








SECTION 1: POSITION RESPONSIBILITIES 

A. School Bus Operator

Reporting to the Executive Director of Transportation and school-based
administration, the School Bus Operator is responsible for transporting students
safely and ensuring the vehicle is in clean, safe operating condition at all times
while abiding by federal, state and local law, district policies and Transportation
Department procedures.

Scope of Responsibility: Owner/Operator Vehicle lnsuranceReference School Board 
Insurance Policy with Cannon Cochran Management Services, Inc (CCMSI) 

Own and/or operate a clean, safe and properly functioning vehicle in accordance 
with applicable traffic laws and safety regulations, including the operational 
policies and procedures set forth herein. 

• Maintain school bus operator certifications as required under federal and 
state law and school board policy.

• Owner Operators are expected to secure private insurance on the vehicle 
that is contracted with Jefferson Parish Schools to cover instances where 
the bus is being operated outside of the scope of duties and 
responsibilities for the district as referenced by the District policy with 
Cannon Cochran Management Services, Inc further referred to as CCSMI.

• Possess certification of fitness for duty from a qualified physician. School 
Bus Operators are required to return to the JPS authorized physical 
examination provider who conducted the employee's annual examination 
when such physical is valid for less than one year. In addition, School Bus 
Operators shall follow the physician's orders as indicated on the JPS 
physical examination form.

• Conduct required inspections in a timely manner in order to ensure that the 
vehicle and all related equipment meet applicable safety standards. 
Maintain adequate levels of fuel, engine oil and coolant.

• Report emergencies, accidents, breakdowns, delays and absences to the 
Executive Director or designated Transportation personnel in a timely 
manner.

• Supervisory responsibility for bus attendants and transportation support 
personnel to ensure that assigned duties are performed properly and 
completely.

• Maintain a polite and professional relationship with co-workers, students, 
parents/guardians and the public at all times.

• Complete assigned routes in accordance with established time schedules 
and locations.
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SECTION 2: PERSONNEL POLICIES 

A. Employment Status

Any school bus operator who has acquired tenure shall retain his or her tenure 

status absent sufficient cause for removal under La. R.S. 17:493. Bus operators 

hired after July 1, 2012, shall not be eligible to acquire tenure and shall be treated 

as support personnel under Board policy.

B. Compensation

School Bus Operator Compensation

Compensation consists of base salary and applicable supplements, less 

authorized payroll deductions. Supplements include:

• Activity Trip is student transport which initiates from a specific school for 
co-curricular or extra-curricular activities.

• Community Skills Supplement is a stipend paid to operators who 
transport special needs students and teachers to designated work sites on 
selected days throughout the school session as dictated by the Special 
Education Department. This is not considered a trip which comprises the 
driver's assigned route.

• Mid-day/ Platoon Reference JP Payroll Department Procedures is 
a designated pay assignment for transport between school sites, which 
is based on mileage. Fuel is provided to operators for completing this 
trip, which is considered part of the driver's route. You must punch in and 
out to get your midday payment. This is a part of a regular route and does 
not constitute overtime or payments. If a Midday Operator cannot 
complete the route, he/she must call the absence line with the 
information about who will pick up the route. The Covering Operator 
covering the Midday needs to call the Data Office to let them know they 
will pick up the route. The Covering Operator must always clock in and 

out in UKG for the Midday.

• Operational Supplement is compensation issued to an owner-operator 
for the operation of a school bus. This is not an hourly wage. It is for 
owner­operators only.

• Over-the-Mileage Supplement is a stipend paid to drivers whose route 
exceeds the mileage cap of the operator as established through operator 
service credit.
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• Shuttle Supplement a stipend paid to operators who transport students 
for a specific instructional program on selected days during the school 
session. This shuttle is not considered a trip that comprises the driver's

assigned route. Shuttle runs are not midday runs. If it is not attached to 
a route, it is not paid. Mileage and fuel are added. 

• Special Education Supplement is a stipend paid to operators who are
responsible for transporting special needs students.

• Cash Incentives (Windows of Opportunity) are issued to currently
employed owner-operators who have been employed with Jefferson Parish
Schools as an owner-operator for at least one year who wish to purchase a
new or newer bus and/or a new or newer lift-equipped bus. A new bus is
defined as one which has never been "titled." For the purposes of this
incentive, a newer bus cannot be more than five years old.

Mileage will be re-calculated to reflect any route/trip changes that may occur during 
the school year. 

Air Condition Reimbursement - drivers assigned to transport special needs 
passengers who require air conditioning, per IEP, may be reimbursed up to 
$900.00 annually for documented repairs to the air conditioner and related 
equipment. 

Fuel Card Overages - purchases of fuel over the weekly allotment or 
unauthorized charges (e.g., drinks, snacks) will be deducted from the employee's 
paycheck. Email the Transportation Office Data Technicians as soon as you 
have overage. 

Bus Attendants and Para-Transportation Support Personnel ("PTSP") 
Compensation 

Compensation consists of base salary and applicable supplements, less 
authorized deductions. Bus Attendants and PTSPs may earn supplemental pay 
for activity trips, community skills trips or the performance of duties that go beyond 
the employee's regular job duties. 

C. Benefits

Retirement

Bus operators, attendants and PTSPs who work 20 hours per week or more are
eligible for, and will be enrolled in, Louisiana School Employees Retirement
System (LSERS).

Health and Life Insurance
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Bus operators, attendants and PTSPs who work 20 hours per week or more are 
eligible for health and life insurance from the State of Louisiana Office of Group 
Benefits, and are eligible to enroll in benefits offered to district employees free of 
charge (dental, vision and $10,000 basic life insurance). 

For more information about employee benefits, contact a benefits representative 
in the Human Resource Department or go to the Human Resource page on the 
district website. 

Vehicle Insurance: Reference CCSMI 

All Jefferson Parish School Board (JPS) vehicles are fully insured at all times. 

Owner/Operator vehicles are covered under JPS insurance only when actively 
engaged in district service(CCSMI). This includes approved routes, district events, and 
other official district-related business. 

District insurance does not apply during non-contract periods or outside of district 
business hours. At all other times, Owner/Operators are responsible for maintaining their 
own individual insurance coverage. 

D. Leaves of Absence

An employee may request leave for the reasons set forth in the School Board
policies listed below. A leave of absence must be requested in accordance the
procedures established by the Transportation and Human Resource Departments.
Leave may be granted with, or without pay, depending on the circumstances. An
employee who wishes to request a leave of absence should consult this Handbook

and the applicable Board policy, which can be located on the district website.
Employees may also contact a Human Resource representative for further
guidance on leave requests. Following are the types of leave that have been
authorized by the Jefferson Parish School Board:

Sick Leave (GBRIB) Employees hired for the school year or longer are entitled to
ten (10) days absence per year because of personal illness or other emergencies
without loss of pay. This policy also addresses the following categories of sick
leave that may be available to Transportation Department employees under certain
circumstances.

• Emergency Leave
• Extended Sick Leave

• Sick Leave Assault/Battery

Family Medical ("FMLA") Leave (GBRIBA) The School Board shall permit 
qualified employees to take up to twelve (12) workweeks of unpaid family and 
medical leave for family and medical reasons. 

Maternity (GBRIC) An employee who becomes pregnant is eligible for unpaid 
maternity leave. The employee has the option of choosing maternity leave or using 
current and accumulated sick leave for the period of medical disability occasioned 
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from service. 

Bus owners on approved leave without pay may be placed on the daily 
rental list for a period not to exceed 120 days. 

Operators must work½ of their route for a three-tiered route, or¾ of their route if 
they work a four-tiered route to be paid for a full day. Reference Payroll and JP 
Transportation Handbook Procedures 

R. CARPOOL AND BUS LANE SAFETY ( EDCB, Cf: EDDB)

The Jefferson Parish School Board shall require safety rules for carpool and bus 

lines at any school that includes any of the grades kindergarten through five. The 

safety rules shall require, but not be limited to the following: 

1. Students shall remain a safe distance from pick-up area behind something material 
or immaterial intended to block passage, as deemed appropriate for the particular 
school building.

2. Students shall wait in the pick-up area and wait for vehicles to come to a complete 
stop.

3. A student being dropped off shall remain in the appropriate passenger restraint 
until the vehicle in which he/she is a passenger comes to a complete stop.

4. A student in grades kindergarten through three shall be accompanied by a school 
employee while he/she is walking to and from a pick-up area.

New policy July 2023 

Ref: LA. Rev. Stat. Ann.17:81 
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o Elementary school students: two tenths (.2) mile, except in
situations where safety dictates a shorter or longer distance.

o Middle school students: four tenths (.4) mile, except in situations
where safety dictates a shorter or longer distance.

o High school students: six tenths (.6) mile, except in situations
where safety dictates a shorter or longer distance.

o Special needs students: as indicated in the student's IEP/IAP
when special consideration is required.

o Stops should be arranged at closer intervals during periods of
darkness or inclement weather unless doing so would disrupt the
bus schedule by more than five (5) minutes.

• Bus drivers must report any unsafe conditions at bus stops to the 
designated Transportation Coordinator, who will assist the driver in 
determining the appropriate course of action.

• Children must ride the bus to which they have been assigned and 
board/disembark at the designated bus stop every day. Drivers shall 
report students who do not observe this requirement in accordance with 
the student disciplinary procedures.

• Requests to change a bus route to accommodate a student should 
be forwarded to the Principal for initial approval. The Principal will 
forward the request to the Executive Director of Transportation and the 
Director of Transportation for a final determination.

• Hub stops are designed for parents to escort their students to the 
central meeting place.

• Hub stops cannot be changed unless there is a safety/hazard issue 
at the stop.

• Hub stops can be located on a major thoroughfare if needed.
• Students new to the bus must ride at least one time in the morning 

to continue riding in all successive evenings. This is done to establish 
that the daily stop is active: Reference JP Transportation 
Handbook Procedures

Loading and Unloading Passengers 

Loading and unloading passengers is one of the most difficult and important of 
a school bus operator's responsibilities. School bus operators must be totally 
focused on the changing environment around the bus stop from the time the 
bus approaches the stop until it pulls away. The following guidelines will assist 
you in safeguarding your passengers and other motorists. 

Loading and Unloading Guidelines for Home Bus Stops 

• As the bus approaches a bus stop, the operator must scan the area to
assess traffic conditions and pedestrians in the area.

• The operator shall activate the overhead amber lights on the bus at a
distance of not more than 500' and not less than 100' from the bus stop,
depending on prevailing conditions such as visibility, road and weather
conditions, speed limits or other factors that may affect the ability of
other drivers to bring their vehicles to a stop.
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make arrangements for an alternate bus, if necessary. 

Mandatory Seating and Reporting Overloads 

• Passengers must be seated, facing forward, with both legs resting within
the confines of the seating area and must remain seated when the bus is
in motion.

• A bus is overloaded if the number of passengers exceeds the number of
seats available on the bus.

• If the bus operator observes that there are not enough seats for all
students to be seated, while leaving the aisles completely clear, the
operator shall report the overload to the Transportation Department.

JPS Pre-Kindergarten/Kindergarten Transportation 
Reference JP Transportation Handbook Procedures 

Agreement: 

Parents/guardians of Pre-K/K (Pre-Kindergarten/Kindergarten) students who 
ride the school bus are required to sign an agreement to comply with the 
following: 

• The student must wear the mandatory PURPLE school logo shirt every day.

• The student must wear the name tag provided by the teacher every day 
for the first two (2) months of school. After that date, the school may 
decide to continue use of the name tags or choose to have the 
information connected or printed on the child's school bag.

• A parent/guardian or designee who is at least 12 years of age must be 
present when the student gets on the bus in the morning.

• A parent/guardian or designee who is at least 12 years of age must be 
present at the bus stop to receive the student in the afternoon.

• It is the responsibility of the parent/guardian to provide to the school and 
bus operator with the names and a working phone number for those 
persons authorized to receive the student at the bus stop.

• Any student who expresses distress about getting off the bus must be 
brought back to the school.

• An older elementary school child who is unrelated to a child cannot take 
responsibility for another child.

School bus operators shall not refuse transport of a Pre-K/K student to school 
in the morning, even if the student is not supervised in accordance with this 
policy. 

School bus operators shall not permit a Pre-K/K student to disembark in the 
afternoon if the parent/guardian or designee is not there to meet the bus. 

The bus operator must return the student to school if the parent/guardian or 
designee is not there to meet the bus. 

Upon returning to the school, the student may be released only to a school 
administrator or designee. 
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Safety Standards, and manufacturers recommended service procedures. 

The bus owner is responsible for the maintenance and repair of the school bus. 
Operators who drive buses that they do not own are responsible for notifying 
the owner of any defects discovered during inspection. Failure to maintain a 
school bus in safe, comfortable operating order or failure to notify a bus owner 
of vehicle/equipment defects shall constitute grounds for operator dismissal. 

Operators are responsible for keeping accurate maintenance records for each 
vehicle. 

Buses must be maintained in accordance with manufacturer's specifications. 
Any alterations and/or modifications that do not comply with manufacturer's 
specifications may result in a bus being removed from service. This does not 
apply to mobility lift, climate control, and/or safety program equipment. 

Rental School Buses 

Spare buses that have been inspected and approved by the Transportation 
Department will be made available for rental to eligible operators whose 
vehicles are temporarily disabled. 

Only vehicles that meet all rental bus requirements and appear on the 
Transportation Department's approved rental bus list may be used as spares. 

Rates for daily bus rentals are established annually. Rental rates shall be 
charged in half-day increments. 

Rental fees are the same for all vehicle types. 

Rentals are meant to be used for the short term, (three-week increments per 
incident maximum). A rental contract can be terminated after 30 days as per 
the rental contract. 

Operators must show documentation that out-of-service bus repairs are in 
progress. 

Rental buses may be used for field trips or midday runs that occur between 
8:30 am and 1 :30 pm during the day. 

Rental Agreements end on the last day of school each year. 

School Bus Inspections - Bi-Annual 

All school buses must be inspected bi-annually by a Louisiana Department of 
Public Safety and Corrections approved inspection station. Bi-annual 
inspections must be completed during the period from June 1 through August 
31 or December 1 through February 28. Inspection stickers must be displayed 
on the left, bottom corner of the school bus windshield. 

School Bus Inspections - Daily 

School bus operators are required to perform inspections of the school bus 
before, during and after every trip, whether on a scheduled bus route, an 
athletic trip, a field trip or other activity trip. 

Pre-Trip Inspections. The driver must check the interior, exterior and engine 
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Schools must forward to the Transportation Department a completed T-7 (Safe 
Riding Practices Classroom Instruction Form) and T-8 (Emergency Evacuation 
Drill Verification Form) upon completion of the required training each semester. 

Student Conduct and Safety (JCDAD) 

School bus operators, attendants and PTSPs are responsible for reinforcing 
appropriate school bus and bus stop behavior, including, but not limited to the 
following: 

• Remain at home when you or any member of your family has a 
contagious disease.

• Arrive at the bus stop no more than 15 minutes and no less than 10 
minutes before the scheduled pick up time.

• Walk on sidewalks whenever possible. If there are no sidewalks, walk on 
the edge of the left side of the street, facing on-coming traffic.

• Proceed to assigned bus stop.
• Stand off the road at least 10 feet when waiting for the bus.
• Conduct yourself in an orderly manner, avoiding damage to private 

property and safe-guard against injury to yourself and others.
• If necessary to wait across the street from the bus stop, await the bus 

operator's signal before crossing, and cross 12'-15' in front of the bus.
• Board the bus only when the operator is seated at the controls.

• Board the bus in single file, holding onto the handrail, and promptly 
proceed to the seat assigned to you by the operator.

• Stow band instruments and school bags under the seat or where 
designated by the operator, but never in the aisle, the entrance or the 
exit.

• Sit straight in your seat with both feet on the floor in front of your seat, 
and remain seated at all times when the bus is in motion. This will 
minimize injury in cases of emergency stops or collisions.

• Always keep the aisle clear.

• Speak quietly and carry on normal conversations with other passengers 
in your vicinity. (Loud talking and shouting will distract the operator.)

• Avoid unnecessary conversations with the operator.
• Abstain from eating, drinking or smoking on the bus.
• Keep arms and head inside the bus windows at all times.
• Refrain from using profanity.

• Avoid littering at the bus stop and/or in the bus, and never throw objects 
inside or outside the bus.

• Respect pedestrians and other motorists at all times.

• Protect the bus. Report to the operator as you leave the bus any damage 
you notice. (Parents shall be required to pay for damage caused by 
students.) School site administration will assist in recovering funds as per 
the district student handbook.

• Avoid touching any mechanical controls, including entrance and 
emergency doors, emergency window latches and roof hatch latches, 
except in cases of emergency, and only then in accordance with
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scheduled to address student misconduct on the bus. 

School bus operators are not authorized to punish students; instead, bus 
operators must report the behavior to school for a determination as to the 
appropriate response. 

The bus operator shall be provided a copy of the completed Bus Behavior 
Report upon completion of the action taken by the school authority. 

In cases of severe misconduct, the principal or designee may temporarily 
suspend the pupil's bus privilege until appropriate disciplinary action is taken. 
The pupil's parents should be immediately notified of the temporary 
suspension. The pupil's parents shall be responsible for providing 
transportation during the period of suspension. 

Severe misconduct includes, but is not limited to, fighting, possession/use of 
illegal substances or weapons, bullying, inappropriate touching or other 
conduct that poses an immediate threat to the safety of passengers, motorists 
or pedestrians. Serious misconduct must be reported to the school 
immediately. 

Only in cases of life-threatening, imminent danger may an operator direct a 
student/passenger to exit the bus at a location other than the student's 
assigned bus stop. In such cases, the operator should report the situation 
immediatelyto 9- 1-1 and the Transportation Department. 

Items Prohibited on School Buses 

The following items and/or their usage are prohibited on school buses used to 
transport JPS students: 

• Tobacco products and/or smoking paraphernalia

• Alcohol, including empty containers

• Illegal drugs

• Weapons of any kind

• Motor oil, coolant, windshield washer solvent, brake fluid or any other 
fluids that may be required by the school bus

• Unsecured objects, including, but not limited to, musical instruments, 
athletic equipment, paper, crates, boxes and other items placed on the 
dashboard or elsewhere in or near the operator's compartment, first aid 
kits and other emergency equipment

• Glassware (except eye glasses)

• Musical instruments, large class "projects," or other carry-on items that 
cannot safely be held by the student or secured beneath the student's 
bus seat. Parents are responsible for ensuring that large oversized 
projects or instruments are transported in case they cannot fit on the 
bus.

Note that food and/or beverages may not be consumed by the driver or 
passengers while the bus is in motion. 

Prohibition against Leaving Bus Unattended 

The bus operator shall not leave the bus unattended, except in the case of an 
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emergency. 

In the event of an emergency, the operator must turn off the engine, set the 
parking brake, remove the keys from the ignition switch, activate hazard lamps 
and, using the Push-To-Talk Device, notify the Transportation Department of the 
nature of the emergency. 

iPhone/Push-To-Talk (PTT) Device: Reference JP Transportation 
Handbook Procedures 

PTT devices are issued to school bus operators for the sole purpose of 
conducting Transportation Department business. 

In emergency situations (accidents, breakdowns, passenger behavior, etc.), 
the operator should move the bus off the roadway to a safe location, stop and 
secure the bus before contacting the Transportation Department, law 
enforcement and/or other emergency-responding agency. 

iPhone/PTT devices must be fully charged and activated throughout the day 
because it is a district-issued communication device and must remain activated 
during the day including the routes and activity trips. Transportation 
Department staff will monitor iPhone/PTT devices to ensure compliance with 
activation requirements. 

Downloading ring tones, games or applications, sending/receiving text 
messages (except those required by JPS) or other non-work-related use is 
strictly prohibited. Charges for unauthorized use of the PTT device will be 
deducted from employee pay. 

Employees may be required to reimburse the district for lost, stolen or 
damaged PTT devices and related equipment. 

In cases where the iPhone/PTT needs to be used while on a route, pull over, 
secure the bus, and then make or take the call. 

District-issued iPhones/ PTT devices are to be used for work only. The 
voicemail should be set up according to department guidelines. 

Restricted Use of Cell Phones 
The use of any communication device other than the employer-issued 
iPhone/PTT while operating a school bus is strictly prohibited, except that the 
use of a cell phone by an operator may be authorized in emergencies 
involving: 

• An emergency system response operator, 9-1-1 safety dispatcher, or

school administrator.
• A hospital or emergency room.
• A physician's office or health clinic.
• An ambulance or fire department rescue service.
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• A fire department, fire protection district, or volunteer fire department.
• A law enforcement agency.

Earbuds are never to be worn while operating a school bus. 

Fleet Fuel Policy 

Fleet Fuel Cards, along with a five-digit Personal Identification Number (PIN), 
will be issued to employees authorized to purchase fuel. Fleet Fuel Cards may 
be used only for purchasing fuel when school is in session and for specific 
school buses that are assigned to daily bus routes. 

The Transportation Department shall determine the amount of fuel that may be 
purchased with the Fleet Fuel Card based on the mileage of the driver's daily 
route, exclusive of the mileage traveled for athletic, field or other activity trips. 

Charges for fuel purchased in excess of the authorized amount, or any other 
unauthorized charges will be deducted from driver pay. 

Fueling Buses with Passengers on Board Prohibited 

The operator is responsible for ensuring that the bus has enough fuel to 
complete any assigned trips. In the event that an operator must refuel during a 
trip, all passengers must exit the bus during refueling. 

At no time is a school bus operator authorized to fuel a school bus when 
passengers are on board the bus. 

Seating and Overloads: 
Reference JP Transportation Handbook Procedures 
Students must remain seated at all times when the bus is in motion. An 
operator may not transport more passengers than the number of seats 
available on the school bus. The operator must report immediately to the 
Transportation Department if there are more children assigned to a bus than 
the number of available seats. Three (3) elementary students to a seat. Two 
(2) middle school students to a seat.

F. Driving Maneuvers and Related

Procedures Backing

Backing the school bus is a very dangerous maneuver and should be avoided
whenever a safer alternative is available, particularly on school campuses.

If backing is required to turn the bus around or otherwise to access a clear
travel path a spotter should be used to assist the operator. If no spotter is
available, the operator must exit the bus and check the area around the bus
before backing.

Every school bus must be equipped with a backing lamp, which is activated
when the bus is shifted into reverse gear, and with a backing alarm, which i�7











steps listed below unless he or she is unable to do so as a result of injuries 
sustained in the collision: 

• Shift the bus into "park," set the parking brake, turn off the ignition 
switch, remove the keys and activate the four-way hazard lights.

• Call 9-1-1 and contact the Transportation Department using the PTT 
Device and speak directly to a member of the JPS Transportation 
Department. DO NOT LEAVE A MESSAGE.

• If the collision occurs outside of normal business hours contact the JPS 
Emergency answering service at 504-457-2749. Be sure to report the 
nature of the accident, details about injuries, if any, and the location of 
the bus.

• Photograph the scene of the accident and vehicles involved, if possible.
• Move the bus out of the flow of traffic if the accident is not serious.

• Passengers should remain on board unless the circumstances warrant 
evacuation of the bus.

• Check all passengers for injuries. Question each student. Render first aid 
as needed.

• Secure the bus by setting the reflective triangles at the side of the 
roadway as indicated under School Bus Emergency Procedures.

• Secure names, address, and phone numbers of witnesses, if possible.
• Using the seating chart, indicate the arrangement of all passengers at 

the time of the accident. Note injured passengers, if any.
• Report for alcohol/drug testing as directed.

• Limit discussion of the accident to the investigating officer(s) and 
Transportation Department personnel or as otherwise directed by the 
Transportation Department.

• Do not discuss fault at the scene of the accident.

• Keep the Transportation Department informed regarding possible or 
ongoing litigation related to any accident in which you were involved 
while operating a vehicle for JPS.

• Submit a completed Accident Report Form to the Transportation 
Department within twenty-four (24) hours of the accident.

• Explain the accident in full detail with Transportation Department 
administrative staff. You may also be called upon to provide a detailed 
explanation to the district's claims representative for insurance purposes.

• Be sure to include the Item Number of the police report at the bottom of 
the accident report form.

• FOR YOUR OWN PROTECTION YOU MUST IMMEDIATELY REPORT 
ALL ACCIDENTS, NO MATTER HOW MINOR, TO THE 
TRANSPORTATION DEPARTMENT.

• Any bus operator who is involved in an accident shall be required to 
participate in the Accident Review Process, as described below.

Accident Review Process 

The primary purpose of the Accident Review Process is to determine whether 
or not action is necessary to avoid similar situations in the future. 

The Executive Director of Transportation (or designee) will select members of 
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the Accident Review Board, who will meet at a designated time to review one or 
more accidents. The panel will be provided details of the accident and operator 
accident history. 

The members of the Review Board will consider the facts related to the 
accident and make a determination as to whether the accident was 
"preventable" or "non- preventable" and make recommendations as to 
subsequent disciplinary or remedial action that may be deemed appropriate. 

A "preventable" accident is one that the operator failed to take all reasonable 
steps to avoid. An accident may be determined to be "preventable" even if the 
operator was not ticketed or found at fault by the investigating officer(s). 

A "non-preventable" accident is one that could not have been avoided. 

Factors such as malfunctioning traffic signals, obstructions, sudden equipment 
failure will be taken into consideration in making a determination regarding 
whether an accident was, or was not, preventable. The Accident Review Board 
will also consider whether the operator knew, or should have known, of any 
contributing cause such that she/he could have avoided the situation. 

Recommendations of disciplinary action will be referred to the Human Resource 
Department and processed in accordance with applicable Board policies. 

Accident Review Committee Requirements Reference Title 28.2903, 
Bulletin 119 Supplement II & JP Transportation Handbook Procedures 

Committee: 

• Appointed by the Executive Director of Transportation (or designee).

• Comprised of transportation department leadership and peer drivers.

• Reviews accident details and operator's accident history.

• 3-Years without a preventable accident
• 3-Years without any Administrative/Special Conferences
• 3-Years employment with Jefferson Parish Schools

Reasonable Suspicion Testing Reference 49 U.S.C. 31136, 31301 

Reasonable Suspicion Testing will be conducted when a supervisor 
has observed signs of possible intoxication or signs of using or being 
under the influence of prohibited substances, or drugs or the 
employee's physical condition or behavior leads the supervisor to have 
concern for the employee's safety or the safety and well-being of other 
employees or the public. Operators may be subject to reasonable 
suspicion testing in the case of a traffic accident of any type. All supervisory 
personnel will take part in a school­sponsored training program to assist them 
in identifying and addressing illegal drug or alcohol use by employees or 
others while working. All drivers will undergo a substance abuse policy 
education program. 43 



Random Testing Reference 49 U.S.C. 31133, 31133, 31136,31301 

Random Testing will be used for all employees to detect and 
prevent substance abuse. This type of testing is particularly warranted for 
employees directly involved with public safety or in security-sensitive 
positions. All employees who drive vehicles owned or contracted by the 
School Board, whether part-time or full-time, are eligible to be tested. 
Refusal to test will result in a positive test result. 

Regulations for Activity Trip Bus 

Transportation School Responsibilities 

The school principal or a designee ("school representative") shall be 
responsible for coordinating activity trip transportation. 

The school representative is responsible for ensuring that all activity trips 
are adequately chaperoned and that there are seats on the bus for all 
passengers. 

The school representative shall provide the bus operator with a roster listing 
the name and birthdates of every passenger, including chaperones. The 
roster shall be used to prepare a seating chart after all passengers have 
been seated on the bus. 

Selection of Drivers for Activity Trips 

In order to be considered for activity trips, operators must complete an 
application and return a copy to each school representative no later than 
the end of the third week of school year. Operators hired or assigned to a 
new route/trip during the school year will be included in the activity trip 
rotation upon submission of the application to the school. Activity trip 
applications are available in the Transportation Department. 

Activity trips shall be offered to operators who drive daily trips for a school 
on a rotational basis. Other operators may be selected if none of the school's 
daily trip drivers are available. This regulation does not apply to out-of-town 
trips involving interstate commercial carriers. 

Failure to accept an activity trip scheduled between 9:30 A.M. and 1 :30 
P.M. and 4:30 P.M. and 12:00 midnight will result in the operator's name
being moved to the bottom of the rotation. Failure to accept three (3) trips
as assigned will result in removal of the operator's name from the activity
trip rotation for the remainder of the school year.

Failure to arrive at the point of origin or destination on a return trip will result 
in an operator's name being removed from the list of available operators 
for the remainder of the school year. Exceptions will be made for operators 
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Personal/private business and/or nonpublic activity trips shall not be approved 

nor covered by JPS and its insurance provider. Only those individuals 
possessing the appropriate license and endorsements shall be allowed to 

operate the bus. 

Only those individuals authorized by the JPS shall be transported. 

H. Critical/Blackout Days
Critical/Blackout Day Reference JP Payroll & Transportation Handbook 
Procedures

Critical Days/Black-out Days: Transportation Department 

Explanation: Critical Days/Black-Out Days references Employee Attendance 
language (GBRB). Jefferson Parish employees are allotted two personal days 
per school year. While personal leave may be used for any reason, the district 
reserves the right to designate certain days as critical to the instruction of 
students such that an employee must obtain prior approval to take personal 
leave on designated days. 

Policy/Procedure: Jefferson Parish School District hereby designates the 
following as Critical/Black-out days. An employee must obtain approval in 
advance from the Superintendent or his designee to take personal leave on any 
day designated as a Critical/Black-out day. These days include the first five 
days of the school year, the last five days of the school year, and the day before 
or after an extended break (ex: Labor Day, Fall Break, Thanksgiving Break 
Christmas Break, Martin Luther King Day, Mardi Gras Break, Spring Break, Jazz 
Fest School Days, Super Bowl and certain days during the football season 
subject to change yearly). Failure to report on Critical Black Out days will result 
in an Administrative or Special Conference. Employee pay may be docked as a 
consequence for absences during Critical Black Out Days. Employees will not be 
paid for unapproved personal leave days taken on a Critical/Black-out day. 
During March, April, and May no more than 5% of the home-based staff will be 
approved for personal leave on any given day. 

Sick Days: Sick days may only be used for personal illness or other 
emergencies, such as the illness of a close family member, and may not be used 
for personal leave. This means that an employee may not use sick leave for 
vacation. The use of sick days for reasons other than personal illness or other 
emergencies may be considered payroll fraud for which the District may seek 
reimbursement. Bus operators receive sick leave only and do not receive 
personal leave. 
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I. Dress Code

It is important to maintain a dress code because we provide a professional service to our 
district daily. 

Business casual: 
• Slacks or well-kept jeans. No wrinkles
• Jeans should not have holes, rips, or tears in the fabric.
• Leggings can be worn if the top is an appropriate length
• Shorts can be worn if they are close to the knee (Bermuda shorts)
• Modest Shirt, blouse (JPS Shirts can be purchased at uniform shops)
• Closed-toe shoes with a rubber sole
• All clothes must be clean and in good condition
• Sagging pants are prohibited

J. Parking

All Operators must secure parking on the side of the river that coincides with the route 
chosen. Ex. East bank route is chosen; the bus must be parked daily on the east bank 
(Emenes). West Bank route is chosen; the bus must be parked on the west bank (Peters 
Rd or 4600). 

Bus slots and lots will be assigned by the Transportation Administration. 

Operators who own their buses must adhere to this policy by clocking in 10 minutes before 
the first pick-up if they park their buses anywhere else other than a JP-owned lot. 

All Operators must clock in and out for Pre and post trips using the transportation tablet 
and UKG. 

Cars must not park near buses on any lot. 

Proper exits and entrances need to be adhered to daily. 

Idle/Dwell Time: Reference Transportation Handbook Procedures 

If the Operators sit more than 10 minutes at a location while waiting on students 
the Operator must clock out and clock back in when the students arrive to the bus. 

Ex.PM pick-up. Operator starts afternoon pre-trip, clocks in and arrives at the school 20 
minutes before dismissal. The Operator must clock out once he/she gets to the 
school. Sitting on the clock for 20 minutes is not permitted. He/She can clock in 10 
minutes before the dismissal bell. Ex. A field trip that a school invites you to attend. 

Acceptable Punch Times will be linked to the lot closest to the beginning of your 
route unless you are an outlier such as Lafitte or Grand Isle. 
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K. Route Time and Acceptable Punch Time

Guaranteed Compensation: 
1. Bus drivers' contractual pay is guaranteed to be compensated at a rate of 5 hours per day. 

Any additional hours worked beyond the guaranteed 5 hours per day will be paid 
accordingly. It is important for drivers to punch in and out accurately to ensure proper 
payment for additional hours worked.

2. Route time is derived from the VersaTrans/Traversa system and represents the actual time 
with students on your assigned route. It accurately captures the duration between the first 
pickup and the last drop-off.

3. Acceptable punch time includes the pre-trip inspection, post-trip inspection, and travel time 
from the parked location to the initial pickup, as well as from the last drop-off to the parked 
location. An extra 10 minutes is allotted for the initial AM and PM pickups to help ensure the 
driver's timely arrival at the first stop, if you are over 10 minutes you should punch out and 
punch back in.

4. Pre-Trip/ Post Inspection are part of the Acceptable Punch time and these items should not 
last for greater than 15 minutes

5. Empty Trip time: The travel time from the parked location to the first pickup and from the last 
drop-off to the parking location This term is used to describe the duration spent driving the 
bus without any passengers or students present

a. The maximum empty time will be incorporated into the acceptable punch time for 
bus drivers. It will be considered when determining the overall duration of the route.

b. Comparison with Closest Group Parking Location:

When selecting a route, if the maximum empty time exceeds the travel time from the 
closest group parking area to the initial pickup or from the last drop-off to the closest 
group parking area, adjustments will be made to the punch times. 

c. If the maximum empty time exceeds the travel time to the closest group parking

location, the punch times will be reduced by the number of minutes that exceed the 
travel time to the closest group parking area.

6. Exceeding Acceptable Punch time

a. Reason Documentation, when reporting in UKG Ready, drivers should provide a brief 
explanation or description of the circumstances that caused the delay. This could 
include unexpected traffic, road closures, mechanical issues, or any other factors 
contributing to the extended punch time.

Extracurricular Trips paid flat dollar amount. 

a. For field trips, extracurricular activities, and mid-day runs, drivers should punch in and 
punch out to accurately track their hours on the clock. These punch times should reflect 
the time spent with students, plus pre-trip/post-trip+ empty times.
b. The driver should always punch out when the post-trip inspection is complete, re. This 
ensures accurate tracking of hours on the clock and adherence to proper procedures.
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