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INFRACTION OF ANY OF THE POLICIES, PROCEDURES, DIRECTIVES, OR INSTRUCTIONS PROVIDED IN THE SCHOOL BUS DRIVER’S HANDBOOK MAY WARRANT SUSPENSION OR TERMINATION OF EMPLOYMENT.
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I.  QUALIFICATIONS FOR DRIVING A SCHOOL BUS/DRIVER TRAINING PROGRAM

In order to qualify to drive a Hall County School Bus, the prospective employee must meet the following requirements:

1. Complete the Application For Employment,

2. Submit to Background and Driving records (MVR) check,

       A. For initial employment, the applicant shall have no convictions indicating: 
     1. Use of alcohol, illegal drugs, or dealing in drugs. 
     2. Crimes of a violent nature - murder, rape, assault, child abuse, 

     
   etc. 
     3. Crimes of immorality, i.e., prostituting, contributing to the 
 

       
   delinquency of a minor, etc, 


     4. Driving under the influence, excessive traffic violations, etc.


        B. For continued employment; the driver shall have no convictions indicating
     1. Use of alcohol, illegal drugs, or dealing in drugs. 
     2. Crimes of a violent nature - murder, rape, assault, child abuse, 

     
   etc. 
     3. Crimes of immorality, i.e., prostituting, contributing to the 
 

       
   delinquency of a minor, etc, 


     4. Driving under the influence, excessive traffic violations, etc.
     

                    Should the driver be convicted it will be recommended for termination.
3. Be interviewed by Transportation Coordinator and discuss the following:

a. The Application for Employment,

b. Criminal and MVR records,

c. Bus driver’s duties and responsibilities,

d. Bus driver training requirements,

e. Bus driver salary scale,

f. Board of Education policies concerning school bus transportation,

g. Safety regulations and procedures,

h. Student discipline on the bus,

i. Bus driver physical,

j. Commercial Driver’s License Requirements,

k. Character and ethical requirements, 

l. Previous employment,

m. Other information as necessary, 

n. Physical limitations that would prevent safe driving.

4. If accepted, applicants must satisfactorily complete the Driver Training Program.  This program includes at least 12 hours each of in-class training, at least 6 hours of driving without students, and at least 6 hours of driving under the supervision of an experienced driver with students on board.  The applicant cannot participate in the on-the-road portion of training until he/she has received a Commercial Driver’s License or Permit from the Georgia Department of Driver’s Service.  Upon completion of each portion of the above training, the instructors will make evaluations and recommendations to the Transportation Coordinator or Transportation Coordinator as to the ability of the applicant.  After the training is completed, each applicant will have a final driving evaluation before allowing that person to transport students in order to assure that the applicant is a safe driver.  No applicant will be employed to drive a school bus owned by the Hall County School System until he/she has satisfactorily completed all of the above training.  No applicant will transport students, even after completing the above training, until the Transportation Coordinator is certain that the applicant is a safe driver.

5. The applicant may be required to take additional training if necessary.

6. An applicant with previous experience, with satisfactory recommendations, may have a final driving evaluation with less training hours upon approval of the Transportation Coordinator if proper documentation can be obtained.  It will be the responsibility of the applicant to obtain training records and other information from other school systems.
I. ANNUAL PHYSICAL EXAMINATION/DRUG TESTING OF THE DRIVER

1. All drivers shall pass an annual physical examination prior to driving the bus each school year and have the proper forms on file.  Any concerns or deficiencies noted by the physician must be addressed and cleared prior for approval to drive.  All physicals will be completed by a School Board-approved physician using the Post-Offer and Annual Physical Examination for School Bus Drivers Form and will be paid for by the School Board.

2. Drivers shall be required to pass drug and alcohol tests prior to employment.  Unannounced random drug and alcohol tests will be conducted throughout the driver's employment.  Each driver is required to participate in such tests immediately when notified.  Failure to submit or failure to pass drug/alcohol testing will be grounds for termination.  

3. Drivers may be required to submit to drug/alcohol testing in the event of an accident involving the school bus.  Drivers shall follow the procedures as outlined by the Transportation Department.

II. TRAFFIC VIOLATIONS

1.  School bus drivers must know and observe all State and local traffic rules, regulations, and laws governing school bus operation.  All buses are to be operated according to the policies of the Hall County Board of Education.

2.  A driver who receives a citation involving a moving violation while operating a Hall County School Bus will be suspended for a minimum of five (5) working days, without pay.  The driver must have a valid license to drive before again operating a Hall County School Bus.
4.  Drivers with excessive accidents are subject to termination with consideration being given      to the safety of the students.
5. The following procedure will be used in reporting traffic tickets or licensing actions:

a. The driver shall provide the Transportation Department with a copy of the citation within three (3) days.


b. In the event a driver has a license taken, suspended, or revoked, the driver shall notify the Transportation Department before driving a school bus again. 


c. In no case shall a driver drive a school bus without possession of a valid          commercial license.

IV.
 STATE TRAFFIC LAWS AND VIOLATIONS

A.  All Drivers shall abide by the following laws and regulations:
     1. It is unlawful to operate a school bus while transporting students at a rate of speed exceeding 40 MPH except on the approved interstate or on express runs, where the speed limit is 55 MPH unless the posted speed is lower.  (An express run is described as an event or school activity where the bus does not load or unload any students during the trip.)  Max speed limit for unloaded bus is 55 MPH.
     2. Law requires that the headlights be on while transporting students.

     3. Law requires school bus drivers to wear seat belts (properly adjusted) while driving the bus.

     4. Law requires the bus to stop at all railroad crossings.

     5. A school bus driver shall activate the 8-way system (the stop arm, the flashing warning lights and crossing gate) whenever the bus is stopped on the roadway for the purpose of loading or unloading students.  (It is unlawful for a bus driver to proceed until all students who need to cross the road have done so safely.)  

     6. A school bus driver shall not activate the visual (8 Way system) signals:


a. At intersections or other places where traffic is controlled by traffic-control signals or police officers; or


b. In designated school bus loading areas where the bus is entirely off the road.

7.  The driver must Stop the bus completely then apply the park brakes and then shift to neutral before students are loading and unloading the bus. Then the door can be opened to allow students to load or unload. Please do not close door until students are seated or if unloading 12 feet off the side of the road.
8.  It is unlawful for bus drivers to use cell phones while the bus is in motion and in the roadway.
   9. The driver of a school bus is responsible for anything that is thrown out the bus windows.
  10.  The driver shall not drive the bus on a route or extra-curricular trip until a pre-trip 
          inspection has been completed and documented.  The driver shall walk to the back of 
          the bus after each route to check for students who may be still on the bus (sleeping, 

          etc.)  This is especially important at the end of the day when the bus has been parked   

          for the night.                           

 11.  The driver shall follow the anti-idling procedures (see Appendix G - Anti-idling policy).
 12.  The driver shall adhere to the monthly bus service or maintenance schedule.  Failure to keep the service schedule may result in termination of employment.
B.  Traffic Citations, License Revocation, Suspensions and Cancellations 

1. Federal law requires that all school bus drivers must notify employers of all motor vehicle traffic violations (except parking violations), all suspensions, revocations and disqualifications of driving license, and loss of the right to operate a vehicle in any state.  This includes violations that occur while driving your personal vehicle.

2. All citations and licensing actions must be reported within 3 days unless license is suspended then it must be reported before driving a school bus, regardless of whether the violation was in a school bus or other motor vehicle.

V. DUTIES AND RESPONSIBILITIES OF THE BUS DRIVER

A. GENERAL


1. Drivers shall perform all duties as assigned by the Executive Director of Operations or his designee.

2. Drivers shall work in close harmony with all school administrators and personnel.


3. The driver of a school bus must have a valid Commercial Driver's License.  Criminal history and Motor Vehicle Report (MVR) shall be required for all drivers prior to employment, semi-annually, and as deemed necessary by the school system.


4. School bus drivers shall not use or allow the use of a school bus for any purpose other than the transportation of students to and from school on a regular school day unless directed or authorized by the Transportation Department.


5. The school bus shall be operated only by a regular driver, a substitute driver, or other qualified driver as authorized by the Transportation Department.


6. See Appendix N for Dress Code.Drivers should be clean and neat in appearance.  They shall not smoke or use tobacco while on the bus.  The driver shall not allow the use of tobacco or the use of profane or vulgar language on the school bus.  The Driver will use no profane or off-color language in the presence of students, or on the two-way radio.


7. All drivers shall be familiar with the use of the first aid kit, fire extinguishers, emergency markers and other bus equipment and use them when necessary.


8. Drivers are to insist that students help keep paper, trash, and other objects off the floor.  Drivers shall check and clean the inside of the school bus daily.  Drivers shall make sure the windows are clean inside and outside to safely operate the bus.  However, drivers are to observe required water bans.


9. Only students and personnel approved by the Transportation Department shall ride the bus.  Pre-school aged children (except Special Education Pre-School Students) and relatives of drivers, and parents are not allowed to ride the bus without approval by the Transportation Department.  If approval is given for an exception, it shall be only for the specified date for which an exception is made.

10. Each driver shall have a phone at which they can be reached at any time day or night.  In emergency situations, the driver shall make himself/herself available to drive the bus upon short notice.  If the driver has other employment, it shall be the driver's responsibility to notify the other employer that driving the bus must take priority at all times but especially in emergency situations.  If a driver works at another job during the day that phone number should be on file and kept current with the Transportation Office.


11. Drivers shall bring their assigned bus to the Bus Shop as scheduled for service and inspection.  It is necessary that all buses be inspected and serviced monthly according to the schedule set by the Transportation Department.  Bus defects shall be reported to the Shop Foreman on the Driver Service Report form.   When drivers bring the bus to the Bus Shop for repairs or for monthly bus maintenance, they shall use the School Bus Defect Report Form to report bus defects to the shop foreman.  If the defect causes a safety hazard, the driver is to stop the bus, notify the Transportation Office, and wait for further instructions.  All repairs are to be made by the bus shop mechanics.  Repairs will be made at the bus shop unless the defect causes a safety hazard requiring a bus shop mechanic to repair the bus on the route.  It is the driver's responsibility to bring the bus to the bus shop for repairs.  Should a bus need repair while out of county, repairs may be made only by qualified mechanics from other school systems unless approved by the Transportation Department.  


12. Drivers are to be on their bus anytime students are on board and when students are loading and unloading.  The engine shall be turned off when the driver is not on the bus and as required by the Anti-Idling Policy (See Appendix G).


13. Drivers shall be required to attend Safety Meetings and Driver In-service Training Programs as established by the Transportation Department.  A wide range of information will be presented at these meetings.  Such information will include safety issues, policies, procedures, etc.  Drivers are responsible for information or training provided at such meetings.  Drivers who do not attend the Driver Safety Meetings will be required to set up an appointment with the Training office to cover the missed material.

15. Drivers shall call the Bus Shop at 770-287-0942 anytime mechanical help or assistance is needed.  In the mornings, mechanics can be reached at the Shop after 6:00 a.m.  In case of breakdowns, drivers are to contact the Bus Shop so the schools can be notified.  If assistance is needed after hours, the driver shall use the Emergency Numbers List to reach proper assistance.
16. Drivers are to allow the engine to run a few minutes each morning before driving.  A pre-trip inspection is to be completed and documented prior to each route. . The driver shall walk to the back of the bus after each route to check for students who may be still on the bus (sleeping, etc.)  This is especially important at the end of the day when the bus has been parked for the night.  Drivers shall not put fuel in a school bus while the motor is running or while there are students in the bus.  During extreme cold weather, drivers should have the bus warm before picking up students.  During extreme cold weather, drivers shall connect the engine block heater during the night to make the bus easier to start the next morning.  

17. The driver shall never use a school bus to push or pull another vehicle of any kind.


18. Drivers are not allowed to play music while students are on the bus. This includes

                  blue tooth devices. Once students are off, music can be played as long as the music 
                  is behind the driver’s area.                                                                                                                                                                

19. Drivers shall properly maintain all supplies used on the bus.


20. Drivers are never to tamper with the speed governor on a school bus.  The speed governor is installed for the protection of everyone who rides the bus.


21. Drivers are to try to assist students and parents, when it is safely possible, during inclement weather.  The driver may travel additional streets and make extra stops during bad weather if they can do so safely. (See Appendix C).


22. Drivers are expected to maintain good and acceptable behavior and character both on and off the job.  Parents expect the school system to provide employees with utmost character.  Therefore, drivers who commit questionable acts may jeopardize their employment with the school system.


23. The driver is to take whatever steps advisable and necessary to safeguard the life and limb of each student in his/her care.


24. Two-way radios are installed in buses for communication with the Transportation Department and for emergency use. Codes are provided by the Transportation Department for inner department use only.


25. The video system on the bus is for the documentation of student behavior.  However, it also monitors driver behavior.  The driver shall not tamper nor allow students to tamper with the video system.  Only school system personnel shall have access to the video system.   


26. The school bus shall maintain Georgia School Bus Specifications and may not be altered by the driver.  No signs or stickers may be mounted on the exterior or on the windows of the bus.  No signs or stickers may be mounted on the interior of the bus on any windows.

27. Drivers are to notify the Transportation Department of any medications that he/she is taking.  This file is to be updated by the driver at all times.  The driver shall notify the Transportation Department at any time when it is unsafe for him/her to drive due to medical or any other reasons.


28. Drivers are not to allow students to have arms, legs, or any other body parts outside of the bus windows.

29. In the event of a breakdown, the driver shall not permit the students to get off the bus unless it is unsafe to keep them on the bus.  Any time students are evacuated from the bus, it is the driver's responsibility to keep the students together in a group at a safe distance from any danger.  The driver shall notify the Transportation Department of the problem with the bus and wait for instructions.

30. Drivers are required to safeguard the Fuel Master Key which is used when refueling the bus.  It is to be used only by the driver to which it was issued.  If the fuel pump or the fuel building located at the fueling station has a lock, it is to be locked back after each use.  Combinations to system locks are to be kept confidential and shall not be given out to non-employees.  When refueling the bus, drivers are not to smoke and no students are to be on the bus.  Drivers shall not leave the fuel nozzle unattended while fueling.  Drivers shall submit an accurately completed fuel sheet to the Transportation Office by the 5th of each month.    

31. All accidents, no matter how minor, are to be reported immediately to the Transportation Department.  This includes accidents in which a student or the school bus is involved.  Do not move the bus until you receive release from the Transportation Department or law enforcement officials.  An exception to moving the bus is allowed if it is required by law (example:  on the interstate).  Infraction of this policy could warrant suspension or other disciplinary action.  

32. Drivers are to report immediately to the Transportation Department any complaints or concerns from parents regarding transportation.

33.  Drivers shall be required to meet with parents or guardians and school system administrators whenever necessary to discuss discipline or student behavior, etc.  


35.  When talking with parents or guardians, drivers are to be polite, use tact, and maintain control.  No one other than school personnel and students are allowed to board the bus.  If adults attempt to board the bus, the driver is to call the Transportation Department for assistance.


36.  Drivers will be required to bring the bus to the Bus Shop when the schools are closed for holidays, etc. as directed by the Transportation Department.


37.  Drivers are to submit information and meet required deadlines established by the Transportation Department and the School System.


38.  All drivers are subject to an Annual Driving Skill Evaluation. 
 


39. Infraction of any of the above policies may warrant suspension or termination of the driver.

            40. Should the driver’s employment with the Hall County School System Transportation Department come to an end, he/she will not receive their final paycheck until the Employee Identification Badge, and any other property of the school system has been returned. 
B.  SCHOOL BUS SCHEDULES AND ROUTES

1.  All drivers must accept the fact that, as bus drivers, their line of duty is that of driving the bus to fit the school schedules.  Students are to be picked up and unloaded according to the route schedule for the bus or as authorized by the Transportation Department.  When ahead of schedule, the driver shall make adjustments to their speed or pull over in a safe place and wait in order to get back on schedule.  Students shall not be left because the bus is early.  When behind schedule, the driver shall not speed to get back on schedule.


2. The driver shall not permit any delay in schedule.  The driver is not to delay his schedule to wait on any student to enter a business establishment.


3. The driver shall discharge a student only at the student's regular stop, except upon written request by the parent and the principal's approval thereof.  If students are let off at a school for disciplinary reasons or any reason other than during scheduled unloading, the driver is to notify an administrator of the school before leaving.


4. Drivers are to report immediately to the Transportation Department any hazard which involves the safety of students.


5. Drivers shall perform a pre-trip inspection before each route or trip (See Appendix J). The driver shall walk to the back of the bus after each route to check for students who may be still on the bus (sleeping, etc.)  This is especially important at the end of the day when the bus has been parked for the night.  


6. Before the use of a school bus for any school related activity, there must be a request by the principal and approval by the Transportation Department on the forms provided.  Mileage will start and end at the school.  Students will load and unload at the school.

7. The School Bus Driver must run the entire route regardless of starting time. 
C.  LOADING AND UNLOADING STUDENTS

1.  When loading students, the driver shall use the following procedure:



a. Check traffic and mirrors



b. Activate amber warning lights 200- 300 feet in advance of the stop



c. Make a smooth stop.

                      1. Door side stop (if students are 12 feet off the road) stop where students                              

         can walk straight up to the door once you have signaled to approach the
                           bus.
                      2. Across the road:  stop 12 feet before the students ( who should be 

                          Waiting 12 feet off the road) so that once the crossing arm goes out

                           The students will walk straight across the road once signaled by the     

                           driver so they are able to be seen by the driver.


d. Apply the park brake and shift to Neutral.


e. Check traffic and mirrors again



f. Open door (when safe)



g. When safe, wave for students to approach bus/cross road.


h. Count, watch and recount students (loading and unloading)



i. Close door (when safe)



k. Check mirrors from left to right for students and traffic (especially 


crossover mirrors)

l. Shift to drive, release park brake and proceed slowly while checking for students or other individuals such as siblings who are not students.
            2. When Unloading students:

                  a. When you are 200-300 feet from the bus stop activate 8-way system, the  

                       Amber lights will come on.

b. Come to a complete stop at the bus stop, teach students not to get up until

They hear the park brake sound.
c. Apply park brake, shift to neutral then open door
d. Check mirrors and traffic to make sure all vehicles are stopped, then let the students off. If you have students door side and crossing at the same stop, hold the across the road students by the road until the door side students are more than 12 feet from the road then cross the students.  Watch until they are safely more than 12 feet from the road. Check your mirrors once more before pulling off.


3.  Drivers shall always check the passenger mirrors just before leaving a bus stop.  If the driver cannot account for each student at a stop, he/she should not move the bus until he/she finds the student.  This may require that a driver get off the bus to look underneath the bus.  This should only be done after double-checking that the bus is secure. 


4.  When loading students on the bus, drivers shall not move the bus until the students are seated.  However, if there is a case where standing is necessary, due to overcrowded conditions, and there are no seats available, the bus shall not move until those standing have had time to get hold of some supporting object.  The driver shall report overcrowded conditions immediately to the Transportation Department.  When unloading, students shall remain in their seats until the bus comes to a full stop  and shifts to neutral and the park brake is applied.  No students are to stand or sit in the step-well, the doorway, on the engine cover, or to the left of the driver in the driver compartment.  The driver shall not move the bus when students are exiting the bus, until all students are a safe distance (at least 12 ft) away from the bus and the road.  The driver is to carefully watch each student while they are loading and unloading the bus to make sure they are not in the danger zone before moving the bus. 

5.  No driver shall open or allow the front door of his bus to be opened while the bus is in motion.  In no instance will a student be permitted to get off or on any school bus while such vehicle is in motion.  The front door shall not be operated by students without prior approval by the Transportation Department. 
6.  The driver shall never use the emergency door for loading or unloading students except in an emergency.  The driver shall see that the emergency door is closed properly before moving the school bus.
7.  The driver shall follow the established procedure for varying from established bus stops as outlined in the Driver Handbook, (see Appendix A.)  Drivers are to report any additional stops or deletions to the bus route to the Transportation Routing Clerk.  Bus routes will be established by the Transportation Department.  Any necessary changes in the established route must be approved by the Transportation Department.
8.  Drivers should only load or unload students when the bus is stopped on the right side of the road in the far right lane available.  Do not drive the bus on the road shoulders to admit or discharge students since this invites traffic to pass. (Approval required for exceptions) Drivers shall instruct students not to cross the road prior to the arrival of the bus.  Drivers shall report students who do not abide by this rule to the Principal and to the Transportation Department.  In the mornings, the driver is to stop at all bus stops even if students are not in sight.

9. Drivers shall, while making stops for loading and unloading children, turn on the signal lights a practical and reasonable distance ( 200-300 ft) before each stop.  The purpose of the Amber lights is to warn other vehicles that the bus is about to stop.  The stop arm and flashing red lights should be put in use only when the bus is at a complete stop for loading and unloading students.  Bus drivers should be considerate of other on-coming vehicles before activating the stop arm.  
10. Drivers are not to allow students to cross the road prior to the arrival of the bus.  Drivers are to notify the principal and the Transportation Department when students have crossed the road prior to the arrival of the bus.
11.  If parents or guardians of Elementary students are not home when the bus arrives in the afternoon and students are locked out of the home, or younger students are afraid to exit the bus, or the driver does not feel that it is safe for the student to be left at the stop, the driver should transport the student back to the school and notify the principal of the situation.  If this causes the bus to be late in reaching the middle or high school, the driver shall notify the Transportation Department.

D. DRIVING PERFORMANCE
 
1. The driver shall obey all traffic laws while driving the bus.
2. The driver shall wear the seat safety belt (properly adjusted) at all times while operating the school bus. .
3. School buses shall be brought to a complete stop at stop signs and railroads crossings. Be prepared to stop if needed at traffic signal changes, and before entering onto any highway or public road.
4. The bus driver shall exercise extreme caution when approaching a railroad crossing, stopping within 50 feet but not less than 15 feet before proceeding to cross the railroad.  When approaching a railroad, the driver shall open the vent window to insure maximum visibility of the tracks.  He/she shall also turn off fans, radios, or any equipment that would make a noise and place students on "no talk".  He/she shall stop, open door, listen for trains or crossing devices, and look both directions before closing door and proceeding across the tracks. If a train is present, the driver is to apply park brake and shift to neutral. Once train passes, the driver needs to repeat the steps for crossing the tracks. He/she shall be certain that there is sufficient space (length of bus plus 15 ft) on the other side of the tracks for the bus to clear the tracks should the bus be required to stop after crossing.  He/she shall accelerate sufficiently to guarantee that the engine will not choke down while crossing the tracks.  He/she shall never stop the bus or any part of the bus on a railroad track.  Georgia Law requires that all school buses MUST STOP AT ALL railroad crossings even those that have crossing arms.  The driver shall not drive around activated railroad crossing arms. 

5. The driver shall require all children to pass in front of the bus while loading and unloading.  
6. Drivers are not to allow students to walk in the danger zone, which is 12 ft around the bus, as discussed in Driver Training, when loading and unloading.  
7. Drivers are to check all traffic before allowing a student to cross the road.  The driver is to signal for the student to cross only when it is safe.
8. Drivers are not to back the bus into a main street or roadway, or in any place unless absolutely necessary and unless authorized by the Transportation Department.  Drivers are to avoid backing buses whenever possible on the school grounds or elsewhere.  Drivers shall back up only after sounding the horn (if the bus is not equipped with a backup buzzer), a responsible person is assigned to watch out the rear windows for clearance, and safety is assured.
9. The driver shall have the school bus under complete control at all times when it is in operation.  Under normal circumstances, the driver shall never leave a school bus while the engine is running.  If an emergency arises requiring the driver to leave the bus when students are on board, the driver should remove the ignition key before leaving the bus (unless the stop arm is activated and the emergency requires that the stop arm remain activated.)  In such case, the bus must be secured by applying the park brake and shift to neutral.
E.   STUDENT AND SCHOOL PROCEDURES
1. The driver shall walk to the back of the bus after each route to check for students who may be still on the bus (sleeping, etc.)  This is especially important at the end of the day when the bus has been parked for the night.  
2. Students will be permitted to carry on the bus only books and other school related items, which can be held in the student's lap.  Large musical instruments, sports equipment, or any other items will not be allowed on the bus if they obstruct the view of the driver or if they take up seat space.  In order to maintain discipline and safety, any items prohibited by the school will not be allowed on the bus.  Restricted items will include:  snakes, animals, glass containers, weapons, explosives, or any other item considered being unsafe or which causes disruption.
3. Drivers are not to allow any incidents of bullying, harassment (whether it be sexual, racial, or related to their disability), child molestation, child abuse, or sexual battery.  Any such incidents shall be reported immediately to the principal of the school for investigation.  Drivers, themselves, are not to harass a student in any way.  Drivers are not to touch a student in any way except to apply first aid or to protect a student from harm.
4. Drivers are not to discuss information regarding students with anyone other than that student’s parents/guardians, or school system administrators.  Drivers are not to discuss discipline of a student with anyone other than the above.  When talking to a student regarding discipline or behavior, the driver should talk in private whenever possible – not in front of other students.  Confidentiality must be maintained at all times.  
5. Drivers are to be alert to students who wear clothing or backpacks that have drawstrings that might be caught on the handrail or other parts of the bus.  Before moving the bus, extra caution shall be taken to assure that all students are at a safe distance from the bus after exiting.
F.  CELLULAR PHONE USAGE
1.  Cell phones will be allowed in the event of an emergency as long as the bus is pulled off the road in a safe place and the bus is secured then the driver may use the cell phone when normal radio communications with dispatch are not available. They are not to be used when the bus is in motion.  This includes touching your phone to check for time, texting.  HB 673 went into effect July 1, 2018. See handout.
2.  Drivers are not permitted to use listening devices such as cell phones or radio earpieces, headsets, headphones, or other listening devices including blue tooth devices, other than a hearing aid or instrument for the improvement of defective human hearing. Music played while the bus is in motion must be behind the Driver’s area.
 VI.      PERSONAL MAIL AND TELEPHONE CALLS
1.  School Bus Drivers are required to have all personal mail delivered to their residences. 

2.  Telephones in the schools and offices are for school business only.  A telephone will be made available for driver use in the Bus Shop Break Room.

3.  Office personnel will not take messages for drivers unless the message is of an emergency nature.

VII.       EMPLOYEE INJURY 

The following procedure shall be followed when an employee is injured in the line of duty. 

1.  All injuries shall be reported immediately to the Transportation Department. 

2.  Medical treatment and Worker’s Compensation forms should be completed immediately.  

3.  If an employee is injured on the job, that employee is required to choose a physician from the Workers’ Compensation panel of physicians posted in the Transportation Office unless it is a life threatening injury.  In this situation, the employee should be taken to the nearest Emergency Room.
VIII.         STUDENT DISCIPLINE

1. Excessive noise or movement of children from one seat to another while the bus is in motion is not to be allowed by the driver.  It shall be the driver's responsibility to maintain order and safe conditions on the bus.  The driver is to enforce the established rules for student discipline and to follow the procedures for enforcing those rules.  Students who are misbehaving are to be warned, whenever possible, before it becomes necessary for the driver to complete the discipline report.  However, depending upon the severity of the misbehavior, a warning may not be required.  The principal shall take appropriate disciplinary action.
 2.  Bus drivers shall handle problems involving students according to the specified procedure given below which may result in suspension of the student’s privilege of bus transportation or suspension from school.     

   

a. The bus driver is in complete charge of the bus.
b. Bus drivers are to deal with children in a friendly, fair, respectful, but firm manner at all times.
c. Problems of a serious nature must be reported promptly to the principal of the school, which the student attends, and the principal is responsible for taking the proper disciplinary action.  All serious disciplinary problems reported to the principal shall be in writing on the Bus Conduct Report Form furnished by the Transportation Department (Bus Conduct Report Form).  A Non-disciplinary Form is provided for drivers to report disciplinary problems of a less serious nature.  This form is to notify the principal that the student is in danger of being reported on a Bus Conduct Form for disciplinary action. This form will be used in an attempt to correct minor disciplinary problems.  Using the Bus Conduct Report Form should be a last resort unless the infraction is of a serious nature.

d. The driver is responsible to make sure that all students picked in the morning are dropped off at the correct school.Post- trip inspection has been completed and documented.  The driver shall walk to the back of the bus after each route to check for students who may be still on the bus (sleeping, etc.)  This is especially important at the end of the day when the bus has been parked for the night.   Under no conditions will the driver allow students to remain out of school by hiding on a bus or by any other means.  When such student is found, he will be immediately carried back to school and turned over to the principal.  The driver shall report to the principal any student who does not go to school after being picked up at home.
3. Drivers shall not permit students to misbehave on the bus especially on the last day of school and shall report such misbehavior to the school principal.
4. A student shall not be put off a bus for misconduct at any place other than his home or the school.  The driver shall use only approved disciplinary procedures.  The driver does not have the authority to strike or suspend any student from riding his/her bus.  Only the School Administration may suspend a student from riding a school bus.
5. In addition to the seating chart, the driver may re-assign seats to any students who are disruptive.
APPENDIX A – PROCEDURES FOR BUS DRIVERS IN VARYING FROM ESTABLISHED STOPS

At the beginning of each school year and from time to time during the school year, students not previously living in your transportation area may appear on your route waiting to be picked up at a location other than a previously approved or established bus stop.  The following guidelines shall be applied by you in transporting these students:

1. If the students are at a location where the bus may be stopped safely, you should pick up the students and determine their street address and their names.  You shall report the new students on your route to the Transportation Office.

2. If students are waiting at a place which is not reasonably safe and you may stop the bus without endangering the safety of anyone else for the initial pickup, you shall again obtain their name and street address but you must advise the students where they may wait thereafter in order to be picked up safely and until the bus stop can be evaluated by the Transportation Coordinator.  This information shall also be reported to the Transportation Office so that parents may be notified.

3. If the students or parents disregard instructions as to where students must wait for the bus, you are not to endanger the safety of the student and the other students on the bus by continuing to pick up students at a location that is not safe.  However, if you do not pick up the students, you shall report this immediately to the Transportation Coordinator.

4. In deciding whether to recommend a new bus stop be established, you are to determine whether students must cross a highway or otherwise be exposed to a dangerous situation while reaching the bus stop.  If there is doubt as to whether the bus stop is safe, the Transportation Coordinator shall make a decision regarding the bus stop.

5. If students at any time are failing to follow safe practices in reaching a bus stop, such as crossing a highway before the bus stops traffic, or attempting to board the bus at an unauthorized location, you shall remind students as to their expected behavior and you shall report promptly any violations or unsafe practices to the Transportation Office so that the principal and the parents may be notified immediately.  


In making, any decision relative to picking up students or discharging students from the bus, which includes varying from established bus stops on a temporary basis, safety for the children, must be your primary concern.  The Transportation Office must approve any new bus stop other than on an emergency or temporary basis when new students appear or any variation from established bus stops for picking up or discharging students.
APPENDIX B – EMERGENCIES 
Although it is impossible to list or discuss every possible situation that drivers may face while driving, listed below are emergencies that drivers may encounter.  Each situation will require that the driver use a certain degree of discretion in taking the appropriate action.  The driver is always to make the best decision possible with the safety of all students as first priority.

1. Weapons on the bus.  The driver should contact the Transportation Office and listen for directions rather than trying to confiscate the weapon.  When contacting the office, the driver should use the codes provided by the Transportation Department for such emergencies.  The driver should make every effort to prevent the person with the weapon from being alarmed or alerted that he/she is being reported.  If the weapon is being used to threaten someone on the bus and the driver is unable to use the radio, he/she should try to verbally defuse the situation without risking the safety of those on the bus.  It is not advisable to threaten or corner the person who has the weapon.  Driver discretion is important in such incidents.

2. Unauthorized adults or persons on the bus causing a threat.  The driver should never allow unauthorized adults or others who are not students on the bus.  If unauthorized people threaten to board the bus the driver should close the door and not allow entry.  If unauthorized people gain access to the bus, the driver should contact the Transportation Office for assistance if possible.  The driver is to make every effort to protect the safety of students on the bus.
3. Student disruptions.  The driver shall maintain control of the students on the bus.  If student behavior is to the point that it becomes unsafe to continue, the driver shall find a safe place and stop the bus off the main roadway (in a parking lot, subdivision, etc.) and try to regain control.  It may be possible to separate students and assign seating in order to continue. If unsuccessful, the driver shall notify the Transportation Department and listen for instructions.  If necessary, law enforcement will be sent to the bus for assistance and the officer may possibly transport the students to their home. 
4. The driver is disabled (due to injury or medical emergencies, etc) and cannot continue safely on the route.  The driver should immediately stop the bus, apply park brake and shift to neutral then notify the Transportation Office.  If unable to use the radio, the driver should instruct a student and allow him/her to use the radio.  Drivers are advised to give instructions to students on how to take emergency action should something disable the driver.  These instructions should include, bus evacuation, radio usage, stopping the bus in emergency situations, and other information at the driver’s discretion.

5. Accidents.  If the bus is involved in an accident, the driver should radio the Transportation Department immediately.  The driver should then determine if it is safe for the students to remain on the bus and if not, he/she should evacuate the bus.  Students should be kept on the bus if it is safe to do so.  The driver should check to determine if students are injured.  If so, he/she should care for the injured.  If passersby are present, the driver should ask them to check for injuries in the other vehicle.  If not, the driver should assign reliable students to make sure students stay seated and on the bus, and quickly check the other vehicle for injuries.  The Transportation Department should be notified if medical assistance is needed.  As soon as possible, the driver should place reflectors in the appropriate places to protect the bus from further danger if needed.  If there are no injuries, the driver should begin making a list of students on the bus while waiting for assistance.  No students are to leave the bus or be released to anyone other than medical personnel unless so directed by the Transportation Department.  The bus should not be moved unless directed by law officials or the Transportation Department.  

6. If the bus is on fire.  The driver should pull off the road away from trees, buildings, brush and other objects that might catch fire and turn off the engine.  Do not pull into a service station.  Evacuate the bus immediately (using both the front and rear doors for evacuation to protect them from the heat and fumes and contact the Transportation Department and the proper Law Enforcement. Students are to be taken a safe distance away from the bus. 
The bus stalls on a railroad track.  The driver is to evacuate the bus immediately and have someone call the Transportation the driver is not to allow students to go back to the bus for any reason until the bus is off the tracks and it is safe to re-enter the bus.  Students should be given instructions and placed under the supervision of a mature, reliable student in the absence of the driver. 

APPENDIX C – INCLEMENT WEATHER PROCEDURES

Safety of our students is a top priority of the Hall County School System.  During times when the weather conditions are bad, bus drivers have been directed to make stops and to travel streets that are not on the daily bus routes to protect students if it can be done safely.  On mornings when there is a possibility of snow or ice on the roads, announcements will be made by Hall Co School email, phone calls, and on local radio stations by 5:00 a.m. if school is being canceled.  However, if school is in session, and there is snow or ice or any other condition on a street that causes the driver to feel that it is unsafe, he/she should not travel the street.  He/she should then notify the Transportation Department that the street is unsafe.  The driver is not to allow students to exit the bus and walk a long distance from their bus stop when a street is impassable.  Notify the Transportation Department and listen for instructions.  


During severe weather, certain precautions will be taken.  Students will not be loaded in the afternoons at the schools when there is a severe weather warning in the area.  Drivers are to go inside the school and wait with the students until the “all clear” is given.  There may not be an ideal way of dealing with a tornado.  However, if caught on the bus route during a tornado warning in the area, it is recommended that the driver should take the following steps to safeguard the students:  

1. If available, the students should be evacuated quickly in a nearby school or other stable building if at the discretion of the driver this can be done safely,

2. If a safe building is not available, the driver may be able to move the bus to a low lying area beside a large road-bank, under an overpass, etc. if at the discretion of the driver it can be done quickly and safely,

3.  The windows should be lowered and the students should be instructed to get as low in the bus as possible in the bus especially with their head below window level.

4. Whenever safely possible, the driver shall report to the Transportation Department any injuries and damages to the bus, etc.  If there are injuries, the driver shall radio for medical assistance and take care of the injured.

Winter Weather Event Procedures-

This is the standing procedure for actions to take in case of prolonged extreme low temperatures (20°F) – (Whether you get a message or not)
A. Crank buses and allow idling for at least 30 minutes each time. Make sure this is completed the day before we go back to school, and notify the mechanics if the bus will not crank. The bus must run for at least 30 minutes to “charge” the batteries back to a satisfactory level. 

B. Do not pump the brakes all the way down on this morning.  If when you crank the bus on a cold morning and the pressure stops building at 30 psi, THEN you can pump them all the way down and attempt to let the air pressure build again. You may need to do this several times.
C.  Drain your air tanks in the afternoon after your route.  Air tanks are located on the driver side of the bus, just behind the battery box. On the bottom of the air tank, there should be two to three valves. Turn the valve to open it. Air and oily water will spit out of the valve. Leave valve open until all liquid is out.  Make sure you close all the valves.

D. Plug your bus in using an extension cord. You can get an extension cord from the bus shop, but it will need to be turned in at the end of the year. 

E. The first morning back to school after an extended cold temperature period will require you to crank your bus at 5:00 am. This will give you enough time to try to crank the bus and notify mechanics if it will not crank. If it will not crank, do not hesitate, go ahead and call us to get a mechanic on the way.   

APPENDIX D – SICK LEAVE POLICIES FOR DRIVERS
   
Sick leave is granted in such cases when a driver is too ill to carry out his/her duties or when an immediate family member’s illness requires that the driver be absent.  Drivers shall not willfully be absent from their driving duties on false pretenses.  A request for sick leave shall be made to the Transportation Coordinator prior to being absent unless circumstances will not permit.  For example, medical appointments should be made between routes, if that is not possible as soon as you have an appointment that will require you to miss a route please complete a request off form and get it turned in to David
   
Sick leave is earned at the rate of one and one-fourth days for each twenty days of work.  The total sick leave each year shall consist of the sum of the accumulated days of previous years, and the earned sick leave for the current year, at the rate of one and one-fourth days for each twenty days worked.  Any unused leave days or portions thereof may be applied to the accumulated total for future use.  Unused sick leave may accumulate to a total of 120 days.  No days will accumulated during the summer months.  

  
An employee requiring temporary physical disability leave of ten consecutive working days shall be required to complete the Family Medical Leave Act form at least 10 days before leave is to begin. 

  
If a driver is, absent beyond his/her accumulated days of sick leave, a deduction in salary will be made.

  
A driver may use four days per year of his/her accumulated sick leave for personal reasons.  However, a Personal Leave Request shall be submitted ten days prior to the absence.  The driver shall confirm in advance that they have accumulated or earned sick leave days to cover the absences in order to avoid payroll deductions.  Personal leave days do not accumulate since it is taken from sick leave.  

   
Drivers who are called for jury duty may apply for personal leave or leave without pay, or they may submit the jury compensation in order to avoid a payroll deduction for the time off the job.

  
Misuse of sick leave is grounds for termination.

PROCEDURE FOR BEING ABSENT


It shall be the responsibility of the driver to call and speak with the Transportation Coordinator when he/she is going to be absent.  Ample time prior to the route start time shall be given for a substitute to be obtained.  The driver shall call no later than 6:15 a.m. if a substitute driver is needed for the morning route and no later than 1:00 p.m. if a substitute is needed for the afternoon.  In cases of emergencies, the driver may call the Transportation Coordinator at his home between 8:30 pm - 9:00 p.m Sunday - Thursday. when a substitute is needed for the next morning.  The driver shall state the reason for the absence.  The driver is responsible to confirm with the Transportation Coordinator that a substitute has been obtained before the absence.  Drivers who require a substitute due to illness may be required to provide a doctor's excuse.  


Drivers are expected to be on their route every day if possible.  Drivers are to schedule all appointments including doctor and dental appointments during times that will not interfere with their routes


Drivers are required to sign a sick leave form when they have been absent.  This form is to be submitted to the Transportation Office by the 5th of each month.  Sick leave forms will be reviewed for approval by the Transportation Coordinator before being submitted to the Payroll Department.  Payment for sick days may be rejected after the fact if the reason for the absence is found to be insufficient.


All substitutes must be approved by the Transportation Department.


Drivers with excessive absences may be evaluated periodically to determine if their employment is in the best interest of the school system.

APPENDIX E – EMERGENCY FIRST AID

The purpose of this section is to aid bus drivers in taking quick and effective action in case of sudden illness or injury from accidents on the bus.  In cases of serious injury, the procedures offered below may be necessary while waiting for emergency medical technicians (EMT) to arrive or in situations when EMT’s cannot be contacted.  These procedures are not to be considered a substitute for professional care.  In any of the situations below, the Transportation Department should be contacted to report the incident and/or to contact emergency medical personnel if needed.

SEVERE BLEEDING

1. Apply clean dressing,

2. Press firmly to stop bleeding,

3. Bandage wound firmly,

4. If finger or other appendage has been severed, wrap it in wet bandage and send with child.


SHOCK

1. If child feels weak and anxious, is pale, cold and sweaty, with rapid, weak pulse, lay child flat.

2. Cover just enough to keep child cool, but no chilled.  Do not overheat.

3. If child is fully conscious, not nauseated or vomiting, and has no abdominal wound or abdominal pain, give small sips of water.

4. Control bleeding if present, by pressure with clean dressing.

EMERGENCY PROCEDURES

1. Adult stay at the scene and give help until person designated to handle emergencies arrives.

2. Do not give aspirin or other medications.

3. Do not move a severely injured or ill person unless absolutely necessary for his immediate safety.  If necessary to move an injured person, carry him on a stretcher with his back and neck supported in a straight position, not doubled forward or bent to the side.  If pulling is necessary, pull in direction of long axis of body, not sideways.

4. School personnel should notify parent of the emergency and agree on course of action with parent if possible.

5. Bus driver involved in the emergency should stay with the child until parent or emergency personnel takes charge.

6. Be sure sufficient information regarding the accident is reported to the Transportation Department.

EYES

Particle in the eye:

1. Prevent child from rubbing eye.

2. To remove particle, pull upper lid down over lower lid and release several times.
3. If necessary, lay child down, tip head toward affected side, and gently pour warm water, if available, over the eyeball.
4. If particle or pain remains, notify Transportation Department and urge immediate medical assistance.
Blow to the eye:

1. If blow was severe, or there is a loss of vision, cover eye with a clean bandage.

2. Keep child lying flat and quiet while waiting for assistance.

CUTS, SCRATCHES, AND SCRAPES

1. Clean wounded area.

2. Apply clean gauze dressing and bandage.

PUNCTURE WOUNDS

1. Do not try to probe or squeeze.

2. Wash wounded area.

3. Cover with a clean bandage.

4. If wound is deep or bleeding freely, treat as large cut.

5. Do not use iodine or other antiseptics.  Those antiseptics strong enough to kill bacteria are also harmful and retard healing: Mild ineffective antiseptics give a false sense of security.

NOSEBLEED

1. Place child sitting comfortably in an upright position with head tilted slightly forward to prevent blood from flowing down throat.

2. Encourage mouth breathing and discourage nose blowing, repeated wiping or rubbing.

3. Firmly pinch the soft part of the nose just above the nostrils.

4. Hold this position for five minutes.

5. If bleeding continues, hold the position for an additional ten minutes.

6. A cool, wet cloth placed across the upper face is soothing and encourages the child to sit quietly.

7. If bleeding continues for more than 20 minutes call for EMT’s.

STINGS

1. Remove stinger if present by scraping it away with a blunt object – do not remove with fingers or tweezers.

2. Apply cold compresses.

3. If child has history of allergy to stings, or develops difficulty in breathing, call for EMT’s.

4. If allergic child carries medication with him to take when stung, help him/her to take medication.

CHOKING

1. If it appears that a child is choking on food or another object, ask, “Are you choking?”  If he/she can speak, cough, or breathe, DO NOT INTERFERE.

2. If the child CANNOT speak, cough, or breathe, use the Heimlich maneuver until the foreign body is expelled or the child becomes unconscious.  (Alternatively, in case of extreme obesity or late pregnancy, give chest thrusts below the breastbone.)

3. Continue uninterrupted until the obstruction is relieved or EMT’s arrive.

4. If the child becomes unconscious, position them on their back, arms by side.

5. Perform tongue and jaw lift and finger sweep to try to remove the foreign object.

6. Open airway (head-tilt/chin-lift), and attempt to rescue breathing.

7. If unsuccessful, give 6 to 10 sub diaphragmatic abdominal thrusts (the Heimlich maneuver.) 

8. Repeat sequence:  perform finger sweep, open the airway, attempt to rescue breathing, perform Heimlich maneuver, -- until successful.

9. After the obstruction is removed, begin CPR is necessary.

SEIZURES

The following steps should be taken during the course of a convulsion:

1. Remove any objects that the child may strike during the clonic phase (jerking movements) of the seizure to prevent him/her from hurting themselves.

2. Loosen restricting clothing (belt, shoelaces, coats)

3. Turn the child on his/her side.  (This will allow saliva and vomitus to flow out of the mouth instead of being aspirated.)

4. Do not try to restrain the child’s movements during the active phase of the seizure.

5. Do not try to move the child during the active phase of the seizure.

6. Do not insert any object into the child’s mouth.

Memorize these steps and keep calm if a seizure does occur.  Afterward, the child may need to rest for a while before resuming activities.  School and transportation officials should be notified.  Carefully observe the child’s actions during the seizure so that a detailed description can be forwarded to the child’s physician if appropriate.

In some rare cases, a child may have a seizure that lasts more than a few minutes, or he/she may have several seizures in a row.  If this occurs, seek medical help immediately.  In some cases, no immediate medical attention may be necessary.
APPENDIX F - PROCEDURES FOR CASES OF HEAD LICE

When it is suspected that a student may have head lice, the bus driver shall immediately and privately report it to the Principal or his designee.  The Principal will instruct the driver as to the status of bus transportation.  The driver shall take every precaution to protect the confidentiality of the student.  At no time shall the driver make comment, reference, or in any way identify a particular student in any way that may lead others to know or suspect that a student has head lice.   The driver shall not (and shall not allow others to) embarrass, ridicule, or belittle a student who may have head lice.  The Principal may instruct the driver to transport the student home.  The bus driver shall not refuse to transport students suspected of having head lice.  However, if it can be done discretely, the student should be seated to avoid physical contact with other students.
APPENDIX G - ANTI-IDLING POLICY       
The following procedures have been adopted by the Georgia Department of Pupil Transportation.  It is the responsibility of all Hall County School Bus Drivers to follow these procedures.
1. Morning Delivery in school loading/unloading zones – NO IDLING ZONE

a. Drivers should cut off engine ASAP 

i. Lift bus drivers may need to leave the engine running if loading or unloading a wheel chair

ii. Special needs bus drivers may need to idle for heat or air conditioning to accommodate a medically fragile student

b. Driver should not start engine again until a check for students and belongings is completed and driver is ready and it is clear to depart (keep radio on for communication)

2. Afternoon Pick-Up in school loading/unloading zones – NO IDLING ZONE
a. Drivers should cut off engine ASAP (keep radio on for communication)

i. If this is driver’s 2nd load then be sure to check for students and belongings upon arrival

b. If the school is designed for angle parking, then utilization in the afternoon will place the exhaust further away from student walk paths and the school
c. In cold weather the school may permit drivers to enter the school and go to a designated location to stay warm

i. Remember to respect the educational environment   

d. OR in cold weather drivers may congregate on one bus (for health and safety) and keep only one engine running while waiting for P.M. dismissal

i. If drivers gather on one bus be sure the bus is well away from the school and any school building air intakes 

e. Drivers MUST ensure that they are back on their bus prior to dismissal 

f. Driver should not start engine again until driver is ready and it is clear to depart 

3. Field & Athletic Trip destinations – NO IDLING ZONE
a. Drivers should not idle while waiting for students during field or athletic trips 
i. Exception would be for driver/student health and safety under extreme temperature conditions (see #5, “Exceptions”, item “c”)

1. Minimize idling under these conditions and move the bus to a position well away from the school/building where possible
a. When idling is required to warm or cool the bus if the driver is required to stay with the bus for security reasons 
b. When idling is required to warm or cool the bus prior to departure

4. Pre-Trip Inspection

a. Drivers should keep idling to a minimum
i. Limit to the time required for inspecting the bus and the equipment on the bus
1. No more than 8 to 10 minutes (see #5, “Exceptions”, item “c”)
ii. Drivers should not routinely start and unnecessarily leave the bus running
5. Exceptions – Provided all reasonable steps are taken to minimize idling, the following exceptions apply:
a. Idling is sometimes required in freezing weather

i. For deicing the windshield 
ii. Or to thaw air brake lines 

b. Idling may be necessary for passenger and driver health and safety  
i. If the outside temperature is 32 degrees Fahrenheit or below, then idling MAY be required for adequate heat  
ii. If the outside temperature is 75 degrees Fahrenheit or more, and the climate inside the bus is unsafe, then idling COULD be required for adequate cooling (not to be abused).
1. BUT the lowering of windows and other measures to minimize or eliminate idling at these warm weather temperatures is highly desired (preferred method)
iii. Recommend that idling take place outside the school zone in the afternoon (where possible) if there is a requirement to maintain a safe and healthy temperature
1. In this case you would enter the school zone just prior to dismissal and shut off the engine
c. Extended idling may also be required for cold weather fleet start-up
i. If the outside temperature is 20 Fahrenheit degrees or below

APPENDIX H - RECOMMENDATION FOR DISMISSAL/VIOLATION OF OFFENSES 

 All drivers are employees the Board of Education and work at the will of the Board of Education, some of the issues that may result in a bus driver’s employment being terminated include:

1.  Incompetent or inefficient in carrying out assigned duties and responsibilities. 
2.  Conviction of a felony or any crime of moral status. 
3.  Willful damage to School Board property. 
4.  Stealing property from the School Board, or a fellow employee. 
5.  Interference or deliberate slow-down of work activities, duties, or that of a fellow employee. 
6.  Drinking intoxicating liquors and/or use of mood-altering drugs while on the job, or at any time that it could affect school bus driving performance. 
7.  Acts of insubordination.
8.  Failure to follow policies, procedures, directives, instructions, information presented in Safety Meetings and/or memorandums, or by Transportation Coordinators.
9.  Excessive accidents, which is defined as the point when it is determined that it is unsafe for students to ride the bus.
10. A driver with a ten-point conviction on record while driving a school bus or any other vehicle (after July 1, 1992) shall be disqualified as a school bus driver.


 Ten - Point Assessments Are:



1. Driving while intoxicated.


2. Aggravated assault with a motor vehicle.


3. Driving under the influence of drugs.


4. Murder without malice with a motor vehicle.


5. Homicide by vehicle.


6. Failure to stop and render aid.

APPENDIX I - EMERGENCY EVACUATION PROCEDURE

All bus drivers will conduct a minimum of two evacuation drills each school year utilizing the following procedures as scheduled by the Transportation Department.  Drivers shall provide documentation as required by the Transportation Department to assure that Evacuation Drills have been conducted.
       A.  Front Door Evacuation

1.  Evacuate the front seat to the left of the aisle first; then evacuate the front seat to the right of the aisle.


2.  Continue this alternating procedure (emptying left seat then right seat) until the bus is completely evacuated.

       B.  Rear Door Evacuation

1. Evacuate the last rear seat to the left of the aisle first; then evacuate the last rear seat to the right of the aisle.

2. Continue this alternating procedure (emptying left seat then right seat) until bus is completely evacuated.


3. The first two students evacuated should assist all the other students as they step down from the rear door.

       C.  Both - Front and Rear Door Evacuation

1.  Students in the front half of the bus should use the emergency Front Door 
  
   Evacuation Procedure. 


2.  Students in the rear half of the bus should use the emergency Rear Door Evacuation Procedure.

      D.  Exiting from the bus - Students are to move immediately off the roadway to a safe distance from all traffic (students must stay together).  Under no condition should any students cross the road, unless specifically instructed by the driver.

       E.  Proper Placement of Reflectors


         1.  For a two-lane road




a. One reflector placed 100 ft. in front of the bus




b. One reflector placed 10 ft. behind the bus




c. One reflector placed 100 ft. behind bus


         2.  For a four lane divided road




a. One reflector placed 10 ft. behind bus




b. One reflector placed 100 ft. behind bus




c. One reflector placed 200 ft. behind bus

       F.  Accident Procedures


          The following procedures are recommended if possible.


1.  Turn off ignition switch and apply park brakes, and take keys.   


2.  Call the Transportation Department by radio if possible.     


3.  Care for the injured.   


4.  Turn on emergency flashers and place warning reflectors to protect the bus.


5.  Do not move the bus until instructed by the law enforcement or the Transportation Department.    


6.  If there are no injuries, begin making a student roster.


7.  Maintain control of students and keep students on bus unless evacuation is necessary for safety purposes.


8.  Wait for assistance from the Transportation Department.

       G.  Breakdown Procedure


         1.  Remove the bus from roadway (if possible).


2.  Call the bus shop or, if necessary, have someone else call the bus shop.
        

3.  Maintain control of the students until help arrives.

       H.  Emergency situations that demand immediate evacuation from the bus:


         1.  Fire                   


         2.  Gasoline leak


         3.  Bus stalled on railroad tracks


         4.  Bus overturned


         5.  Bus emerged in water


         6.  Other situations as deemed necessary by the driver.

APPENDIX J – PRE-TRIP INSPECTION PROCEDURE

A. Before driving the bus, drivers should perform a Pre-Trip Inspection checking the following items to make sure the bus is safe to drive:
1. Tires and wheels

2. Start bus and check all gauges
3. Total air brake check
4. Eight-way stop light system

5. Crossing gate and stop arm

6. Lights (headlights, stop lights, marker lights)

7. Turn signals and hazard lights

8. Mirrors

9. Windshield wipers and washers

10. Front and rear doors

11. Emergency exits and buzzers

12. Windows and seats

13. Emergency equipment (fire extinguisher, etc.)

14. Interior lights

15. Fuel (1/2 tank or more)

16. Clean bus 

B.  The driver is to complete the Pre-Trip Inspection forms provided by the Transportation Department prior to the morning and afternoon routes and before each extra-curricular activity.  These completed forms are to be submitted to the Transportation office by the fifth of each month.
Cross Ref.:  ED - Student Transportation

                   JCDAD - Bus Conduct

Legal Ref.:  Federal Commercial Motor Vehicle Safety Act,

                P.L. 99-570, 100 Stat, 3207, 49 App. USCA                                                                                                                                                                                                                          27010 et seq.; 49 App. USCA 2702 (Supp.);                                                                                                                                                                                                                      O.C.G.A., S40-5-142(7)
APPENDIX K – SPECIAL EDUCATION TRANSPORTATION


The general policies and procedures listed in the Driver Handbook regarding safe driving and student safety, etc. shall apply to Special Education Drivers where applicable.  However, some guidelines apply only to Special Education Drivers.  These guidelines are listed below.

a. Students who require wheelchairs or other special seating will be properly secured before the bus is moved and while being transported.

b. The driver/monitor will operate the wheelchair lift, after the bus is secured by applying the park brake and shifting to neutral.  Only students who require being loaded using the lift are allowed on the lift.  Non-student siblings are not to be on or around the lift.

c. Only students approved by the Special Education Department or the Transportation Department will be transported on a Special Education Bus.

d. Discipline of Special Education students will be administered by the student’s principal according to guidelines for Special Education students.  The Special Education Department will coordinate this.

c. Drivers will load and unload students as close as safely possible to the student’s home.



d. Routes for Special Education students will be determined by the 
Special Education Clerk and the Transportation Department.  
Drivers shall drive the routes as established by the above.



e. The driver shall utilize the Special Education frequency for 
emergency communications. 



f. The driver will notify the Transportation Department of any 
situations that may involve the safety or well-being of the child.  
 

g. The driver shall discuss information regarding a student only to the parent/guardian, the Special Education Department, or the Transportation Department.  

h. The driver shall not leave a student at the bus stop unless a parent or guardian is present.  The driver shall not leave the bus stop until the student is inside the house.  Exception may be made only with prior written parental permission.

I. Drivers shall attend safety meetings or other meetings as directed by the Transportation Department.

j. Drivers shall notify the Transportation Department of any parent concern or complaint regarding Special Education Transportation or a student.  If the driver has transportation issues, he shall follow the chain of command in discussing the issue.  Concerns such as route changes, etc. shall be brought to the Transportation Department and shall not be discussed in the community to promote disharmony or distrust in the school system by parents or others.    

k. Drivers shall become familiar with any special conditions or procedures required for each student on the bus.  Special training 
may be needed for the transportation of some students.

l. Drivers shall keep a constant check on the students while they are being transported while also maintaining safe driving.



m. Drivers shall not fuel the bus with students on board.  Drivers 
should fuel the bus before or after the routes if possible.



n. Student medications are allowed on the bus only by the  
approval of the Special Education Department.  Drivers are not 
allowed to administer medications to students.



o. Drivers shall check the bus for students before parking the bus.

APPENDIX L – FIELD TRIPS AND EXCURSIONS


The following guidelines apply to field trips, sports trips, and other excursions.



1.  The same student safety rules for daily transportation apply to field 


trips, etc. with some exceptions.




a. Male and female students may be allowed to sit in the seat 



together provided the teacher or coach, etc. is on the bus for 



proper supervision.




b. Students may be allowed to eat while on the bus provided the 



teacher or coach, etc. is on the bus for proper supervision.




c. Adults who have been approved or requested by the principal to 


serve as chaperones may be allowed to ride the bus.



2.  The driver shall observe the directions requested on the Field Trip 


Requisition Form unless approved by the Transportation Department.



3.  The driver shall be in control of the bus.  Traffic laws shall be observed 

while on a trip.  (Speeding is not allowed at any time.)



4.  The driver should to make an effort to return from the trip at the time 


listed on the Field Trip Requisition Form unless approved by the 



Transportation Department or unless extenuating circumstances occur.  


The Transportation Department should be notified of extenuating 



circumstances.



5. Drivers are to realize that night driving presents a greater risk than 


daytime driving.  Therefore, drivers should adjust their speed to keep 


stopping distances within sight distance.  Headlights are to be kept clean.  

High beams should be used when it is safe and legal to do so.



6. If the trip requires that the bus travel in mountainous areas, it shall be 


the driver’s responsibility to have the bus serviced at the bus shop prior to 

the trip.  The driver should shift the transmission to a lower gear before 


starting down a long, steep grade.  This procedure should be discussed 


with the Bus Shop Foreman before the trip.



7. It is recommended that students occupy seats as near the front of the 


bus as possible when the trip includes interstate driving.  This practice 


would pose less direct hazard to the passengers should there be a 


collision from the rear.



8. The teacher, coach, or club sponsor should take responsibility for 


student behavior when they are on the bus with their students.  However, 


the driver must be able to drive the bus safely.  If the students misbehave, 


the driver is ultimately responsible for the safety of all students and 


he/she may need to ask the teacher, etc. to control their behavior.



9. The aisle of the bus shall be clear at all times.  Coolers, equipment, or 


other items must be secured in a seat and positioned such that the 


driver’s vision is not impeded.
