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Let’s Ride This Out Together!



FORMS



TRIP TICKET (FRONT)



TRIP TICKET (BACK)



TRIP REFUSAL FORM



TRIP LIST FORM



MISSING TRIP TICKET 



INCOMPLETE TRIP TICKET



TRIP TICKETS

(EXAMPLES)

https://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiny9qCqtbOAhVP82MKHTs0B0QQjRwIBw&url=https://www.etsy.com/listing/235179679/little-yellow-school-bus-student-child&bvm=bv.129759880,d.cGc&psig=AFQjCNFPoMWdfeYM70P_6bAeFUyiNMMskQ&ust=1472000141839584


EXAMPLE 1



EXAMPLE 1



EXAMPLE 2
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EXAMPLE 5



EXAMPLE 5



HOURS OF 

SERVICE
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HOURS OF SERVICE

YOU MUST BE MINDFUL OF THE 
HOURS YOU ARE ON THE CLOCK AND 
DRIVE EACH DAY. 

IT IS YOUR RESPONSIBILITY 

AS THE DRIVER TO MONITOR 

YOUR TIME CLOSELY WHILE ON 

DUTY, PARTICULARLY CONCERNING 

FIELD TRIPS. 

•YOUR WORKDAYS CANNOT EXCEED 16 HOURS

•YOU CANNOT DRIVE MORE THAN 10 HOURS 
WITHIN THOSE 16 HOURS.

ALSO, IF YOU SIGN OFF LATE, YOU MUST HAVE AN 
EIGHT (8) HOUR BREAK BEFORE YOUR HOURS RESET. 
IN THESE CASES, YOU NEED TO NOTIFY THE HOLDER OF 
THE AFTER-HOURS (TRIP) PHONE SO THEY CAN NOTIFY 
BOTH YOU AND DISPATCH OF YOUR SIGN-ON TIME IN 
THE MORNING.



FOUR FINGER RULE

(SEE NEXT PAGE 

FOR EXAMPLES)



FOUR FINGER RULE

EXAMPLE 1:
• If a driver signed on at 10:00 AM on Monday, 7/27/2026, 

at what time would they break hours of service?

11:00 PM

12:00 AM

1:00 AM

2:00 AM

10:00 AM – 10:00 PM = 12 HOURS (16 HRS-12 HRS =4 FINGER RULE)

ANSWER: 2:00 AM

BONUS QUESTION: WHAT IS THE NEXT EARLIEST TIME THE 

DRIVER CAN SIGN ON? 10:00 AM

16 HOURS IS THE MOST YOU CAN WORK IN A DAY



FOUR FINGER RULE

EXAMPLE 2:
• If a driver signed on at 5:00 PM on Saturday, 9/19/2026, 

at what time would they break hours of service?

6:00 AM

7:00 AM

8:00 AM

9:00 AM

5:00 PM – 5:00 AM = 12 HOURS (16 HRS-12 HRS =4 FINGER RULE)

ANSWER: 9:00 AM

BONUS QUESTION: WHAT IS THE NEXT EARLIEST TIME THE 

DRIVER CAN SIGN ON? 5:00 PM

16 HOURS IS THE MOST YOU CAN WORK IN A DAY



FOUR FINGER RULE

EXAMPLE 3:
• If a driver signed on at 1:00 AM on HOLIDAY, 12/25/2026, 

at what time would they break hours of service?

2:00 PM

3:00 PM

4:00 PM

5:00 PM

1:00 AM – 1:00 PM = 12 HOURS (16 HRS-12 HRS =4 FINGER RULE)

ANSWER: 5:00 PM

BONUS QUESTION: WHAT IS THE NEXT EARLIEST TIME THE 

DRIVER CAN SIGN ON? 1:00 AM

16 HOURS IS THE MOST YOU CAN WORK IN A DAY



FOUR FINGER RULE

EXAMPLE 4:
• If a driver signed on at 3:00 AM on Friday, 10/16/2026, 

and they had a four-hour break in the middle of the day, 
at what time would they break hours of service?

4:00 PM

5:00 PM

6:00 PM

7:00 PM

16 HOURS IS THE MOST YOU CAN WORK IN A DAY

3:00 AM – 3:00 PM = 12 HOURS (16 HRS-12 HRS =4 FINGER RULE)

ANSWER: 7:00 PM

BONUS QUESTION: WHAT IS THE NEXT EARLIEST TIME THE 

DRIVER CAN SIGN ON? 3:00 AM



ASSIGNING 

TRIPS



HOW ARE TRIPS ASSIGNED?

1. By Seniority, until all drivers have been assigned a trip.
2. By Accumulated Hours



1. By Seniority, until all drivers have been assigned a trip.
2. By Accumulated Hours

HOW ARE TRIPS ASSIGNED?



The accumulated time one accrues is the time they 
accumulate OUTSIDE of their contracted time. Your 
accumulated hours are calculated by looking at the 
details on your trip tickets in relation to your 
contracted time.

HOW ARE TRIPS CHARGED?

QUESTION
If there are five drivers assigned to the same trip and 
they all turn in the same time on their trip tickets, do 
they all have the same accumulated hours?

ANSWER
No, they do not. (Unless they have the same 
contracted time or the trip falls on a weekend or 
holiday) NOTE: Trips over Fall Break, Winter Recess, 
Spring Break, and Summer Break do not apply.

WHY?
While all drivers turned in at the same time according 
to their trip ticket, each driver’s contracted time is 
different.



EXAMPLES

Driver A  (5) AM: 6:00-8:30AM MD: NA  PM: 2:00-4:30PM
Driver B (7)  AM: 5:30-8:30AM MD: 11-12:30PM PM: 2:00-4:30PM
Driver C (4)  AM: 6:00-8:00AM MD: NA  PM: 2:00-4:00PM
Driver D (7)  AM: 6-8:30AM      MD/PM: 11:45-4:15PM
Driver E (6)   AM: 5:45-8:45AM MD: 10:45-11:45 PM: 2:00-4:00PM

Example 1: Driver A, Driver B, and Driver D did a trip on a non-holiday 
weekday.  They both signed on at 8:00 AM and signed off at 2:00 PM.  
This trip was not a drop-and-return. What is each driver’s accumulated 
time?
Answer:     Driver A: 5.5 HOURS

Driver B: 2.5 +1.5 = 4 HOURS
Driver D: 3.25 HOURS

Example 2: Driver C and Driver E went on a trip to Knott’s Berry Farm 
on a non-holiday weekday. Driver C had to sign on 30 minutes earlier in 
the AM to pre-trip a large bus. Each driver signed on at 8:15 AM and 
signed off at 7:30 PM. What is each driver’s accumulated time?
Answer:      Driver C: .5 (pre-trip) + 5.75 + 3.5 = 9.75

Driver E: 2+2.25+3.5 = 7.75

Example 3: Driver A, B, and C went on a trip on a Saturday to 
Disneyland. Each driver signed on at 8:00 AM and signed off at 8:00 
PM. This was not a drop-and-return. What is each driver’s accumulated 
time?
Answer:      Driver A, B, and C each will be charged 12 hours and one    
Weekend/Holiday Trip (Saturday)



• ALL trip tickets MUST be filled out completely and must be 
accurate. Do not leave anything blank.

• If you had to pre-trip a bus specifically for your trip, whether it 
was right before or earlier in the day, you MUST note it on your 
trip ticket. We charge the site for your pre-trip.

• Always remember after giving your safety speech to have your 
teacher/chaperone sign your trip ticket. 

• If you take additional time for your pre-trip/post trip, you must 
account for your time by putting a reason in the comments 
field on your trip ticket.

• If you take a meal stop, note the time as well as your mileage 
used in the Comments/Post Trip Report. (Ex. 10-10:30 AM   
Mileage: 534-537) I will deduct the time from your 
accumulated hours if it is outside of your contracted time.

• You are ultimately responsible for being prepared for your 
trip. You are responsible for getting directions and finding 
locations for parking. NOTE: In some areas parking is limited 
(Beach, Los Angeles, San Diego, etc.)  Exchange numbers with 
your supervising adult and ask them to call you when they are 
30 minutes from finishing in the event you had to travel farther 
to find parking. Make notes on your trip ticket.

REMINDERS



DRIVER’S LOG KEY



DRIVER’S

PROCEDURES AND 

RESPONSIBILITIES
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Please sign and return this page to the 
TRANSPORTATION SERVICES Office



TRANSPORTATION WEBPAGE



QUESTIONS?


