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I.  Driver Role and Responsibilities
Perhaps no other area of educational operations demands more responsibility for student welfare than the transportation of students in buses on public highways, streets, and roads.  The driver is a very important member of the safety team, which includes students, parents, teachers, school administrators, and law enforcement officials.  As a key member of this team, you must constantly strive to improve operational safety and efficiency.

YOUR RESPONSIBILITIES AS A DRIVER
As a professional driver, you are expected to meet high standards of conduct. A school bus driver is expected to meet standards of conduct higher than those of other drivers. Student passengers and their parents place a great deal of confidence in you.  You should act deserving of this confidence, including being:
· A dependable person who can be relied upon to carry out your duties in letter and spirit.
· Emotionally stable to work effectively and patiently with students, parents, and school officials under different weather conditions.
· Mature enough to cope with unexpected and unusual situations.
· Interested in the welfare and needs of others.
· Willing to practice patience and understanding.
· Observant of all traffic laws, Texas Department of Transportation regulations, and local rules and regulations.
· Neat and clean, as a symbol of the entire school system.
· Careful to refrain from using profanity.
· Well rested, so that you are free from fatigue.

Know Your Students
Establish a positive relationship with your students.  Their conduct will depend a great deal on what you say and do.  If possible, learn your students’ names and greet them in a personable and friendly manner.  Your expression of interest in each child will help you to gain the confidence of your riders.  Remember, an essential part of your job is to maintain discipline according to procedures established by Pittsburg ISD.  Since students desire recognition of their good traits and abilities, compliment good conduct, habits, and deeds.

Under ordinary loading and unloading circumstances, communication between driver and passenger should be encouraged.  You should help your passengers understand and follow what is considered normal and proper behavior on the school bus.  Maintain a businesslike yet friendly relationship with all students.

STATE OF TEXAS COMMERCIAL DRIVERS LICENSE
All Pittsburg ISD School Bus Drivers must possess a Class A or B License with both the “S” and “P” endorsements and they must carry it at all times while working.  Trainees must take the DPS Driving Test in a 65-78 passenger school bus in order to receive a Class B license.  Drivers must inform their Supervisor any time the license expires or is revoked.  Original licensing requires passing written and driving tests as well as an eye test.  Renewing the license requires an eye test.  As part of their bus driver training, new drivers who do not have the correct endorsements will receive behind-the-wheel training, which will qualify them to apply for a Class B license.

The following documented behaviors may be cause for immediate termination:

1. Operating a school bus with a suspended or expired Class A or B license;
2. Operating a school bus before having completed the proper licensing procedures through DPS and
3. Approval of such illegal operation of a school bus by anyone in a supervisory capacity.

Anyone who reports in advance that their Class A or B license has expired is not to be terminated (unless they actually operated a school bus with an expired license), but will be suspended without pay until the license is made current.


SCHOOL BUS DRIVER SAFETY TRAINING CERTIFICATION
All drivers must at all times carry with them an up-to-date state school bus driver certificate which shows that they have completed the state-approved school bus driver safety training course.  Drivers must take an 8-hour recertification course every three years.  The 8-hour recertification course may be taken anytime within six months of the expiration date listed on the certification card.  Drivers whose certification has expired will be suspended without pay until their certification is made current.  They will then have six months to take the 8-hour certification course.  After that time, they must take the full 20-hour certification course.

[bookmark: _GoBack]The District will pay the drivers 8 hours at their normal rate of pay for the 8-hour recertification course and will also pay the registration fee for taking the 8-hour course.  However, drivers who let their certification lapse, thus requiring them to take the 20 hours course, will only be reimbursed for the cost of the 8 hour course.  The driver will be responsible for the difference.

PRE-EMPLOYMENT MOTOR VEHICLE RECORDS CHECK
A driver record check is made with the Texas Department of Public Safety (DPS) on all school bus drivers prior to employment.  Drivers who have recently moved to Texas from out of state will be required to furnish a three-year record from the state or states in which they lived for that period of time.  Their driving records must be acceptable according to standards developed by the Department of Public Service, Texas Education Agency and Pittsburg ISD.


ANNUAL MOTOR VEHICLE RECORDS EVALUATION
The driver’s license record of each school bus driver shall be evaluated at least annually with penalty points assessed for violations and accident involvement.  Any person who has accumulated ten or more penalty points in a three-year period shall be considered ineligible to transport pupils until such time as he/she may become qualified.


CRIMINAL HISTORY CHECK
As a condition of employment, all drivers must submit to finger printing and a criminal history check.  Additional periodic checks may be completed throughout a driver’s tenure of employment.





PHYSICAL EXAMINATION/MEDICAL CERTIFICATION
All drivers must complete a Texas Education Agency physical examination each school year.  A copy of the medical certification card along with the CDL-7 form must be on file in the transportation office.

EMERGENCY CONTACT INFORMATION
Employees must keep the transportation staff informed as to where they may be contacted during the day in case of emergency.  This includes an up-to-date address and telephone number.  Any changes in contact information should be reported immediately to the transportation staff.

II. General Principals and Organization

Transportation Department procedures for employees are established by the Supervisor and will be in force from the date of the first school program day of each fall term to the first program day of the next school year.


DISTRICT DRUG & ALCOHOL POLICY
All bus drivers must complete a drug/alcohol test prior to their initial employment at Pittsburg ISD.  Drivers will then be placed in a random testing pool.  Once they have been notified that they have been randomly selected for testing, they must report to the testing site immediately.  The testing site will always be the bus barn unless notified of a change in the testing site.

In addition to the consequences established by federal law, a District employee confirmed to have violated the District’s policy pertaining to alcohol or controlled substances shall be subject to District-imposed discipline.  Such discipline may include any appropriate action from suspension without pay during the period of removal from safety-sensitive functions, up to and including termination of employment.  Failure to complete a drug/alcohol screening of any kind is considered a positive test and will result in immediate termination from the transportation department.

BADGES
Badges should be in the possession of the individual employee at all times.  Badges should be worn and plainly visible when in public settings.


DRIVER TRAINING REQUIREMENTS

BEHIND-THE-WHEEL TRAINING
Classifications for drivers- All new drivers will be grouped into one of the following classes:

Class 1 – An experienced driver who has driven at Pittsburg ISD or another school district within the past 12 months.

Class 2 – An experienced CDL driver who has no experience driving a school bus or who has not driven a school bus the past 12 months.

Class 3 – A new CDL driver

Training requirements – The new driver’s classification will determine his or her training requirements as follows:

Class 1 – Retrain at least one hour or as needed (to be determined by the trainer).

Class 2 – Minimum of five hours if certified by the State of Texas.  If not certified, then train completely.


PROFESSIONAL APPEARANCE
Transportation employees will be expected to maintain a CLEAN AND PROFESSIONAL APPEARANCE.  Some requirements are as follows:

1. Clothing shall be in good repair and must not be imprinted with or must not display obscene or suggestive language, alcohol, tobacco and/or illegal drug advertisements.  (This includes hats, caps, etc.).  Articles of clothing as described above are not to be worn to work.  This procedure also applies to carry articles such as handbags, backpacks, lunch boxes, etc.

2. Footwear must be in good repair, must be secured at both front and rear, and must be worn properly.  Platform shoes, high-heeled shoes (more than two inches high), thongs (flip-flops), are not permitted.

3. The torso must be covered in good taste.

4. Dresses, skirts and shorts must be mid-thigh or fingertip length which ever is shorter and cannot be distracting.

5. No spaghetti straps.

CELL PHONES/TEXTING
Drivers are strictly prohibited from using cell phones while operating a school bus or a passenger van.  This includes talking, texting, checking messages, listening to music, or any other use of a cell phone or similar type of communication device while operating the vehicle.  The driver’s total focus should be on safely loading/unloading and transporting the students.  Drivers should not be engaged with their cell phone while students are loading or unloading the bus.  If there is an emergency or other situation where you must use your cell phone, you should find a place to safely pull off the road and park before using your phone.

Drivers confirmed to be using a cell phone while operating a school bus or van shall be suspended for three days without pay on the first occurrence.  A second violation shall result in the recommendation of the driver’s termination of employment.

RADIO/SOUND SYSTEMS
The Supervisor must approve all sound systems.  Any unauthorized sound system will warrant a written reprimand for the driver responsible and termination of that driver’s privilege to use a radio/sound system on his/her bus for the remainder of the school year.  Radio and speakers cannot interfere with operation of the bus.  The radio must not be so loud that it interferes with the two-way radio communication between the driver and the dispatcher.  The driver should never allow any radio station to be played that contains inappropriate words or music that might be considered inappropriate for the age of students on the bus.  When in doubt, change stations or turn it off.  Televisions are not permitted.




SOLICITATION AND COLLECTION
The solicitation and/or collection of money or property from students is strictly prohibited.


LAW ENFORCEMENT AND PISD POLICE DEPT.
Requests for assistance from any law enforcement agency or other support agency must be made through the Dispatcher.

IMMEDIATE NOTIFICATION: STUDENT DISCIPLINE, INJURIES, AND ACCIDENTS
Drivers or monitors are required to notify the Supervisor if any of the following situations occur:

1)  Student discipline problems requiring police action.

2)  Student injuries of any type.

3) Accidents of any type involving your bus.


Failure to report accidents, injuries or serious discipline problems may result in disciplinary action.

SHOP – AUTHORIZED PERSONNEL ONLY
The shop area is a restricted workplace for mechanics and mechanics’ helpers.  It is not a place for drivers and monitors to congregate for social visits or to take a short cut through the shop in order to gain entrance to other parts of the facility.  When you stop by to make a social visit you are keeping the mechanics from doing their job.  Also, when you enter an area with heavy equipment and a place where there are often oil spills, you are putting yourself at the risk of being injured.  It should not be necessary for a driver or monitor to enter the shop area.  If your bus has mechanical problems that need attention you should submit a Repair request to the shop.



REQUIRED REPORTS
Drivers will be responsible for completing all required reports accurately and on time.  These include (but are not limited to) the following:
· Eligible rider list
· Pre/post trip inspection reports
· Student conduct reports

These reports are often mandatory for the purposes of state funding.


III. Student Management and Discipline

These basic rules for student conduct should be posted in all buses:

· Obey the bus driver (follow directions)
 
· No profanity or inappropriate language

· Stay in seat, face forward; don’t stand when bus is moving

· Keep low noise level so you won’t distract driver; don’t yell

· Do not throw anything on the bus or out the window

· Keep hands and feet to yourself; don’t push, hit, or kick

· No food or drinks are allowed on bus

GUIDELINES FOR STUDENT BEHAVIOR
Listed below are some general guides for encouraging correct student behavior:

1. Maintain a clear set of rules and enforce them consistently.

2. Only issue an order you can enforce or intend to enforce.

3. Let children know the reasons for the rules.

4. Stop undesirable behavior as soon as you spot it.  Don’t save “up” the
mistakes a child makes.  Address each one as it occurs.  The longer you allow it to go on, the harder it will be to stop that behavior.

5. When correcting children, be brief and clear.  State the reason for the correction.  Praise them later if they have maintained good behavior.

6. Give the student time to respond after disciplinary directives are given.

7. As a rule, you should not use physical force when dealing with a child.  However, it may be necessary to intervene if another child is at risk of serious injury.

8. Avoid power struggles.

9. Set a good example yourself.

10. Be friendly and show an interest in each student.  Greet them with a smile.

11. Don’t belittle or ridicule children.  It will only make them resent you.

12. Treat children as individuals.  Learn their names.  Be friendly (but not buddy-buddy).  Compliment them when they do well.

STUDENT MONITORS
Drivers are not allowed to use student monitors on the buses.  The bus driver alone is in charge of student management on the bus (along with adult monitors if applicable).  No child should be given disciplinary authority over another.  This includes giving orders, taking names, etc.

SAFETY RULES
Drivers are responsible for instructing the students about safety rules such as:
(1) Loading and unloading procedures;

(2) Emergency evacuation procedures;

(3) Procedures for carrying students’ belongings;

(4) Any other rules that will help drivers to provide safe and efficient pupil transportation.

In explaining to students, the reasons for both posted and non-posted rules, it is important for drivers to emphasize concern for safety, which is the overriding factor in all cases.

Students deserve to know that bus behavior rules are developed in order to ensure a safe and comfortable trip for everyone on board.

ASSIGNED SEATS
All regular drivers and special needs drivers are required to assign seats.  All subsequent new students must ride in an assigned seat.  An up to date chart of seat assignments must be maintained on the bus and a copy should be given to the Dispatcher.



BULLYING
Bullying will not be tolerated on Pittsburg ISD buses.  Bullying occurs when a student or group of students engages in written or verbal expression or physical conduct that:

1. Will have the effect of physically harming a student, damaging a student’s property, or placing a student in reasonable fear of harm to the student’s person or of damage to the student’s property; or
2. Is sufficiently severe, persistent, or pervasive that the action or threat creates an intimidating, threatening, or abusive educational environment for a student

When bullying occurs, the driver should address the matter immediately and report the incident to the Supervisor.

BREAKING UP A FIGHT

1. Most fights can be stopped by a calm, yet stern, authoritative voice.  Give specific commands.  Speak in a clear, strong voice but do not yell.

2. Evaluate the situation.  How many students are involved?  Is there anyone around who can assist you?  Are weapons present?

3. Identify yourself; call students by name.

4. Stay within your capabilities to protect.  Do not become another victim.

5. Avoid physical contact if at all possible, especially “grabbing.”

6. Separate the aggressor and the victim.  Use your body more than your hands.

7. Remove participants to neutral location.  Dismiss the audience.

8. Obtain identification.

9. Get medical attention if necessary.

10. Report incident to Dispatch.

11. Submit disciplinary referral to campus principal.



BUS CONDUCT REPORTS
When completing a Bus Conduct Report you should be specific about what the student has done but keep it short and to the point.  Don’t write a long narrative and do not nitpick.  Remember that parents read the reports and comments should be limited to observable behaviors.  Long narratives will only irritate the parents and appear to be confrontational from the driver.  Please use a separate form for each student being careful not to identify any student other than the one for which you are writing the referral.  We should never comment to the student’s character.  Appropriate example – “The student would not sit in his seat.  Inappropriate example – “The student is such a bad kid.  He never listens, and he wouldn’t sit in his seat.”

CORRECTIVE ACTION BY DRIVER
Drivers may require students to sit in assigned seats in order to help control behavior problems.  Drivers may not require any student to leave the bus before the student has reached his or her destination.  However, when conditions on bus become extremely difficult, it may be necessary for the driver to stop the bus and counsel the students until the situation is safe enough to permit finishing the route.  (This type of situation should be reported to Dispatch and the principal of the students’ school at the earliest possible time, so that the school district can respond to the parents who are concerned about their children coming home late).  Also, drivers must promptly report to the principal of the school any student who attempts to carry a weapon on board a school bus.  Under no circumstances should any student be discharged from a bus except at their assigned campus (to a school official) or at an authorized designed school bus stop.

RETURNING STUDENTS TO CAMPUS
Drivers may under certain guidelines return to school on afternoon runs to get assistance from school personnel.  The driver may return if:

	
1) The student or students in question present a danger to themselves or others.  (serious fighting, or other major violence, threatening others with a weapon, displaying a weapon, threatening others while refusing the driver’s instructions to cease the behavior)
2) The student’s behavior creates a situation impeding the driver’s ability to safely operate the bus.
3) The driver is in fear for his/her own personal safety.
4) A student becomes severely ill.

The distance from school as compared to distance to drop off area should be considered in making the decision of whether or not to return the student to school.


Anytime it becomes necessary to return to campus the driver must notify the Dispatcher immediately.

IV. School and Community Relations
A school bus is like a large yellow-and-black billboard which moves down the streets of Pittsburg each morning and afternoon.  Remember that many citizens have no other contact with Pittsburg ISD except the school bus they see on the streets.  The driver, the bus and the students on that route are the only basis they may have to judge the school system.  Your major job in relating to the community as a bus driver is to do your job well, and particularly:

1. Be a careful and alert driver.
2. Be a courteous driver.  Observe city, state, and traffic laws and regulations.
3. Drive a clean bus.

HUMAN RELATIONS
The students’ first contact with school each day is when boarding the school bus.  The way you treat them will determine their attitude toward you, and they will act accordingly.  Let children know that you like them and want them on your bus, and you will have far fewer behavior problems.  Compliment them and take an interest in what each child does.

Some children suffer from physical and/or emotional isolation and low self-esteem.  They may have few friends.  Your interest means a lot.

Do not hesitate to speak with parents and teachers.  They can give you good suggestions for dealing with each child.


THE DRIVER & PARENTS
Share information with parents about how their children are doing on the bus.  Meet as many parents as possible and establish a good relationship with them.  If you show parents that you care about the welfare of their children, they will support you when you approach them for help with problems.

Avoid the following pitfalls when dealing with parents:

1) Never argue with parents.

2) Never lose your temper when discussing matters with parents.

3) Never attempt to discuss or handle discipline problems with a parent through the open door of a bus.

In the above situation, listen as long as you can, explain that you must meet your schedule, and invite them to call you or your supervisor.  Later, if necessary, a meeting can be arranged with you, the parent, your supervisor, the child, a teacher and/or principal.

V. Safety and Student Welfare

STUDENT WELFARE: CHILD ABUSE & NEGLECT

A person who has cause to believe that a child’s physical or mental health or welfare has been or may be adversely affected by abuse or neglect by any person shall make such reports as are required by law.  (Family Code 34.01)

A person who reports or assists in the investigation of a report of child abuse or neglect, other than a person reporting his own conduct or reporting in bad faith or with malice, is immune from any civil or criminal liability that might otherwise be incurred or imposed.  (Family Code 34.03)

Non-accusatory reports shall be made reflecting the reporter’s belief that one or more of the following acts have occurred:

1. A child has been or will be abused or neglected.

2. A child has died of abuse or neglect.

3.  A child has violated the compulsory school attendance laws on three or more occasions.

4.  A child has, on three or more occasions, been voluntarily absent from this home without the consent of his or her parent or guardian for a substantial length of time without the intent to return.



These reports shall be directed to:

1. Any local or state law enforcement agency.

2. The Child Protective Services division of the Texas Department of Family and Protective Services 1-800-252-5400

POSSIBLE CHILD MOLESTERS AT BUS STOPS
If you see or hear of activity by a possible child molester at a bus stop, please contact the Dispatcher as soon as possible.
SLEEPING STUDENTS
It is imperative that we check our buses during the Post Trip Inspection for sleeping students.  A student left sleeping on a bus due to a driver’s failure to perform the Post Trip Inspection is a serious mistake.

GIVING STUDENTS FOOD
Drivers should not give food of any type to students without prior approval from both the campus principal and the supervisor.  We must follow U.S. Department of Agriculture policies when dispensing food of any type to students, especially food that is determined to be of minimal nutritional value such as candy, ice cream, soft drinks, etc.  Always keep in mind that some students may be allergic to certain types of food.

VI. Care of Vehicle

MAINTENANCE & INSPECTION RESPONSIBILITIES

As a driver, you are required to make a standard inspection of your bus before starting and after completing any trip.  The standard inspection procedures are listed below.

If you discover, in the course of the inspection, that your bus is unsafe to drive, you must report it.  You are neither required nor permitted to drive an unsafe bus.

If the bus cannot be made road-safe before your route begins, you will be assigned another bus.

Final determination of bus safety is the responsibility of shop personnel.  You are required to drive your bus if the shop determines the bus is safe to operate.  If you refuse to drive the bus after the shop personnel determines your bus is safe, your supervisor will take appropriate disciplinary action.

PRE-TRIP/POST TRIP INSPECTION REPORT
Drivers are required to complete the Bus Driver’s Vehicle Inspection Report after each trip.  They should take a good overall look at the bus.  They should check for vandalism and check under the bus for oil, fuel or coolant leaks.  Drivers should make certain all safety systems are in operation.  It is the driver’s responsibility to sweep buses and close bus windows.  All window glass, windshields, turn signals and warning lights should be clean.  The report is your documentation that you have done the pre-trip and post-trip inspection of the bus each time it is in use.


BUS KEYS
The keys should be left in the buses during the day.  After the PM route, each driver is required to remove the keys from his/her bus and hang on the hook in the bus barn.


ALLOTED TIME FOR PRE-TRIP/POST-TRIP INSPECTIONS
Drivers/monitors are given 15 minutes in the morning and 15 minutes in the afternoon for their pre-trip/post trip inspections.  Upon clocking in, all drivers should immediately proceed to their respective buses and perform their pre-trip inspections.

REPAIR REQUESTS
Drivers are required to submit a Repair Request for any mechanical problems with their bus.  This form is designed to give a record of the maintenance and costs related to the buses in the fleet.  If the repair is not satisfactorily completed within a reasonable length of time, a second repair request should be written indicating “second request” on the form.


STATE SAFETY INSPECTION STICKER
Drivers are responsible for keeping up with the safety inspection sticker on their buses.  Driver can be ticketed for operating a bus with an out-of-date sticker.


VII. Loading and Unloading Students/Daily Operations
UNAUTHORIZED STOPS
If it becomes necessary for a driver to make a stop outside of their regular bus route for a restroom break or other emergency situation, the driver is required to notify the dispatcher, giving the exact location of the stop.

These stops shall be allowed:
1) When no students are on board.
2) When the bus can be parked legally and safely on a public parking area sufficiently large to allow the bus to be parked without obstructing other vehicles for the duration of the wait.

It is not permissible to make unauthorized stops on any route or field trip to take care of personal business.  After completion of all assigned trips, drivers and monitors must proceed directly to their facility unless they are performing other transportation duties.


SAFE STOPS
Refer to the Texas School Bus Driver Certification Course guide and the Commercial Motor Vehicle Handbook TX DPS publications for comprehensive state guidelines for loading and unloading students.  Pittsburg ISD in addition to observing these state regulated guidelines has adopted the following rules to enhance student loading safety as follows:
1. No P.I.S.D. student may cross any divided roadway.
2. No P.I.S.D. student may be allowed to cross more than one lane of traffic.
3. Special needs students shall be picked up and dropped off on the right side of the road so they will not have to cross over in front of the bus.

PRINCIPAL’S APPROVAL
Generally, students should be let off only at their regular stops.  However, if you have a note from the parent, approved by the principal, you may let off a regular rider at any approved designated stop.


PARENT NOT AT HOME
In an effort to ensure the safety of our elementary students at Pittsburg ISD, students in grades PK-4 will not be dropped off at a residence unless the parent, responsible adult or older sibling is there to meet them.  If no parent, responsible adult or older sibling is present, the student should be returned back to the bus barn where the parent/guardian will be notified.

VIII. Other Driving Regulations and Procedures

SPEED LIMITS AND TRAFFIC LAWS
Drivers must operate the buses within the legal speed limits with the maximum speed limit for school buses.  The District will not pay fines for drivers who violate traffic laws while operating a school vehicle.  Drivers who receive any type of traffic citation while operating a district vehicle will be held financially responsible and directed to pay.

RAILROAD CROSSINGS
Hazard lights (not red or amber loading flashers) should be used when stopping at railroad crossings.  Hazard lights should be switched on at least 200 feet before tracks and should be left on until the bus clears the tracks.  Drivers must stop the bus within fifty feet but not less than fifteen feet from the nearest rail of any railroad track before crossing.  (Many railroad crossings within PISD are marked with white restraining lines painted on the roadway and/or are equipped with electric warning signals and/or gates.  Drivers should stop at the white restraining line and/or in such position as to be able to see the warning signal and to allow clearance for the gate to descend in front of the bus).  After stopping, the driver shall obey every signal which indicates the approach of a train and shall not cross the tracks when a train is approaching within a distance of 1,500 feet or less and such train, by reason of its speed or nearness to the crossing, is an immediate hazard.  Drivers who fail to come to a complete stop before crossing a railroad track will be subject to automatic termination.

HEADLIGHTS ON WHILE DRIVING DAY OR NIGHT
In the interest of safety and accident prevention, drive with headlights on at all times.

STOPPING BEHIND OTHER LOADING/UNLOADING BUSES
When stopping behind other loading/unloading buses Pittsburg ISD use the four-way emergency flashers and not the loading flashers on your bus.  The loading flashers should be used only for your bus’s loading/unloading of students.  Please try to stay far enough behind the loading/unloading bus that others can see the other buses loading lights.  When stopped behind another bus that is loading/unloading, be patient and wait for the bus to load or unload.  Do not pass the bus and do not use the radio to “harass” or interrupt the driver while he/she is unloading.

BACKING THE BUS

Back your bus only when you have no other safe way to move the vehicle.  Backing is dangerous and increases your risk of a collision.  If you have no choice and must back your bus, follow these procedures:
	
1. Post a lookout. The purpose of the lookout is to warn you about obstacles, approaching persons, and other vehicles.  The lookout should not give directions on how to back the bus.  That responsibility is the driver’s alone.  
2. Choose the lookout carefully.  You want a mature and reliable person who can be heard clearly.
3. If a monitor is on the bus they should always be the lookout when backing.
4. Signal for quiet on the bus so you can hear the lookout.
5. As you back, constantly check all mirrors and rear windows.
6. Back slowly and smoothly.
7. If no lookout is available:
a. Set the parking brake.
b. Turn off the motor and take the keys with you.
c. Walk to the rear of the bus to determine whether the way is clear.

IF YOU MUST BACK AT A STUDENT PICK-UP POINT:
· Pick up students BEFORE backing
· Watch for latecomers at all times

IF YOU MUST BACK AT A STUDENT DROP-OFF POINT:
· Unload students AFTER backing

SMOKING/TOBACCO USE
It is the policy of the Pittsburg Independent School District to maintain a healthy environment for students and staff.  In keeping with the concept, the use of all tobacco products shall be prohibited in all vehicles owned by PISD or under the control of and used by PISD.  Bus drivers may not smoke or use tobacco at any time while in a transportation department vehicle (violation of State Law).  Smoking within the line of sight of campus personnel and/or students is prohibited.

TRANSPORTING ANIMALS
Drivers should not allow any mammal, fish, reptile, bird, etc. to be on the school bus at any time without permission from the supervisor.

DECORATIONS ON BUSES
When decorating the interior of your bus, for safety purposes, please do not decorate the windshield, windows and back glass.  Also, please do not decorate with glass or metal ornaments, icicles, etc.

LOW WATER CROSSINGS
Use extreme caution at all low water crossings.  Do not pass barriers or travel through water of unknown depth or water that is flowing swiftly.  Do not pass barriers even if the water has receded.  Street and bridge crews may have determined that the bridge or road is unsafe to use.  Above all, use good judgement and common sense when dealing with low water crossings.

DRIVERS’ MAILBOXES
Drivers are required to check their mailboxes at each clock-in time.



SCHOOL CLOSING/DELAYS
All personnel are reminded to listen to local media stations by radio and television in case of possible school closings or delays.  Also, personnel is contacted via a   District ALL-CALL concerning school closings or delays.

Media
	        KLTV ABC Channel 7				KNUE-FM  101.5
	        KYTX CBS Channel 19				KOOI-FM 106.5
  	        KETK NBC Channel 56				KTBB-AM  600	


USE OF TWO-WAY RADIOS -- RULES
1) The primary purpose of radios is for communication between the dispatch and drivers. Bus-to-bus conversations should be held to a minimum and should occur only when absolutely necessary.
2) Do not use profane or abusive language.
3) Do not use radio for personal messages.
4) Always keep your radio on when away from the bus barn.
5) Always hang the radio microphone on the microphone hook.  Do not hang the microphone from the mirror, sun visor, etc.


IX. EMERGENCY PROCEDURES

VEHICLE COLLISION/ ACCIDENT PROCEDURES

1. Set handbrake.

2.  Radio dispatcher and give details and exact location.

3. Remain calm and reassure students.

4. If unable to contact dispatch, call for emergency help if needed (911)

5. If a threat exists to the safety of children, follow the bus evacuation plan and move the students to a safe location.

6. Account for all students.

7. Render first aid if needed.

8. Do not issue a statement to the press or say anything to anyone except PISD personnel, emergency workers, police, etc.  Refer all questions to the PISD Director of Community Relations.

WRITTEN REPORT
In addition to the immediate verbal report given to the Dispatcher, drivers must submit a written report to the Transportation Supervisor within 24 hours discussing the details of the accident.

EMERGENCY PROCEDURES AND EQUIPMENT
Know your evacuation plans.   If you are a substitute on a different bus know where all the emergency equipment is located, including:
1. Seatbelt cutter
2. First Aid Kit
3. Fire Extinguisher
4. Emergency Triangles
5. Rubber Gloves
6. Body Fluid Kit
7. Location and operation of the engine kill switch, emergency/parking brake and radio.

GUIDELINES FOR CLEANING UP BODY FLUIDS  
(Bio-Hazard Spills)
Using the Kit
1. Put on gloves
2. Use paper towels to clean up students.  Send student to restroom to wash with soap and water.
3. Put used paper towels in garbage bag.
4. Pour cat litter over spill and wait a few minutes to allow the spill to be absorbed.
5. Use cardboard/transparency to scoop cat litter into the garbage bag.
6. Use plastic jug to dilute the disinfectant with water if necessary.
7. Saturate paper towels with disinfectant and scrub surface where spill occurred.
8. Dry the surface with additional paper towels.
9. Place all used paper towels into garbage bag.
10. Remove disposable gloves by turning them inside out by pulling the cuff over the fingertips.  Discard into garbage bag.
11. Wash your hands thoroughly with soap and water, scrubbing at least 20 seconds with soap before rinsing.
12. Replace the disposable items in your kit as soon as possible so that you will have a complete kit ready for your next use.


MECHANICAL BREAKDOWNS
If possible, move bus off roadway to prevent additional accident.  Turn off ignition switch and remove key.  Set parking/emergency brake.

Activate emergency hazard flashers (not loading lights) and place reflectors in recommended positions if conditions warrant.

Use radio if operational (note: key must be turned on or switched to “accessory”).  If radio is not operational, use a cell phone if available or request assistance from a passing motorist to notify your Dispatcher.  Give the bus location, suspected mechanical failure, number of children on the bus, number of children left to pick up or deliver, and schools served.  The driver should remain with the bus until help arrives.

Keep pupils on the bus in most cases.  Pupil safety is the highest priority.  Safety conditions may warrant evacuation of bus.  If students are evacuated, the driver should give precise instructions as to where students should relocate and what they should do.

Upon arrival, the relief bus should stop in line with and as close as possible to the rear of the disabled bus.

Drivers of both buses will activate the alternating red flasher lights prior to transferring students from one bus to the other,

The driver of the disabled bus will open the door, get out of the bus and stand to the left of the door.  The driver of the relief bus will open the door, get out of the bus and stand to the right of the door to the relief bus.

The driver of the disabled bus will instruct pupils to change buses in an orderly manner staying in single file.

The alternating red flasher lights on each bus should be deactivated as soon as all students are on the relief bus.

After all pupils have been loaded on the relief bus, the regular driver should finish the route.  The relief bus driver will assist in getting the disabled bus back on the bus yard.

PARENT NOT AT HOME FOR SPECIAL NEEDS STUDENTS
Dispatcher will usually have you bring the student back to the bus barn and make the student as comfortable as possible until a parent or relative can be located.

MAINTAINING STUDENT MANAGEMENT
Monitors should position themselves on the bus in such a manner that maximizes efficiency as it relates to student control and conduct.  Sit with the student that needs attention.  Give verbal instructions to correct behavior.  Be aware that students may be taking prescribed medications that affect his/her behavior.  Also, let the school principal know of any behavior changes immediately.

X. FIELD TRIPS

Driver Eligibility
New drivers with previous experience from other districts will be eligible for field trips without waiting; however, new drivers without any previous bus driving experience must wait one month.  After the first month, these new drivers will then be eligible to take out-of-town trips.
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