Section 1 - Introduction
A. 
As representatives of the Grain Valley School District, our primary goal always must be the safe, healthful and dependable transportation of all students entrusted to our care.  Since transportation is a necessary part of the educational system our objective must be to coordinate transportation with the needs of the school.

B.
In most cases, you are the first representatives of the school to meet the children in the morning and the last to see them in the evening.  As you run your daily route, you have more contact with the public than any other staff member.

C.
Observers expect proficient driving, take good performance for granted and are usually quick to complain about poor performance.  The general public and the children we transport are deserving of transportation that commands respect and dignity.  It is our goal to provide this type of service.

D.
Perhaps in no other area of education does a staff member accept more responsibility for the safety and welfare of students than during the mass movement of children in school buses.

Section 2 – Driver Qualifications                                                                                                                                                     
A.
The driver of a school bus is responsible for the safety of students riding the bus; therefore, the students are under the authority and supervision of the bus driver while on the bus.  Each driver shall observe all state laws and regulations pertaining to the safe use of school buses.

B.
The following qualifications for bus drivers have been established by law or by regulations of the Missouri Department of Elementary and Secondary Education and/or by policies of the Grain Valley R-5 School District Board of Education.  The qualifications for a substitute bus driver shall be the same as for a regularly employed driver.

· A driver shall be at least twenty-one (21) years of age and should not exceed seventy-five (75) years of age.

· Before any driver may transport children, he or she must have filed a current health certificate with GV-R5.  A qualified physician shall make the examination and sign the certificate.

· Drivers shall obtain and possess all licenses for driving a school bus as required by the State.  It shall be the driver's responsibility to keep all such licenses current and valid.

· A driver shall always demonstrate behavior and personal attributes that favorably reflect his or her position as one who represents the District.

Section 3 – Driver Requirements
A.
Driver's shall maintain an overall appearance which enables public confidence in the driver and the District as well as promoting a respectful atmosphere and setting a good example for the pupils on the bus and fellow employees.

B.
Drivers shall wear clean and appropriate clothing while on duty.  Tank tops, muscle shirts, halter tops, or other garments which expose shoulder and midriff are not appropriate.

C.
Drivers shall be clean and well groomed and have a business haircut.

D.
Drivers shall wear shoes that fasten securely to the foot both in back and on the top with toes enclosed.  Heels or platforms shall not exceed two inches in height.  House slippers, thongs, shower shoes and sandals are among those not acceptable.

E.
Drivers shall maintain hair at moderate length.  Hair shall be clean and groomed and free of rollers and pins.  Beards shall be groomed and of moderate length.  

F.
Drivers shall not use tobacco in any form while on a school bus or on school grounds.  (MO State Law - you can be ticketed.)

G.
Driver shall not use or possess illegal drugs.  Drivers shall not be under the influence of controlled drugs while on duty or on District property.  If any drugs or medication have been taken, the driver shall not drive until all physical or psychological effects that might impair the ability to drive are ended and a return to driving is authorized by the Director of Transportation.  The use of alcohol falls under that same restrictions as other controlled drugs.  Any driver who gives the appearance of being under the influence of such drugs is prohibited from driving and is subject to being tested at a District chosen medical facility.  Failure to submit to such testing is grounds for immediate dismissal.  Subsequent appearance of being under the influence of such drugs shall disqualify a person as a driver.

H.
Drivers shall not, while representing the District, use language or gestures, which are vulgar.

I.
Drivers shall treat fellow drivers and all District personnel with respect and dignity so as to promote harmony and goodwill.

Section 4 - Regulations
A.
Drivers shall comply with all local, state and federal laws, regulations and standards of each of those bodies. 

B.  
Drivers shall comply with all policies, rules, regulations and safety requirements prescribed by the R-5 School District.  Drivers shall always drive in a safe and 
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prudent manner.  Drivers shall have all forms filled out, required by law and returned to the office.

C.
GV-R5 reserves the right to remove a driver from a particular run or from employment as a driver.

D.
Drivers shall first discuss and attempt to resolve questions or problems with their immediate supervisor.  The District endorses an "open door policy" where attempts to resolve questions with the concerned supervisor has failed.

E.
Drivers shall perform their assigned duties in a prompt and effective manner.  In the event a job assignment is questioned, the driver shall first perform the assignment and then talk with the appropriate supervisor.

Section 5 – General Procedures
A.
Drivers shall report to work on time and as scheduled.  Any absence shall be reported at least one hour prior to starting route time.  Failure to do so will result in disciplinary action up to and including termination.

B.
Drivers shall complete a "walk-around" inspection of the vehicle prior to departure.  Details of these inspections will be supplied by Transportation.

C.
Drivers shall have their headlights on at all times in accordance with the law.

D.
Drivers shall not leave the bus while passengers are on board except in extreme emergencies.  In such emergencies, the driver shall shut the engine off, take the key and set the emergency brake.

E.
Drivers must have special permission by the Director of Transportation or Supervisor to transport any persons other than assigned passengers, sponsors, or District personnel.  This restriction includes the driver's preschool children or other relatives and friends.

F.
Drivers shall not allow passengers to sit or stand in the driver's compartment.


Drivers shall instruct passengers on proper loading and unloading procedures, safety rules and rules of conduct.

G.
Drivers shall load and unload passengers only at the designated time and place.  Any variation in time and place shall require written authorization from the school district or designated representative.  NO EXCEPTIONS.

H.
Drivers shall assume control of all children while they are being transported and should require from them respectable and orderly behavior.  You must earn this.  Particular attention should be given to the care and protection of the smaller and handicapped pupils.  Student misconduct beyond the domain of the driver should be reported to the student's principal.  Drivers may refuse to pick up students who are serious discipline problems, but such incidents should be reported to the student's 
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Principal no later than the next arrival at school.  Suspensions from riding the bus are to be administered by the school principal or the superintendent.

I.
Drivers shall wear seat belts at all times while the bus is in motion.

J.
Drivers shall stop the bus, open the service door, look and listen both directions and close the service door before crossing any railroad tracks whether the bus is loaded or empty as prescribed by law.

K.
Drivers shall never drive on private property without prior authorization from the property owner and the Director of Transportation.

L.
Drivers shall keep the service door closed at all times while the bus is in motion.

M.
Drivers shall never, at any time, leave the bus unattended with the engine running.


N.
Drivers shall not back the bus except in case of emergency.  If this is a must, please honk the horn.  It is also advised to have someone assist you.

O.
Drivers shall not make right turns on red, except at intersections specifically designated and approved by the Director of Transportation.

P.
Drivers shall keep the bus neat and clean inside.  Mirrors shall be clean and allow for unobstructed vision.

Q.
Drivers shall be responsible for seeing that the first aid kit, fire extinguisher and required warning devices are on the bus and meet established standards.  The contents of the first aid kit are the responsibility of the driver to insure that it is properly stocked.  Any discrepancy must be reported immediately.

R.
Drivers shall immediately report any mechanical problems in writing on the repair form provided.  The form shall be turned into the Transportation Office.

S.
In the event of a break down on a route, use your radio to get help.  Be sure to give your exact location and then stay there.  If you cannot make radio contact, you may send two (2) responsible students to the nearest telephone for help.  NEVER LEAVE A LOADED BUS.  It is important you use your red reflective triangles to indicate you disabled bus on the roadway.

T.
Drivers shall fuel the bus only when there are no children on the bus.

U.
Drivers shall never turn or swerve suddenly, except in emergencies.  Drivers should avoid jerky starts and sudden stops and travel slowly over rough places.  Drive 

according to road conditions.  Drivers shall never take a bus into a mall parking lot or a fast food restaurant without prior approval.

V.
It shall be the duty of the driver, at the discretion and under the regulations prescribed by local administration to give emergency evacuation drills from the bus.

W.
Drives shall make every effort to run the bus on the route according to the exact time schedule established by local administration, thereby giving the pupils an efficient schedule.

Section 6 – Defensive Driving
A.
Safe driving is not a matter of luck.  Experience shows that there is a sound and practical method of driving.  THE DEFENSIVE DRIVING CONCEPT will enable you to stay out of a majority of accident situations.  The standard of defensive driving performance is avoiding all accidents you reasonably could be expected to avoid.  
B.
The use of "space cushion" in front and behind your bus lets you have time to correct you own as well as other's mistakes.  Just because the light is green is no sign that you will get through the intersection without an accident.  The most dangerous mile is the road that lies directly ahead of you.

Section 7 - Driver Responsibility

A.
Your responsibility for discipline on a bus may be compared to that of a teacher in a classroom.  You are deserving of the same respect and should function in such a way as to merit it.  You should feel free to exercise your own initiative in keeping discipline on your bus.  Your success will depend upon the attitude the students have towards you.

B.
You should not put students off the bus on the road to or from school, take the student to school or home.  If students receive enough misconduct slips to be suspended from the bus be sure to notify the Transportation Office or the student's principal.

C.
Students may ride another bus than their regularly scheduled bus to go home providing a note from the parents is approved by the principal and this note is given to the bus driver of the bus they want to ride.

D.
Remember that you do not make the rules.  They are made by the State Transportation Department.  Sometimes students do not realize this.  If students understand this, sometimes it may make discipline easier.

E.
If drivers are fair, courteous and firm, they should be able to maintain discipline in a bus with minimum difficulty.  GV-R5 has a definite set of procedures for handling discipline.

F.
Check your bus after each run for cut seats, cigarette butts, sleeping children or other problems.  This will help to pinpoint students who are creating problems.  Remember students (and drivers) may be issued a police ticket and have to appear in court for smoking on a school bus.

Section 8- Pupil Relation Tactics
1. Show a personal interest in each student's welfare.

2. Provide a parental image, if possible.

3. Talk with students, not down to them.

4. Be alert and flexible.
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An atmosphere, which encourages pupils to relax and enjoy the environment during the ride, is desirable.  There are however, certain limits to student behavior.  In general, any activity, which distracts from the driving task, is unacceptable.

Section 9 - Student Behavior Management
A.
A school bus driver who permits students to act in whatever manner they choose without any driver reaction is asking for trouble.  To pretend unwanted behavior was not seen or heard is not consistent with sound discipline procedures.  The more effective approach is to interfere with unwanted behavior and to take positive steps to correct the actions.  Maintaining control early can keep a situation from escalating.  If the safety of the bus or students is threatened, request immediate assistance.

B.
Although some behavior will stop if it does not receive driver attention, there are certain times and reasons when it is important for drivers to intervene with unwanted behavior, such as:

1. When there are apparent dangers present.

2. To protect against too much excitement.

3. For psychological protection.

4. To protect property.

5. For protection of group behavior

6. To highlight a value area or school policy

7. To protect health and safety.

Once action is taken, drivers should consider using one of these techniques.

a) Signaling interference.  Use nonverbal techniques for expressing disapproval.  Eye contact, hand gestures and tapping or snapping fingers.

b) Addressing the student(s) by name.

c) Boosting interest.  Show genuine concern for things the child finds interesting.

d) Relieving tension through humor.  Be careful, though, don't be sarcastic. 

e) Removing harmful objects.  (Snakes, guns or knives).

f) Defining limits (Children need clear, consistent and fair rules),

g) Appealing directly to value areas.

a-1     Relationship of the driver and child.  (Do you think I've          been unfair?)

b-1 Realize consequences.

c-1       The child' group code and awareness to peer reaction.

d-1 The driver's power and authority.

Section 10 - When Problems Become Serious

A.
When serious behavior problems occur, remember some basic rules:

1. ALWAYS control the temper.  The driver is a person in a responsible position.  Avoid shouting, arguing and threatening the student.  Avoid physical force - observe the hands off policy.  Avoid creating issues that have to be settled later.

2. A word of warning over the speaker system (if available) or a remark directed to the pupil may be enough.  Also consider a five-minute conference with the student after arrival at school.

3. If the problem is serious and requires immediate attention, stop the bus.  Stand up and speak to the student in a firm but courteous voice.  Do not try to continue driving and dealing with the problem at the same time.

4. If seating is changed, move the problem student to a seat nearer to you.

5. Refer serious cases or repeated misconduct to an appropriate supervisor or school principal.  Give all the facts and be sure the entire problem is understood.  Often the child who causes the problem on the bus is also 

6. causing problems elsewhere.  Informing the administrator can help him deal with the whole problem.

7. Drivers have no legal right to put a pupil off the bus except at a regular bus stop or at the school.  However, if an emergency situation develops that requires drastic action, stop the bus and send a responsible student or adult to notify the supervisor or principal.  Do not start the bus until one of the se persons has responded.

B.
In cases of continued misconduct, report the pupil to the supervisor or principal and ask that some action be taken toward withdrawing the pupil's right to ride the bus.

Section 11 - Misconduct Forms

A.
Below is a copy of the Grain Valley School District Bus Conduct Report.  This form is to be used when a student's conduct violates the Rules for School Bus Conduct as set forth by the R-V Board of Education. 

B.
Fill out the form, including "Student's Name" (first and last), "Date of Incident", (If you know the number of previous conduct notices issued, mark the applicable number), "Bus No,"Trip No". (AM or PM) and "Your Name".

C.
Mark the appropriate box(s) which identify the student's reported misconduct in the "Driver's Report" area and give a brief description of the incident in the lines provided.

D.
DO NOT WRITE IN THE AREA'S TITLED PRELIMINARY ACTION OR PRESENT ACTION AND RECOMMENDATIONS. 
 This area is for administrative use.  Should you need additional space to describe the incident please attach a separate piece of paper to the conduct report.

Section 11 - Misconduct Forms, con't.

E.
Once you have completed and signed the conduct report form, turn the slip into the Transportation Office.  Conduct reports should be turned in immediately upon completion so that the necessary actions may be taken.
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Section 12 - Loading and Unloading

A.
One of the most important maneuvers you make will be loading and unloading of students.  Experience shows that this is the point where students and drivers are exposed to many hazards.  Therefore you must do it correctly. 

B.
You must learn proper procedures for controlling traffic, for crossing pupils, for loading and unloading pupils and for proper seating of passenger.

C.
First, consider the equipment on the vehicle necessary to accomplish these purposes.  When approaching the designated stop, make a smooth approach reducing your speed in a smooth manner.  Apply brakes hard enough to light up the brake lights.  Apply turn signal.

Section 12 - Loading and Unloading, con’t.

D.
Activate the amber pre-warning lights approximately 300 feet in the city and 500 feet in rural areas.  DO NOT ACTIVATE RED FLASHERS UNTIL STOPPED.

E.
Check all mirrors to see that traffic is cleared and it is safe to pull to the right to stop.  Approach students with extreme caution, giving due consideration to the road's surface.  Surface may be wet, slick, dip sharply, rough, etc.

F.
Cancel turn signal, place transmission in neutral, open service door when you are ready to board students.  They should be trained not to move toward the vehicle until the door opens or when directed by the driver.  Have students go directly to their seats, starting back and work forward.  Check to make sure students are all properly seated then prepare to close the service door.
DO NOT LEAVE A BUS STOP BEFORE STUDENTS HAVE FOUND A SEAT AND ARE SEATED.

G.
Check traffic and deactivate red flashing warning lights.  Activate left turn signal and when safe, pull back into the traffic lane.  Cancel turn signal and regain road speed.  This may vary some in the country.

H.
Don't impede the regular flow of traffic.  If build-up occurs behind you, display some old fashioned courtesy.  Allow people to get by you.

I.
Use the same procedure for unloading, be sure to account for all students before you leave the stop.  When unloading students be sure they stay seated until you have come to a complete stop.  When students cross in front of the bus, have them cross approximately ten feet in front of the bus.

J.
Pull bumper to bumper in the unloading zone at school.  This will prevent students from passing between buses and possible slipping under the bus or becoming pinned between buses.

K.
When unloading at school, do not drive off while students are beside your bus or unloading from the bus behind you.

L.
When loading at school, do not get off your bus to socialize with other drivers while waiting for students.  Do not leave your bus running unattended for any reason and never allow students to occupy your bus while you are not in it.

M.
Always require an orderly loading/unloading procedure.

Section 13 - No Student On Board Sign

A.
The following policy has been implemented in an attempt to prevent a child from accidentally being left on a school bus.

1.) All buses are equipped with a "No Student on Board" sign.  THIS SIGN MUST BE DISPLAYED IN THE REAR DOOR WHENEVER THE BUS IS PARKED.  Anytime the bus is in motion, this sign must be kept in the front of the bus with the driver.  

Section 13 - No Student On Board Sign, con’t.

2.) Drivers shall retrieve the sign during the pre-trip inspection and retain the sign with them at the front of the bus prior to beginning route.  Drivers shall check the entire inside of their bus immediately after unloading students, for each route.

3.) Drivers are responsible for the security of the sign.  Drivers shall immediately report any loss of or tampering with the sign prior to driving the bus.  If your bus does not have a sign, report it to the Transportation Office or Shop Mechanic and we will get you one.

4.)  Driver’s are responsible for displaying and removing of sign NOT STUDENTS    OR CHILDREN.

Section 14 - Turn Around's

A.
Bus routes have been established in such a way as to prevent a majority of turn arounds.  However, due to the nature of some routes, turnarounds are necessary.  Therefore we ask that you follow these safety tips when executing a bus turnaround.

B.
Stop the bus in proper position of the roadway (one bus length past driveway to be backed into.)

1.) Check traffic in all directions.  Minimum visibility should be 500 feet.

2.) Back into driveway or roadway.  Use a helper if available.  Use outside mirrors and BE EXTREMELY CAUTIOUS. 


3.) After backing bus, stop.

4.) Check traffic in all direction.

5.) All regular turnarounds must be approved by the Director of Transportation.

6.) Before a turn-around is approved you must complete a “Turn-around Request Application form and submit to Transportation.

Section 16 - Railroad Crossing Procedures

A.
Railroad crossings always present a possible danger.  Follow the words of life - Operation Lifesaver Program - "Look, Listen and Live!"

B.
Activate your hazard four way flashers upon approach of highway/rail grade crossing.  (Do not use your school bus 8-way warning light system)

C.
STOP - no closer than 15 feet or more than 50 feet from the nearest rail.

D.
LOOK- open your service door and driver window.

E.
LISTEN- shut off noisy equipment and quiet passengers.  (Turn on the dome lights as a signal for silence. )

F.
Before proceeding across tracks, close service door, proceed across tracks carefully, and deactivate four way hazard flashers after you have cleared the tracks.

Section 17 - AN ENGINEER'S STORY
"I've worked on Conrail locomotives for 14 years, and I've been driving them for six years now, sometimes right through your home towns.  I'm writing this because I know lots of you are angry about that whistle blowing, and you don't believe we only blow them in emergencies.  You don't know how many emergencies there are every day.  You don't know how scary it is to be driving a train and think you're going to hit someone running the gates.  You don't know what it feels like to see someone lock eyes with you for an instant, and then die.


I've been involved in six crossing collisions in my career.  Four people aren't alive anymore because of them.  The first one happened two weeks after I started working….the last one happened this past February in Monroe, Michigan.  The last one almost killed me.


I knew I was going to hit her when she came up to the crossing, and I didn't see any tail lights.  I blew my whistle I hung on the whistle so long and so hard my conductor told me later he thought I was going to pull it off the wall.  I was still blowing it after we hit her, after we shoved her a half- mile down the tracks, after the front of her car blew 30 feet in the air.


She was 31 years old, and she was dead.  People don' look normal when a train hits them.  It hits so hard that their blood vessels explode, and they just sort of turn to mush.  She was wadded up in a ball and there was blood all over the place.  And her 4-year-old baby was hanging out the back window screaming.  It was 17 below zero.


The baby's leg was broken…and her nose and her pelvis…and she was hysterical.  I knew she was in a lot of pain, but it was cold, I was afraid she would die before the ambulance got there.  My conductor and I somehow got her up in the engine, and I wrapped her in my coat, and I held her and talked to her, and I tried to make it all right.  I had that little girl for 20 minutes.  I told her about my own kids, and I told her we would pray for her mommy.  She calmed down a little, and I was calm when I had her to take care of.  They say she is going to be okay.


Right after they took her away, a man ran up to help.  Then he looked at the wreck and screamed, "Oh, my God, that's my car!"  It turned out to be that woman's husband.


I know there was nothing I could have done, but you blame yourself anyway.  It tears your heart out thinking what if, what if.  I came home and looked at my three kids and thought, I don't ever want this to happen to you.  I grabbed them with everything I had.  I couldn't sleep.  Every time I'd close my eyes, I'd see the car coming and feel the impact and wake up screaming.  I didn't eat or talk for four days.  It tore me up mentally, physically and emotionally.  Some people think we don’t' care, but they're wrong.  We grieve, we mourn, like it was our own family.  I'll remember that day the rest of my life.


I went to the counseling Conrail offered my, and it helped a lot.  I know I didn't kill this woman.  I know it was beyond my control.  I still have nightmares, but they aren't so bad anymore.  I'm back on my feet and I'm back on the job.  But it's been a long, hard road.


Folks, we're not blowing our whistle to make you miserable.  We're blowing our whistle cause we're scared to death we're going to hit you and kill you.  Sometimes I yell at you when it's a close call.  I say, Oh God, I'm just glad you made it.  And then I get so mad that you weren't more careful.

DON'T DRIVE AROUND THOSE GATES.  DON'T WALK ON THE TRACKS.

DON'T RISK YOUR LIFE TO GET SOMEPLACE A MINUTE EARLIER.  IT JUST ISN'T WORTH IT.

Submitted by:  Denise Goodman, Conrail Engineer

Section 18 - Accidents

A.
A procedure to follow when an accident occurs has been established to meet the Department of Elementary and Secondary Education (D.E.S.E.) Rule No. 30-261.010 (5) (A).  Since no two accidents are the same, the sequence may not be practical in every case.  Use common sense.  The following procedure is recommended
B.
Remain calm and reassure students.

1. Turn off ignition and take keys; set brakes.

2. Use warning devices to "protect the scene."

a.) Protect the student's and the bus from further accidents.

b.) Protect the scene from traffic and people so evidence is not destroyed.

c.) Under normal circumstances, do not move vehicles until law enforcement officers advise you to do so.

3. Be alert for fire.

a.) Check for ruptured fuel tanks or lines, for electrical fire and for hot tires which my catch fire.  Watch for smoke.

b.) Extinguish any fire.

4. Account for all students.  Check for injuries.  Administer first aid.

5. Keep all students in the bus, except when there is a danger of fire, collision or drowning.

6. Notify school officials of the location of the bus accident.  Notify the appropriate law enforcement agency, (state, county or local police) and request ambulance service.

7. If necessary, remove wreckage from highway.

8. Give information to proper officials.

a.) Investigating officers and school officials need:

1.) Student's names, ages and addresses.

2.) Bus information - insurance, make, model, number, owner, etc.

An emergency packet can be found on each bus with this information along with emergency numbers and local directives.

b.) All drivers involved must write down and exchange name, address, driver's license numbers and vehicle registration.  Make note of road and weather conditions and the time of day.

c.) Get names, addresses and license number of any witnesses.

d.) Be patient, evaluate questions and give clear concise answers.  Refrain from arguing, placing blame or signing statements.  Do not discuss the accident with other motorists.  NEVER ADMIT ANY RESPONSIBILITY FOR THE ACCIDENT AT THE SCENE.

9. Cooperate with school administration.  Do not release a student to anyone unless told to do so by the school administration.

10. When authorized to do so, continue transporting students by the same bus if released.

Section 19 - Driver Liability

A.
Drivers can be held liable for injuries to school children caused by negligence.  Courts have held that four essential elements for negligence must be present.

1.) One has a legal duty to conform to a standard of conduct for the protection of others against unreasonable risks.

2.) One's failure to conform to the standard.

3.) A reasonably close connection between one's conduct and resulting injury.

4.) Actual loss or damage to the interest of another.

B.
The considerations that most courts use in determining driver negligence are:

1.) The degree of care a driver must use ranges from "ordinary" and "reasonable" to "extraordinary" and "highest degree" and that degree depends on type of duty.

2.) Children age 10 or 11 are considered capable of recognizing traffic hazards.

3.) Both the driver and school district are accountable for maintaining a safe vehicle.

4.) In accidents occurring while boarding and leaving a school bus, factors of "reasonable care" and "safe places" determine negligence.

5.) Drivers are expected to keep order on a bus and may use any normally accepted procedures.

6.) Drivers are not automatically guilty of negligence if injury occurs.  Any changes can be refuted with proof that proper care was used.

7.) Drivers may be held liable for these acts separately from the district's liablity.

8.) NEGLIGENCE IS DETERMINED BY A JURY.

Section 20 - Emergency Evacuation

A.
Usually, students remain on the bus during and emergency.  Three situations require evacuating a bus.


1.) Fire

2.)  Danger of Fire

3.) Unsafe Position.

B.
Drivers are required to perform two emergency evacuation drills per year.  (One per semester is recommended.)

C.
Drills should be supervised by the principal or designee.  Drills should be organized similar to fire drills held on school property.

D.
Passengers may be evacuated through the front door, rear door, or front and rear doors simultaneously.  Start by evacuating the passengers closest to the exit to be used.  All students who ride the bus should know the procedure to follow.

Section 20 - Emergency Evacuation, con.t

E.
Drivers should stay on the bus during the drill.  Do not permit children to take lunch boxes or books with them when they leave the bus - getting the children off the bus safely, quickly and orderly is the object of the drill.

F.
Pupils should be instructed in safety on the bus and drill procedures.  They should know where and how to get help.  The pupils should go at least 100 feet from the bus and remain there in a group until given further directions.

Section 21 - Tornado

A.
If a loaded school bus should be on the road during an impending tornado, adequate storm facilities may not available nearby.  To evacuate students in this situation usually is not the answer because it is doubtful any driver, without assistance, can control a bus of frightened students.  There the recommended procedures are:

1) If there is a safe storm shelter nearby, use it.  If not, look for a bridge, overpass, tunnel or dip in the road.

2) Find a road that at a right angle of the tornado.

3) If nothing else is available, prepare to meet the tornado head on.

a.) Pull bus to middle of roadway.

b.) Keep calm and speak slowly and calmly.

c.) Tell students on storm side to lower windows a few inches and have students on opposite side to raise windows.

d.) Have student's lower heads to their knees, cover heads with arms and remain in their seats.

Section 22 - Routes

A.
Some changes and adjustments may be necessary from time to time.  When schedules are organized stick to them and operate on a dependable schedule.  A good bus driver will start the route the same time every morning, make every stop and arrive and school the same time every day.  Use a central location for the correct time.

B.
Drivers should make every effort to run on schedule after you get your bus route adjusted.  You will have time to make every stop and arrive at school on time.  When you

do not make all your stops; this puts you ahead of schedule, which may make other students late for the bus.  Even though they may not be at the stop, make the stop anyway.  This will help you maintain your schedule.

C.
Drivers are allowed 15 minutes prior to the scheduled start time of route in the morning in which to perform a pre-trip inspection and 15 minutes at the close of each route for the purpose of performing a post-trip inspection and cleaning the bus interior or finishing any required paperwork or other district business.
D.  
DO NOT ALTERNATE DIRECTIONS ON YOUR ROUTE….RUN YOUR ROUTE THE SAME DIRECTION EVERY DAY.  
Section 23 - Activity Trips

A.
Activity trips are assigned by seniority.

B.
Overnight trips will be paid the maximum of 10 hours plus meal expenses.  Activity trips will start 15 minutes prior to scheduled departure.  Complete a pre-trip inspection of the bus before departing for the trip.  The District reserves the right to assign activity trips to contracted drivers.

C.
It will be necessary to include the departure time and return time as well as the mileage and group on the trip ticket.  It will be the driver's responsibility to turn the trip ticket in for payment on all activity trips. 

D.
Minimum for out-of-district TRIPS will be 2 hours at regular hourly rate.
E.
Shuttles are considered anything in district and will be paid an hourly rate. 

F.
New hire drivers must complete one year of regular route driving to be eligible 

for activity trip assignment.

G.
Driver's may sign-up anytime during the year to take trips, but must meet eligibility criteria.  A driver's assignment on the trip schedule will be effective on the first day of the month following enrollment for trips.

H.
Drivers are allowed to pass a trip.  Three trip passes in one month will remove the driver from taking trips for 30 calendar days.

I.
Any bus used for an extra curricular trip activity whether it is your assigned bus, another driver's assigned bus or a spare bus, must be cleaned after each trip.  Failure to clean a bus after a trip may result in being taken off activity trips.

Section 24 - Extra Duty Work

A.
Extra duty work is any thing that is not related to driving a school bus.  Such work may include, bus washing, safety meetings, meetings with principals, supervisors, parents, etc., 

B.
Such duties will be paid an hourly rate separate from that of your regular hourly route pay.  Please use the provided "Extra Work" Slips located by the time clock for any such activities.

Section 24 - Extra Duty Work, con't.
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Note:  Any driver assigned to perform summer bus movements will be paid their regular route pay.

Section 25 - Two-way radios

A.
The radios installed on your bus were installed for your use, but must be used in a professional manner.  In other words, NO. CB Talk or idle chit chat.

B.
When you want to talk on your radio, the first thing is to TAKE THE MIKE OUT OF THE HOLDER.  At this point, LISTEN.  If no one is talking, go ahead and depress the mike button, (before you start talking).  Transmit your conversation, then let go of the mike button.  Be sure to depress the mike button before you talk and do not let go until you are through talking.  Remember, some radios are wired to the ignition, thus when you turn the engine off you also turn your radio off.  When you key the mike, if someone is talking, let go of your mike and wait until they are through.

C.
The basic reason you have a radio is for emergency purposes such as accidents, out of fuel, bus won't run, etc.  Not ordinary, but serious disciplinary problems, road conditions, lost, road closed, etc.

D.
Do not use your radio to report an object in the road, kids at the wrong stop, time check, etc.  Kids are not at the stop, What do I do?  Pick up my check, meet me at 

Section 25 - Two-way radios, con’t.

the coffee shop, happy birthday, discipline on other buses.  Remember, when you are using the radio someone else can't use it.  One person at a time.  Before you make a call always ask yourself this question, “Is it necessary or can I handle it when I get back in?"

Keep conversation to a minimum.

Section 26 - Buses equipped with FM Stereo

A.
The use of FM stereos on school buses is permitted only during activity trips and then only with permission from the group sponsor.  Stereos are not to be played during regular routes due to the explicit language and graphic nature of many of the radio stations, it becomes necessary for this restriction to be enforced.

Section 27 - Cellular phone usage

A.
District cellular telephones may be used on activity trips for emergency purposes or for District related business only.  No personal calls on District phones are authorized.  You will be responsible for any fees incurred for non-district related cellular phone usage.

B.
Drivers shall not use cellular phones while operating a school bus.  The use of personal cellular telephones during route times or while operating a school bus is strictly prohibited.

Section 28 - Supervisors

A.
Supervisors have a large responsibility to drivers.  They should at all times, encourage good driving habits, safety practices and conduct that is complimentary of a professional directly responsible for the safety and welfare of school children.  They should support the actions of drivers in dealing with complaints and attempt to coordinate their efforts with the school and parents so that driver may concentrate on the basic job of driving.

B.
Questions and problems should be directed to the immediate supervisor or his/her designated representative.  

C.
Supervisors have the responsibility of providing the safest, most convenient transportation program possible.  They should employ and retain only the most capable and proficient drivers possible in carrying out the program.  They should exercise initiative insofar as general conduct of children is concerned.

D.
A supervisor is responsible for the profession in that he/she should continually attempt to upgrade standards of his/her particular transportation program, and his/her personnel.

Section 29 - Employment

A. 
Drivers who are regularly assigned 20 hours plus weekly of route time will be entered into the Non-Teacher School Employee Retirement System of Missouri.  The 
Section 29 – Employment, con’t. 

contribution rate for classified personnel is 5.0% of their annual salary, which is matched by the Board of Education from District funds.

B.
Pay period will be established by the payroll department at the beginning of each school year.  Payroll checks will be issued on a bi-monthly basis.

C.
Bus drivers will receive $50.00 per pay period for route bonus and $25.00 per period for noon attendance bonus for perfect work attendance.

D.
Bus drivers will receive five days annual sick leave accumulative to 60 days, plus one personal leave day per year, if unused will be allowed to accumulate as sick leave.  Personal leave must be approved by administration 24 hours in advance.

E.
District will pay $10.00 per day upon separation (separation after minimum of 1 full year of service at close of school year prior to July 1) from District for unused sick leave.

F.
Sick leave is granted for illness of employee and for illness or death in the immediate family.  Immediate family is defined as child, spouse, parent, grandparent, or any person solely dependent on the employee.  The Board of Education may require a statement of illness from a licensed physician

H.
If a driver leaves the District to seek other employment, they will loose all seniority.  Re-employment would be contingent upon need and they will be placed on the first step of a salary schedule.  If a driver leaves the District due to illness, pregnancy, or personal need excluding employment, they will be reinstated at their correct position on the salary schedule, providing it is within one calendar year of departure.  

I.
Transfer of prior experience may be given to a driver at the discretion of the Transportation Director.

Section 30 - Voluntary Departure

A.
If employment is no longer desired for the succeeding school term, notice should be given not later than the end of the school term.  If volunteer departure is desired during the school term, we ask that the employee give a minimum of two weeks notice.

Section 31 - Termination

A.
Serious infractions including, but not limited to, theft or dishonesty, possession or being under the influence of alcoholic beverages or drugs, proven recklessness in operation of a vehicle, failure to report an accident involving a District vehicle in which the employee is involved, carrying of unauthorized passengers, or using a bus or district vehicle for unauthorized purposes shall result in immediate termination.

Section 31 – Termination, con’t.

B.
Receiving a citation for negligent driving with a loaded or unloaded school bus, shall result in a written warning with an automatic three day suspension without pay.  A second offense within a twelve-month period shall call for an automatic discharge.

C.
With regard to minor accidents, the first offense shall result in a written warning letter, the second offense is three-day suspension, and the third offense could result in permanent discharge.  A minor accident is defined as one, which causes less than 
$500.00 in property damage and does not result in death or hospitalization of any person.  An accident which results in excess of $500.00 in property damage, or in the death or physical injury of any person, shall be deemed a major accident and any such accident shall be grounds for discharge.

D.
Chronic or habitual absenteeism shall be grounds for discharge.  The first offense the employee shall receive a written warning letter, the second offense the employee shall be subject to a suspension.  The third offense, the employee could be subject to discharge.

E.
Failure to report and absence from work at least one hour prior to any scheduled run when physically possible shall result in a written warning letter.  Continued absence may result in suspension or termination.

F.
Insubordination is considered a major disciplinary infraction by our District.  Insubordination means: the refusal to perform reasonable directions given by management personnel.  ALSO, IT INCLUDES DISRESPECTFUL CONDUCT, LANGUAGE OR ATTITUDES TOWARD MANAGEMENT PERSONNEL, FELLOW EMPLOYEES, OR PASSENGERS.  This may result in permanent termination.

Section 32 - Human and Personnel Relations

A.
Loyalty and dedication to one's employer is a job requirement wherever one is employed.  Since we are all engaged in work affecting the safety and welfare of children it is important that all of us work closely together toward the accomplishment of that goal.

Section 33- Pre-trip / Post-trip Inspection Policy

A.
Effective for the August 2001, the R-5 Transportation Vehicle Inspection Policy has been modified to include a PRE-TRIP INSPECTION BEFOREEACH SCHEDULED ROUTE and a POST TRIP INSPECTION AT THE CLOSE OF ANY RUN. 
B.
 The purpose behind this should be clear.  To this point we have required that you perform one pre-trip vehicle inspection per day.  Therefore, when you leave the lot in the morning you are confident that your bus is in safe working order.   However, any number of things could go wrong by the time you bring the bus back to the lot and park it until the next route.

Section 33- Pre-trip / Post-trip Inspection Policy, con’t.

C.
In the interest of safety and security we are now requiring a pre-trip vehicle inspection to be performed on you bus anytime you are preparing to leave the lot to transport students whether it is a route, activity trip or shuttle.

D.
You are allowed to clock in 15 minutes prior to the start of any route, activity trip or shuttle.  Likewise you are allowed to remain on the clock 15 minutes after returning 
from any route, activity trip or shuttle for the purpose of performing PRE and POST TRIP INSPECTIONS of your bus.  

E.
This time is not allotted for socializing in the driver’s lounge or for any personal use.  If it is noted that you are not utilizing this 15 minutes before and after a run for the purposes related to district responsibilities it WILL BE NOTED ON YOUR TIME CARD.

F.
First offense for misuse of this time you will be given a verbal warning.


Second offense for misuse of this time you will be issued a written warning.


Third offense for misuse of this time you will be suspended for three-days without pay.

G.
A repeat offense beyond your third warning will result in termination.

Section 34 – Misuse of Time Clock
A.
Although this was mentioned in the previous section concerning the misuse of the 15 minutes given before and after each route it is included here again in its own section for the purpose of emphasizing that any misuse of the time clock will be dealt with according to the above outlined policy.  
B.
Misuse of the time clock is simply remaining on the time clock beyond your regular job assignment and responsibilities.  

C.
Each school bus route has been recorded for time and accuracy.  Transportation will maintain this record and keep it current throughout the course of the year and monitor school bus routes on a regular basis.  
D.
 An example of time clock misuse might be, if a driver has delivered their last student and decides to take a longer way back to the lot or pulls over to the side of the road for a few minutes before returning to the lot.

E.
Or a driver has returned to the lot on time and has completed a post-trip inspection, has placed the NO STUDENTS ON BOARD SIGN in their back window and has swept their bus and has managed to do all this in a record time of 5 minutes.
F.
Now that driver has come inside the building and has not clocked out but has sat down to socialize.  This is misuse of the time clock.  

G.
This policy will be enforced and time cards will be monitored and documentation made for any misuse.  

Section 34 – Children at Work

A.
It has always been permitted for driver’s with children to bring their children to work with them.  Transportation Policy on this matter has become a little more defined than in previous years.  
B.
The first requirement that must be met when bringing a child to work with you is that the child must be yours.  We will no longer permit bringing any child other than your own child to work with you.

C.
The second requirement that must be met is your child must be at least three (3) years old to be transported on a bus and then must be transported in a child restraint seat.  (Transportation will not provide a car seat for you.) 
D. 
If these two requirements are met then the following rules will then apply to parents bringing children to work with them.

E.
No child will be permitted in the transportation building unless under direct supervision of the parent.  Children are not to be left unattended.

F.
No child is permitted in the garage area’s for any reason.  NO EXCEPTIONS.  This includes any area just outside the door way to the garage.
G.
No child is permitted to be at play on the bus lot.  There is too much traffic on the lot, even between route times.  

H.
No child is to be left on board a school bus unattended for any reason.  If you return to the lot between a morning routes for a layover….DO NOT LEAVE YOUR CHILD ON THE BUS UNSUPERVISED.  

I.
Your child is your responsibility.  You must transport your child on your bus and your bus only unless you have a child attending school and they will ride a different bus to a particular destination on a route, i.e. home or daycare.

J.
Although these rules sound harsh and may not prove to be the most convenient they are only imposed for the safety of all concerned.   This is a place of business.  Safety is our first rule above and beyond all else.

Section 35 – Break Lounge Conduct
A.
The break lounge is provided for your convenience to serve as a place for you to use before the work day begins and perhaps to wind down after they work day has ended but is not a place to sit and wait your fifteen minutes out. 
B.
The break lounge is also centered between two offices.  Therefore we ask that you please respect the work environment and keep conversation at appropriate levels for a place of business.  

C.
You do not allow unruly conduct on your buses and the same order of proper conduct that you expect from the students on your bus is expected from you while in the break lounge.

Section 36 – Transportation Pupil Conduct Management
A.
The way in which we will handle student conduct has changed for the 2001-2002 school year.  Student conduct is now handled directly through the Transportation Department.  
B.
When you write a student up for misconduct on the school bus you will turn the write up into Transportation Office and all aspects of that notice will be dealt with at Transportation.

Section 37 – Bus Maintenance Requests
A.
The buses have been assigned a preventive maintenance cycle.  This means that on a regular basis each bus will be brought in for a preventive maintenance inspection.  You are expected to cooperate with the mechanic’s when your bus reaches each inspection interval.  If necessary, you may be required to use a spare bus while the inspection is performed.  

B.
You must document any defect found on your bus.  Choosing not to write your bus up for service or waiting until a certain day or time to write your bus up so that you won’t have to use a spare bus will result in disciplinary action.
C.
You have the right and more so the duty to refuse to drive any bus you feel is not safe to operate.  But in doing so, you must make documentation of any item (s) you feel make the vehicle unsafe and turn the repair request into Transportation. 

Section 38 – Check-ride/Road Observation/Interior Inspections
A.
Periodically at random your bus will be checked for cleanliness of it’s interior.  It is your responsibility to keep the inside of your bus clean.  This includes your area, dash, windows, doors, floors, seats, etc.  
B.
The dash panel next to the driver is to be kept clear.  No stickers on mirrors or glass.  

C.
Nothing can be hanging from fans or mirrors.  

D.
No clutter in or around the driver’s compartment or step well.  This includes student’s book bags or personal affects.  If you choose to allow your students to place bulky or oversized items up front then you need to designate the seat directly behind you as such a storage place.

E.
Throughout the year and at random you will be subject to a check-ride and/or a road observation evaluation.  You will receive a copy of all evaluations performed and a copy will also be placed in your permanent file.
Section 39 – Activity Trip Revisions
A.
The trip board as we have been accustomed to it will no longer serve as a means for posting activity trips.  All activity trips will be maintained electronically.  

Section 40  – Time Off Policy
A. 
We understand that emergencies arise from time to time which could prevent you from being at work. 
B.
It is important that you be at work.  Anytime you miss places a strain on the department and district as a whole.  

C.  
You are given one personal day per year and any unused personal days from previous years is allowed to accumulate and can be used later.  However, time off for reasons other than illness or emergency must be requested.  

D.
We will make every effort to accommodate any request for personal leave but reserve the right to deny such request of suggest a more appropriate day for such leave according to transportation schedules.

E.  
Again, repeat absenteeism and/or tardiness will be dealt with according to transportation policy up to and including termination.
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