.
· At the end of the 1st semester each substitute driver/monitor will be informed of actual days worked and how many days are required to meet the 30% requirement by the end of the calendar school year. It is the responsibility of the substitute employee to keep track of their days to ensure they are meeting the minimum standard outlined in this guideline.

· Substitutes can work more than the 30% if they so choose, but must, at a minimum work 53 days. 

· Failure to meet the substitute criteria will result in termination of employment.

Day worked equivalences

· Only works morning segment = 1 day worked

· Only works mid-day segment = 1 day worked

· Only works afternoon segment = 1 day worked

· Works all segments = 1 day worked

· Works a field trip = 1 day worked

PAPERWORK REQUIREMENTS
Documentation is required to be prompt and legible, and must be submitted in a timely manner.

· Vehicle Condition Reports:  Each vehicle contains a booklet of Vehicle Condition Reports (VCR’s). The bumper number must be logged on the VCR sheet. The VCR documents the daily mileage and time used for that vehicle, as well as documenting pre and post trip vehicle inspections.  One VCR sheet must be completed for each vehicle per driver per day. Be sure that the mileage is accurately accounted for. A complete pre-trip inspection must be performed before, and a post-trip inspection must be made after each run, each day.  Any defects must be noted on the VCR daily, and any safety defects or damage must be reported immediately.

· VCR/Mileage Sheets: The mileage for all LISD buses must be accurately dated, tracked and documented anytime the bus is being utilized. Ex: training, extended day, route services, or co-curricular trips. All mileage must be accurately tracked.
· Student Count Sheets:  Count Sheets are one of the tools used for reporting average daily ridership on all LISD school buses so we do not exceed rider capacity.  CS’s will be completed monthly starting in October through March. Student Count sheets must be accurately counted and documented.
· Route Descriptions: Each driver will be required to maintain and have an updated copy of their route description on their bus when the bus is in operation. All routes must be driven consistently and route descriptions must be followed precisely under normal operating conditions. All route change requests must be approved by the Operations Supervisor before the routers are authorized to make any route changes.
EMPLOYEE CONDUCT/DISCIPLINE

 All Transportation Department employees are expected to conduct themselves in a professional manner while on the job and refraining from any activity that would reflect unfavorably on either the employee or the district. Transportation Services Employees will be held to a high standard of excellence and professional behavior; this includes working with and showing respect to coworkers, campus personnel, students, and the general public.  All employees are expected to work together in a cooperative spirit to serve in the best interests of the district and express concerns, complaints, or constructive criticism through the utilization of the departments chain-of-command. Employees shall not harm others by knowingly making false, derogatory, or rude statements/comments to or about a colleague, student, or member of the public. Transportation Services Employees will be subjected to disciplinary action for failure to obey departmental conduct rules and operational procedures. Employees shall not discriminate against or coerce against anyone on the basis of race, color, religion, national origin, age, gender, disability, family status, or sexual orientation. 
Note: Employees arrested or charged with crimes may be removed from duty pending the final resolution of their case. All arrests or citations that could disqualify employees from their assigned job duties and must be reported within 24 hours to the district for review. 
CELLPHONE PROCEDURES/GUIDELINES 

1. No driver shall use a cellphone when operating a bus or sitting in the driver’s seat.

2. No monitor shall use a cell phone while riding on a bus except for job related purposes.
3. Your job focus is maintaining a safe environment on the school bus with no external distractions.
Please Note: There is zero tolerance regarding Transportation Services cell phone procedures/guidelines. Immediate termination of employment will be recommended when in violation.  

DRESS CODE

Transportation department employees are expected to report to work dressed neatly and professionally every day.  Your appearance, dress, and hygiene play an important role in job responsibility and establishes a positive perception from students, coworkers, and the public. Employees who are in violation will be sent home with loss of pay.

All Transportation Services Personnel riding on or driving a school bus must meet district dress code requirements. Sponsorship shirts for community awareness/activities will be posted and approved by our department once they have been authorized by administration. Authorized shirts can be worn on a designated day determined by the district. EX: Red Ribbon week, cancer awareness, education foundation, etc.
1. Department shirts are provided. They should be worn Monday through Thursday and Fridays will be spirit day dress. 

2. Male Employees shall wear Slacks or Jeans type pants that are neat and clean. 
 
    (No sagging, holes, frayed)
3. Women Slacks or Jeans (must be neat and clean with no holes or frayed).

4. Women capris Slacks or Jeans below the knee are allowed.

5. No shorts, tights, legging, spandex, jeggings, workout or wind pants allowed.

6. Employee may not wear halter-tops, see-through clothing, low cut tops, tank tops, 
     
   muscle shirts, strapless garments or clothing with spaghetti straps. Employee’s 
 
   clothing may not be tight or revealing (no cleavage, midriffs, or undergarments are 
   to be visible.)

7.  Shoes should be comfortable, rubber soled, and have heels that are no more than 1” tall (solid). Anytime an employee is driving or riding on a school bus shoes must be worn that are rubber soled or tennis type, this includes training and field trips. No ballerina shoes.
8. Employees may not wear body or mouth ornaments. (Facial piercing or tongue 
 
    rings.) No covering with Band-Aids.
Spirit Day Dress Guidelines
Panther Spirit Day will be on Fridays during the school year and is designed 
to promote pride in Lufkin ISD in all areas of achievement. Spirit Day should not be interpreted as a casual dress day. Employees may wear jeans that are clean, neat and in good condition (no holes or frayed). A district/campus specified shirt which exemplifies school spirit and/or Panther Pride, are the only t-shirts allowed.
ID BADGES/CLOCKING IN/OUT PROCEDURES
All employees will be issued a District ID badge, and will be expected to wear the badge in a visible location when clocked in for work.  ID badges are mandatory to meet dress code and clocking in requirements. Transportation Services Employees will be issued an ID badge that will be used to activate the Time Clock plus System. Note: Any employee needing a new ID Badge must see the Administrative Assistant.


Employees are expected to accurately use the time clock by utilizing a swiping method for issued ID badges to clock in or out. (Employees do not have to press any button to clock in or out, just swipe your badge and the clock will display clock-in successful or clock-out successful. Wait and read the display before leaving the time clock). Employees experiencing clocking in/out issues with their ID badges may manually clock in by using their social security number. Directions on how to punch manually will be posted by the time clock.

Important! For all Transportation Services Personnel, any blatant misuse of the time clock, such as padding time, clocking in early, waiting to clock out, or having someone else clock in or out for you will result in disciplinary action. Route drivers and monitors are required to clock in 15 minutes prior to route departure time and clock out no later than 30 minute upon return for cleaning and fueling purposes only. If you are dealing with a disciplinary issue or need to update paperwork you must get prior authorization from a supervisor if time exceeds 30 minutes after arrival. 
Overtime

All department overtime must get prior approval before the overtime occurs.  Overtime forms must be filled out accurately describing the justification for the overtime requested.  Signatures of the Director of Transportation, Assistant Superintendent, and Superintendent of schools are required for final authorization. 

ATTENDANCE AND PUNCTUALITY
Transportation Services Employees are expected to maintain good attendance and punctuality throughout the school year. Each full-time Transportation Services Employee is given 5 state personal and 2 sick days each year. Personal days must be scheduled at least 5 work days in advance of the absence, and approved by the director. Emergencies will be taken into consideration for early approval. Employees will not be authorized to use personal time for time missed that is not approved by the director.  Sick time will only be authorized for being out sick and not utilized for personal leave time. Please Note: After 3 consecutive sick days a doctor’s release is required in order to return to work.  

*Lufkin ISD Board Policy mandates that personal days may not be taken on state scheduled testing days, or the day before or after school holidays. Plan your time off in accordance with the district schedule.
Employees with excessive absentee or tardy rates, especially unscheduled/unauthorized absences, may be reassigned or reclassified as a substitute, or removed from duty altogether. Drivers and Monitors will report for duty and clock in 15 minutes prior to their assigned departure time. Tardiness and unscheduled absences adversely affects the efficiency of transportation operations and employees failing to report to work on time without proper notification may be prompted to clock out due to a missed work assignment or if the utilization of a substitute was required for the bus to remain on schedule. Drivers will not wait on Monitors who are running late or missed their bus assignment. All decisions to send employees home for a missed work assignment will be made upon the circumstances involved. Be on time every day. All unauthorized absences, tardiness, and call outs will be recorded in the departmental daily attendance log and employees will be disciplined for failure to meet these guidelines.
DISPATCH CHECK-IN/DAILY REQUIREMENTS:
· Sub drivers and monitors must check in with dispatch personnel every morning for assignment. Assignments may vary from day to day depending on the need.
· Monitors it is your responsibility to ensure that you are on your assigned bus at the time of departure. Do not ask to be moved from your assigned bus.  It is not the responsibility of the driver to look for the monitor when they are scheduled to leave transportation.  In the event that a monitor is left for failure to report to the bus on time they will be directed to clock out and report for their next scheduled work assignment.

· Monitors will ride their assigned bus to the parking stall and assist the driver with cleaning and post-trip duties. You are also required to assist the driver in morning pre-trip duties. Monitors will not be picked up and dropped off at the front entrance.

· If any employee has children to ride the bus in the morning their child must be in the front foyer and ready to depart with the driver to the school bus. No children or students are allowed to sit in the breakroom. This is for the employees only.
· All employees in personal vehicles must be parked before you clock in and must be clocked out before you get in your vehicle.

· Non-District vehicles are not permitted to be in the bus parking area for any reason.

· Seating area in the foyer is for the general public and students only.  All transportation services personnel must be clear of the foyer unless conducting business.  The front foyer must be clear of excessive noise levels. Employees are not permitted stand around at the front counter where business is being conducted. Be respectful and mindful of public confidentiality. 
· Do not enter the dispatch office to retrieve bus keys. Dispatchers are responsible for handing out keys and routing books.
· Employees not able to report for work due to illness must call the following numbers: 634-6516, 632-7461, 630-4428, 630-4461, 634-3545.  We require that you call no later than 5:30am unless your route is scheduled to leave prior to that and in that case you must contact the office as early as possible so that we can make assignment changes. Office personnel arrive at 5 am.
· Employees running late due to unforeseen circumstances must communicate with transportation as soon as possible. 

PAYROLL INFORMATION:
Transportation Services Employees (non-contract) are paid bi-weekly.  Payroll is due on Mondays of the pay week and all employees must see the Administrative Assistant to verify and sign your timesheet by 9:00 AM.  If the employee is unavailable to sign, timesheets will be submitted without a signature. Do not ask any staff employee to keep track of your work hours. The Administrative Assistant is not authorized to accept any leave or sick requests on the day of timesheet verification.  Employees will be directed to go to the payroll department for further assistance. 

Insurance: LISD offers insurance to Transportation Services Employees. Advanced Financial is the districts third party administrator for open enrollment. Questions regarding insurance please contact Demetra Bradley at the administration payroll department at 630-4333.
Workman’s Comp: Any Transportation Services Employee that is injured on the job must report the accident immediately to the Assistant Operations Supervisor or the Administrative Assistant to complete an injury report. Failure to report a work-related injury will result in disciplinary action. All workman’s comp. claims will be handled at the administration payroll department by Pam Clark at 630-4321. Employees who have had an off duty or work related injury that requires work restrictions or modified duty must report to the Assistant Operation supervisor or Administrative Assistant for further instructions. Injury report from a doctor must be taken to Hollie Beauchamp to determine if the employee is able to return to work. Employees will not be able to return to work unless authorized/released by the district’s human resources office.
Director of Human Resources Contact – Hollie Beauchamp – 630-4334

OPERATIONAL GUIDELINES 
· All employees are required to utilize the sidewalk and stay away from posted danger areas by the maintenance facility. Stay away from traffic areas.
· Drive the posted speed limit of 5mph inside our facility. 

· NEVER leave students on your bus unattended for any reason.
· LISD school bus drivers will obey all traffic laws with no exceptions.

· LISD school bus drivers/monitors will be subjected to job-related training and retraining when deemed necessary by the Driver Trainer/Safety Supervisor, Operations Supervisor, Assistant Director or Director of Transportation Services.
· LISD school bus drivers will follow route descriptions with no deviations unless authorized by dispatch or a supervisor. If a driver fails to report the deviation and it results in an accident, the driver will assume all responsibility. Cutting through parking lots, plazas, or any area other than what is listed on the route description is prohibited. Do not make unauthorized stops for any reason. Front door service is not an option or a judgement call for you to make. If there is a safety concern about a stop communicate it to the Operations Supervisor for review.
· LISD school bus drivers and monitors will complete a pre and post trip inspection on the school before and after each use.  LISD school bus drivers and monitors will complete daily cleaning requirements. 

· Drivers and monitors must consistently enforce the Student Transportation Safety handbook. This means you need to know the rules to enforce. 
· LISD school bus monitors will safely navigate up and down bus aisle enforcing safety procedures when necessary. Monitors are not required to move on the school bus when in motion.

· Daily route buses will be fueled when the fuel is at the level of ½ full.  Buses will not fuel on Fridays. Spare buses used while route buses are being serviced for maintenance must be fueled at capacity and thoroughly cleaned when returned back to spare status. The spare bus will be inspected for fuel capacity and cleanliness before your assigned bus will be returned. We will be respectful of the next driver who may have to utilize a spare bus. 
· DO NOT leave key in ignition or leave the bus running while away from your bus.  
· LISD employees will follow all training procedures, certification and recertification courses, transportation employee handbook, district employee handbook, and the rider safety handbook. These resources are essential for employee success.
· LISD school bus drivers must make a complete stop at all stop signs. When you come upon a stop sign, come to a complete halt so that your vehicle has no momentum. Do not simply slow down or pause. Come smoothly to a stop rather than slamming on the brakes. We must obey all traffic laws.
· If there is a solid white bar or a crosswalk painted across the intersection, you should stop before it, so that you don’t block it. 
· If there is no painted stopping line, then stop slightly before the stop sign so that you can see in all directions at the intersection.
· If you cannot see clearly around the intersection, slowly pull forward slightly until you can see, and come to a complete stop again.
· If another vehicle is already stopped at the stop sign in front of you, you must first stop behind it, then again come to a complete stop at the stop sign once that vehicle moves on.
· Employees must check their boxes before every going out on am, mid-day, and pm segments. We have new riders signing up daily, check your box. 
· All drivers and monitors will need to know how to type discipline referrals, seating charts, roll sheets, and student count sheets. 

· Paperwork needs to be completed and legible before turning in to dispatch. Look over all paperwork before turning it in to make sure it is complete.

· Tablets, books, ear buds, or any other devices that would cause distraction from your duties will not be allowed once you have clocked in. (Once you are clocked-in you are on LISD time).
· As employees of LISD, we must understand that we do not own district property and we will treat all district resources with care and respect.
YOUR ROLE AS A SCHOOL BUS DRIVER
As a school bus driver, you contribute to the overall mission to provide safe, efficient, and caring transportation for the children of Texas. Your day- to- day role is to:
· Maintain and drive district vehicles in a safe manner.
· Prepare yourself and the bus for transport. 
· Treat students and other passengers in a courteous and competent manner.
· Know how to handle routine and emergency situations correctly and legally.
· Display dependable work habits.
· Maintain a good attitude and handle stress responsibly.
· Interact with your employing school district appropriately and work diligently to provide a good experience for our students.
STUDENT MANAGEMENT
1. Enforce the student rider safety handbook consistently. Be fair, be consistent.
2. Each driver is required to maintain an accurate seating chart for students on all bus runs driven. We utilize this strategy to cut down on confusion and gain familiarity with the students. We are able to appropriately manage discipline when the drivers know where students are assigned and are easy to identify if a behavioral conflict occurs.
Four driver responsibilities:
· Transport students to and from school safely.
· Transport students to and from school on time.
· Protect students from harm.
· Get students to school with minds open to learning.

Age-Appropriate Behavior:
Each stage of child development brings with it general characteristics and behaviors. A behavior that might be appropriate for elementary students, for example, might be distracting and disruptive for high school students. Knowing what to expect from each age group helps drivers prepare mentally for the bus ride. Identifying age-appropriate behaviors on the bus will help you understand which behaviors to overlook and which ones to address with the students.

Elementary Age Students
Elementary Age Students:

require a great deal of physical activity,
often use talking as a substitute for physical activity,
will vary their activity level from day to day,
sometimes talk very loudly, and
have short memory spans
In dealing with elementary age students;
It is not healthy or realistic to expect absolute silence.
Be patient and calm.
Frequently remind them of the rules.
Junior High Age Students

Junior high age students experience more rapid physical development than any other age group (except for birth through age 3). 
Junior High Age Students:
show great diversity in physical appearance, size, and emotional maturity;
require more energy than any other age group to manage; and

are establishing independence and identities for themselves
In dealing with junior high age students:
maintain a positive attitude,
influence positive behavior, and
address issues immediately as they occur
Attitude and Approach Tips

The following tips give you a solid start on setting the atmosphere for your bus and starting out student management on a good base:
Be friendly but not familiar. Use a courtesy title with your last name instead of letting students call you by your first name: your name is Mr. or Ms. ________________.
Be firm but fair.
Be consistent; don’t be lax one day and strict the next.
Treat all students equally; don’t have favorites.
Show respect for each student and ask students to respect you and each other.
Be courteous and not sarcastic; don’t ridicule a student or his or her family.
Remain calm and always control your temper.
Keep your voice level and don’t yell, but make sure you speak loudly enough to be heard clearly.
Pay attention to your appearance. Arrive for work neat, clean, and well groomed.
Clearly communicate your expectations to students: what the rules are and the reasons they exist.
Set a good example.
Be honest in what you do and say.
Remember your sense of humor, but take care it is not too sharp or adult for students.
Don’t hold grudges and don’t take things personally.
Never use inappropriate language.
Greet students by name. Say good morning. Smile.
Show an interest in things that interest them.
Compliment students on positive behavior.
Make students feel that they are a part of the team and are responsible for group safety. Have them help set the rules for the bus.
Listen to the students—their suggestions, their complaints, and their concerns.
If you make a mistake, admit it.
Give positive instructions that stimulate an action: “Do this” instead of “Don’t do that.”

      Make sure the things you ask a student to do are reasonable requests.

DRIVING GUIDELINES  
*All Drivers Must obey all traffic laws*


Seat Belts: must be worn by drivers properly as per manufacturer’s instructions anytime the school bus is being operated.


Following Distance

The following distance that a driver maintains behind other vehicles is important in allowing sufficient time to achieve the stopping distance when necessary. Maintaining a safe following distance behind the vehicle allows time to apply the I-P-D-E formula. A rule of thumb to calculate following distance is 1 second for each 10 feet of a vehicle. Ex: A 40-foot vehicle will need a 4-second following distance from the vehicle in front of them.


Using the I-P-D-E Formula

To help monitor potential dangers while driving, a responsible driver uses the I-P-D-E formula:

Identify—Predict—Decide—Execute

· Identify hazards - to identify a hazard or potential hazard you must:

· Get the “big picture.” Constantly scan your surrounding area for potential or upcoming hazards.

· Regularly scan traffic near and far, on both sides, and in all mirrors.

· Keep your eyes moving to help maintain alertness and prevent staring and fatigue.

· Predict conditions - Next, predict how an identified hazard might affect the planned path of travel:

· Use information gathered in the “Identify” phase to anticipate potentially dangerous situations.

· Predicting involves making projections about how traffic will change based on observations.

· Predict hazards by considering such things as speed of various vehicles, road and weather conditions, vehicle capabilities, human behavior, and environmental conditions.

· Decide actions - Decide the safest driving maneuver you can make:

· Consider available/viable alternatives to avoid a collision.

· Make a definite decision in time to act. Delaying a decision is hazardous and increases the risk of making a faulty decision.

· Execute plan - execute the driving action you decide is best under the circumstances. This might mean making no changes to your driving actions, or it might involve braking, changing lanes, increasing speed, decreasing speed, communicating with other drivers, or a combination of these and other driving actions.
Loading and Unloading  
Extreme care should be used whenever loading or unloading, because it is the most dangerous time of the bus ride, and the time we are most likely to have a child hurt or killed.  Although we worry about other vehicles not stopping for our loading lights, historically, 2/3 of students killed in loading / unloading accidents were killed by their own bus.  After making a loading / unloading stop, do not move the bus until you have performed the 5-point mirror check, and you are sure that there are no students around the bus.  If you are not sure that the area around the bus is clear of students, DO NOT MOVE THE BUS.  NEVER MOVE A BUS WITH A CHILD WITHIN TEN FEET OF THE BUS.  
Drivers should be familiar with and follow the procedures outlined in Chapter 8 of the Texas School Bus Driver’s Course Guide.
Where to activate loading and unloading lights:

Activate loading and unloading lights anywhere you are loading and unloading students. Bus stop, school zones and fieldtrip locations i.e.: CiCi’s pizza, Ellen Trout zoo, Pines Theater and etc…

Unloading at School Campus

· Tell students to exit:

· For the first row of seats, students on the right side exit and then students on the left side exit.

· Alternate sides until all students have exited.

· Supervise students as they step from the bus to see that all move promptly away from the unloading area. 

Railroad Crossings

[image: image1.wmf] 


· One collision between a school bus and a train is too many!  Following these RECOMMENDED PROCEDURES AT HIGHWAY-RAIL GRADE CROSSINGS can prevent these tragedies:

· Approaching the crossing, slow down gradually, and tap the brakes to signal other drivers that you are slowing in the roadway.  Scan your surroundings and check for traffic behind you make sure your intentions are known.  Make your stop as far to the right as possible.  Never stop for a railroad track in an inside lane. Activate the four-way hazard lights approximately 200 feet before the crossing.

· Stop no closer than 15 feet and no farther than 50 feet from the nearest rail, where you have the best view of the tracks.

· Turn off noisy equipment, and silence the passengers. Pop the air brakes. Put your bus in neutral. Open the service door and driver’s window.  Look and listen for an approaching train.  Look beyond the tracks to see if there is traffic congestion, a signal or STOP sign.  Is the containment area large enough to allow the bus to completely clear the crossing when stopped?  Remember:  You can stop with NO part of the bus closer than 15 feet from the nearest rail.  Are you absolutely sure?  Check the crossing signals again before proceeding.

· At a multiple-track crossing, stop ONLY before the first set of tracks.  When you are sure no train is approaching on any track, proceed across all of the tracks until you have completely cleared them.

· Cross the tracks in a low gear. Do not change gears while crossing.

Inclement Weather     
When driving in rainy, snowy, or foggy weather, additional caution should be used in all driving procedures.  Speed should be reduced, and extra room should be left in your “cushion of safety” on all sides.  Be familiar with the vehicle you are driving, and know if it has anti-lock brakes.  If the vehicle has ABS, you can see it performing a diagnostic check during initial vehicle startup.  Use the appropriate braking technique for the equipment you are driving.  Additional information is available in both the CDL manual and the School Bus Driver’s Certification Course Guide concerning braking technique and ABS usage. Make sure that all defrosters are working properly and that heater valves are in the correct position to provide heat when necessary for defrosting or defogging the windows.  Never leave the yard or begin to drive with ice or other obstructions on any windows.  Use of the AC when equipped, or open windows or vent hatches can help to reduce interior window fogging.
Speed limits:    
The maximum speed for a bus with a commercial motor vehicle inspection sticker is 60mph, and 50mph is the maximum speed with a regular vehicle inspection sticker.  Buses should be driven at the posted speed limits in School Zones on public streets, and at a maximum of 5mph in a school bus loading zone at a school.  Angelina County roads have a maximum speed of 30mph unless otherwise posted.

Fueling:     
Fueling procedures will be detailed during initial training.  It is important that the operator know the vehicle number, CORRECT vehicle mileage (not including tenths), and the operator’s ID number when fueling a vehicle on site.  Fueling off site with a credit card or other fuel card may require some or all of the information.  Drivers should fuel their assigned vehicle whenever the fuel gauge indicates less than one-half tank.  Running a vehicle below required fuel level, or failure to fuel a vehicle before leaving for an approved absence may result in disciplinary action.

RADIO PROCEDURES
Anytime that a driver is calling base or shop, follow proper radio procedures and identify yourself as LISD bus # to base or shop and wait for a response. Please be patient, professional, and courteous during all radio transmissions. There are very strict expectations when unitizing district radios.
· Be professional.

· Do not talk over each other.
· Only use the radio for necessary communication. No idle chatter.
· Do not turn down your radio to a level where you are unable to hear communications from dispatch.

· Maintain a calm and even tone on the radio. 
· Any misuse of radio communications will result in immediate disciplinary action. 
IMPORTANT:  Texas law that prohibits use of “wireless communications devices” by the driver when the bus is in motion and carrying a minor child – except in cases of emergency.  The way that the law is written applies to our 2 way radios.  To be absolutely compliant with the law, you may not use the radio when driving with children on board.  The law certainly applies to cell phones, and our department policy is that no driver shall use a cell phone when operating a bus.  Please note that there are no exceptions made for using hands free devices, or driving an empty bus. 
ROUTING AND STOP PROCEDURES
Routes and stops are designed and set by the following criteria: 

1) Environment

2) Age of the Student

3) Time/Mileage efficiency

4) Reasonable safety assurances

Changes to routes or stop locations are PROHIBITED without authorization from the Operations Supervisor. Driver will be provided with a form to fill out to request changes. Once the form has been filled out turn it in to your router. The router and the Operations Supervisor will review the request and let driver know of the decision whether the change was approved. When/if approved; drivers will be notified by the Operations Supervisor when they can begin the new segment.  Do not take it upon yourself to make any changes outside of the criteria listed. The approved route description will be updated by the routers in a reasonable amount of the time and placed in the route folder with the new changes.  Anytime conditions on a route or at a stop location change or appear to be unsafe, communicate the concern to the Operations Supervisor.  


Drivers are required to engage loading/unloading lights and set the parking brake at each stop. Make sure that children are seated until the bus has come to a complete stop and the parking brake has been engaged.  Before proceeding after each stop drivers must ensure that all students are safely seated and perform a five-point mirror check making sure that students are clear of the school bus.  Never move the bus until your departed passengers’ are at least 15 feet away from the bus, and you have accounted for all the children that just departed.  Remember it is against Texas law to require or allow children to stand on a moving school bus.
ACCIDENT PROCEDURES
· Radio dispatch immediately with location, student head count, and any possible injuries.

· Keep your students calm and in their assigned seats unless an emergency evacuation is necessary.  Notify dispatch immediately if emergency evacuation is going to be executed.

· EMS and Law Enforcement personnel will be dispatched to the accident scene.

· Required paperwork: Seating chart, driver’s license, and school bus insurance.

· The Director of Transportation and/or designated personnel will be in route to assist the driver.

· At no time, will students be left unattended on the school bus without a monitor or driver on board and in plain view of the students.

In the event that an accident occurs Transportation Services Accident Review Board will conduct a post-accident review with the driver and determine if the accident was preventable or non-preventable.
FIELD TRIP PROCEDURES

Field trip assignments are on a voluntary basis, and in order to be considered for field trip assignments the diver must request to be placed on the field trip driver list.  The field trip coordinator will assign trips on a rotational basis; however, assignments will be made in consideration of minimizing disruptions of regular home to school routes, which will always take priority over field trips. Trip assignments are posted on the trip assignment board outside the dispatch office.  It is the driver’s responsibility to check the board for assignments daily and to notify the field trip coordinator of any schedule conflicts.  Notification of declined trips should be given to the field trip coordinator at least 48 hours before the trip departure. Any unscheduled or unauthorized absence the day before a field trip will result in the trip being reassigned. Drivers are not authorized to find another driver to take their place on an assigned trip.  Failure to follow field trip procedures will result in loss of field trip privileges. 
· Assigned route buses will be pulled periodically for trips based upon the rotation.  Drivers will be assigned a spare bus to complete their route assignment.
VEHICLE MAINTENANCE FACILITY

The vehicle maintenance area is the most dangerous and likely place for personal injury accidents to occur.  There are many hazardous conditions, such as suspended or lifted vehicles, slick, greasy, or dirty walking surfaces, dangerous chemicals, and extreme temperatures.  As a result, the maintenance facility should not be treated as a walking thoroughfare for personnel not assigned to work in the maintenance facility. Employees should stay on the sidewalk and away from the posted danger areas around the maintenance facility. All employees not assigned to work in the maintenance facility should stay out of the area unless conducting business or to retrieve personal items from a vehicle that has been pulled for repair or service.






Proper attire requirements and safety procedures will be followed by all maintenance personnel when working in the maintenance facility. Safety glasses, goggles, or shields must be used when welding, cutting, or grinding.  The maintenance facility must be kept neat, clean, and free from hazardous materials.  Spills must be cleaned immediately and ‘safety signs’ should be posted for any slick or wet surfaces.
Bus Maintenance Repairs
Drivers are required to report any maintenance problems that occur on their assigned school bus.  Vehicle repair sheets should be filled out legibly and accurately so the maintenance staff can expedite repairs as soon as possible.  Drivers will be assigned a spare bus when their assigned bus is pulled for maintenance. Timelines on returns will fluctuate and depend on serval factors.  Do not go into the shop checking on the bus repair status.  Upon repair completion your assigned bus will be returned to working status when communicated by maintenance personnel to the dispatch office. Before your assigned bus is placed back into service the spare bus that was being utilized must be inspected for cleanliness and a full fuel level.
Trip Hazard
· Hoses, lights, and extension cords should be put away or retracted when not in use.
· Incoming parts and supplies must be put up immediately.
· At the end of each work day all maintenance staff employee will ensure all walkways are free and clear of any/all potential trip hazards.
· Shop personnel are required to sweep and keep their work areas clean at the end of their shift. 
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