FIELD TRIPS
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TRIP TICKET (FRONT

Special Instructions:

ORTATI

5L RIGIND AVENLE R

3 - STAY ON SITE

CLIENT: EISENHOWER HS

GROUP: EHS Boys Var F ootball

CcoNTACT: Cameron Caldwell

TOTAL PASSENGERS: 26

What route were you assigned today? Routet

ON SERVICES TRIP TICKET

LA L)

[P1909 . 820 . 7BEZ (F)909 . 820 . TBG7
DRIVER:
DATE: Saturday, June 22, 2024
TRIP: R516960
VEHICLE: ar

Did you prefip fis bus specficaly for his Fip? YES'HO
H YES, $he bus was prefdpped fom -
1o

LUNCHSTOP:  YES

Did you utiize TollRoads? YES or NO Actual Time Odometer
SIGN ON:
DROP
StopType Locaion Mame Location Address Tme Acual Time Odometer
Pk Up Riako BusYard 625 W. Rialto Ave.
StopType Locaion Mame Location Address Time Acual Time Odometer  ee noeas
Pk Up EISENHOWER HS 7:00 AM
StopType Locaion MName Location Address Tme Actual Time Odometer
Drop OFf ‘West Covina H5
RETURN
Stop Type Locaion Mame Location Address Time Actual Time Odometer _—
Pick I__Ip ‘Wzt Covina HS
StopType Locaion Name Location Address Tme Actual Time Odometer
Drop Off EISEMHOWER HS 4:00 PM
Stop Type Locaion MName Location Address Tme Actual Time Odometer
Drop OFf Riako BusYard 625 W. RigltoAve.
DRIVERS LUNCH : _______ ToO___ Actual Time Odometer
FUELED BUS: YIS OR NO SIGMN OFF:

TRIP CANCELLED :  YES OR NO
Comments/Post Trip Report

Driver Signature:

*If you need assistance after hours, please text or call the after hours field trip phone at 909.586.8208. Please leave a

message if no one answers.

Panted On: T/ia a0ns

Page:1at 1



TRIP TICKET (BACK

Rialto Unified School District
Transportation Services
Activity Trip
EC 39831.5 (4) "Prior to departure on a school activity trip, all pupils riding on school bus or SPAB shall receive safety

instruction which includes, but is not limited to, location and use of the emergency equipment”

Hi. My name is . I'll be your bus driver today. Before we depart on your activity
trip, please be aware of the following:

e You must ALWAYS remain seated and facing forward while the bus is in motion. Keep hands, feet and
other objects to yourself. Not doing so can result in injury.

e Please refrain from yelling and screaming. Talk quietly so | can drive safely and hear emergency
vehicles.

e There is NO eating or drinking on the bus.

ALWAYS follow directions from your teachers, chaperones and myself. Our primary concern is your
safety.

e The school bus is an extension of the classroom. The teachers and chaperones are to maintain
appropriate conduct of the students and themselves.

Chaperones please make sure to assist in monitoring all students on the bus and redirect any poor
behavior. Chaperones should sit in a seat that provides quick accessibility to students in the rear of the
bus. | request that there is a chaperone/teacher/coach sitting next to the center Emergency Exit Door.

Please take all trash and belongings when exiting the bus. The bus driver is not responsible for any lost
or damaged items left on the bus.

In the case of an emergency, please be aware:

® The emergency exits are (point to emergency exits).
e The first aid kit is (point to the location of the first aid kit).

o The fire extinguisher is (point to the fire extinguisher(s) and explain how to operate it).

e The parking brake is (point to the parking brake and explain how to operate it).

e The two way radio that will allow you to contact transportation is (point to the radio and explain how
to operate it).

e If there is a need to evacuate the bus, please make sure to get a safe distance away from the bus in a
safe direction. In an emergency, a safe distance away is about 100 feet or equivalent to 25 paces or 50
steps away from the bus.

e If you're seated next to an emergency exit, you will need to assist other students in safely exiting.

Before we depart, are there any questions? (Allow for questions)

Thank you for your full cooperation. Please remember to follow all directions. | hope you enjoy your trip!

Driver's Signature Date

Teacher/Chaperone's Signature Date

Duration of Speech Trip #




TRIP REFUSAL FORM
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TRIP LIST FORM

A TRIP LIST 2026-2027

l, , wish to be added or re-instated

to the trip list, | understand that my accumulated hours will be adjusted
accordingly, including the weekend trips.

=gy

Siegnature Cate

&0 TRIP LIST 2026-2027
k—-—.*

| _RIALTO b , wish to be added or re-instated
N Lo

Hi“t—-’j to the trip list. | understand that my accumulated hours will be adjusted
accardingly, including the weekend trips.

SiEnature Date

b--ﬁ-@- TRIP LIST 2026-2027
\ RIALTG o, , wish to be added or re-instated
\‘:lﬁrx_”f to the trip list, | understand that my accumulated hours will be adjusted
accordingly, including the weekend trips.

SiEnature Date



MISSING TRIP TICKET

MISSING|TRIP TICKET

DRIVER: DATE OF TRIP:
DETAILS:

ziness daiby. If 3 driver returns atter

complete and return their papenwod

MISSING | TRIP TICKET

DRIVER: DATE OF TRIP:
DETAILS:

MISSING | TRIP TICKET

DRIVER: DATE OF TRIP:
DETAILS:




INCOMPLETE TRIP TICKET

INCOMPLETE TRIP TICKET

DRIVER:
DATE OF TRIP: TRIP NUMBER:
DETAILS:

The attached trip ticket was not completed. |t is extremely important every trip ticket is filled
out accurately AND completely. School sites rely on us to hill appropriately.
complete filling out the trip ticket and resubmit to the Transportation Services Office

by the end of the day.

Thank you.

. —
= T

it L

INCOMPLETE TRIP TICKET

DRIVER:
DATE OF TRIP: TRIP NUMBER:

DETAILS:

The attached trip ticket was not completed. [t is extremely important every trip ticket is filled
out accurately AMD completely. School sites rely on us to bill appropriately

omplete filling out the trip ticket and resubmit to the Transpartation Services Office
by the end of the day.

Thank yau.
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EXAMPLE 1

_— -

Special Instructions

RUSD TRANSPORTATION SERVICES TRIP TICKET

RIALTO ™ 625 West Rialto Avenue Rialto, CA 92376 (P) 909 . 820 . 7862 (F) 909 . 820 . 7867

E )
CLIENT: RIALTO MS DATE: Tuesday, May 14, 2024
TRIP: e
GROUP:  MS Sports Trip Rs‘””' pat . Py
VEHICLE: TBA ori7 | 71211
CONTACT: Troy Holland D you pretnp Tes bus specifically for this trp? YESING
> ] Ytj ™o bug |ﬁ from -
H 10 \ l 2
TOTAL PASSENGERS: 54
LUNCH STOP: FALSE
What route were you assigned today? Routenr Actual Time Odometer
Did you utilize Toll Roads? YES or NO SIGN ON: } 53 ':t
DROP ﬂ
Stop Type Location Name Location Address Time ‘1 Actual Time Odometer
Pick U Rialto Bus Yard 625 W. Rialto Ave, J .y ‘
ick Up u i ve A4 n \6 5 2 L,th
stopType  Location Name Location Address Time '§,) Actual Time  Odometet PASSEISaRs
Pick Up RIALTO MS 12:30 PM 12:%0 53 w35 12X 2: *
Stop Type Location Name Location Address Time Actual Time Odometer

Drop Off Woodcrest Christian School

18401 Van Buren Bivd ‘ . 3 D = 32

stop Type  Location Name Location Address Time Acual Time  Odometer
DropOff  Rialto Bus Yard 625 W. Rialto Ave. T.%0 53]
RETURN
Stop Type Location Name Location Address Time Actual Time Odometer
Pick Up Rialto Bus Yard 625 W. Rialto Ave, L)‘ %‘D 5 ' q Zg
StopType  Location Name Location Address Time Adual Time  Odometer FABSEICER
Pick Up Woodcrest Christian School 4
t J = " . -~
18401 Van Buren Bivd AN 5 60 4 Sl 17
o g S e TN . {Ar ..
Stop Type Location Name | Location Address Time J) Actual Tm_1e Odometer S{, V’b
DropOff  RIALTO MS §( A~ 8:30 PM 1000 38 G
Stop Type Location Name Location Address Time Actual Time Odometer
Drop Off Rialto Bus Yard 625 W. Rialto Ave, l m[ < _3 m , '
. Y
orwen's one 5, U Tom Actual Time Odometer
funeo pus: | vis/ ok NO SIGN OFF: )
TRIP CANCELLED :  YES OR 3 [V

Comments/Post Trip Report: \J;.’,’\u i bus 4229 | Lhiavn in baasH ALY M /u_(gi,u,ﬁ,)
) ¥ MA } . | IA( }(‘ ‘t - | 7 ’
Driver Signature: 'L/H >} / ' [ =3

\
*H you need assistance after hours, please text or call the after hours field trip phone ot 909.586.8208. Please leave .1/ /

f
- /’
message if no one answers. 5. LN/

16 7 LIS - Bamg

Fretod On V112004

ENTERED MAY 23 204 |+ S



EXAMPLE 1

Rialto Unified School District
Transportation Services
Activity Trip

EC 39831.5 (4] “Prior to departure on a school octivity trip, all puplis riding on school bus or SPAR shall recelve safety

instruction which includes, but is not limited to, location and wse of the emergency eguipment”

Hi. My name is L*:-ﬂ i F"iﬂtj 'l be your bus driver today. Before we depart on your activity
trip, please be aware of the following:

& You must ALWAYS remain seated and facing forward while the bus is in motion. Keep hands, feet and
other objects to yourself. Not doing so can result in injury,

» Please refrain from yelling and screaming. Talk quiethy so | can drive safely and hear emergency vehicles.

« There is NO eating or drinking on the bus

+ ALWAYS follow directions from your teachers, chaperones and myself. Qur primary concern is your
safety.

+ The school bus is an extension of the classroom. The teachers and chaperones are to malntain
approgriate conduct of the students and themsehves.

» Chaperones please make sure 1o assist in monitoring all students on the bus and redirect any poor
behavior. Chaperones should sit in a seat that provides quick accessibility to students in the rear of the
bus. | requast that there is a chaperone/teacher/coach sitting next to the center Emergency Exit Door.

» Please take all trash and belongings when exiting the bus, The bus driver s not responsible for any lost
or damaged items left on the bus.

In the case of an emergency, pleass be aware:

* The emergency exits are (point to emergency exiis).
& The first aid kit is (point to the location of the firsk aid kit).

# The fire extinguisher is [point to the fire extinguisher|s) and explain how to aperate it),
# The parking brake is (point to the parking brake and explain how to operate it).
= The two way radio that will allow you 1o contact transportation is {point to the radio and explain how 1o

operate it).

# If there is a need to evacuate the bus, please make sure to get a safe distance away from the bus ina
safe direction. In an emergency, a safe distance away is about 100 feet or equivalent to 25 paces or 50
steps away from the bus,

& If you're seated next to an emergency exit, you will need to assist other students in safely exiting.

Before we depart, are there any questions? {Allow for questions)

Thank you for your full malperatm-n. Please remember to follow all directions. | hope you enjoy your trip!
.-’"I

| -5 ’ - L k
Driver's Signature e A —— Jli-f-_h_r" - Date %_ibﬁr-lldj_;{: k l‘
f

‘-'_‘-; - _-‘: -
Teacher/Chaperone's Siy\/ature MW“C‘: e Date

. L - ) | ) -
Duration of Speech Q‘L‘Jw Trips £S5 {[}‘@ﬁﬂ({l




EXAMPLE 2

Special Instructions

RUSD TRANSPORTATION SERVICES TRIP TICKET

625 West Rialto Avenue Rialto, CA92376 (P)S09.820.7862 (F)909.820. 7867

RIALTO
> DRIVER: HERD, D
CLENT:  Bemis ES DATE: Friday, May 3, 2024
TRIP: R516489

GROUP: Bemis Step Up
VEHICLE: 243 o

CONTACT: AMANDA LEYVA, MARIA Did you prairio Shis bus specfically ko this tHp? YE
) HYES., mc b pretnpped Ivom
A0A. W30 2\ ¢ it
TOTAL PASSENGERS: 100
LUNCH STOP: FALSE

What route were you assigned today? Roulﬂw
Did you utilize Toll Roads? YES or @ Actual Time  QOdometer

SIGN ON: 8!5 é”éﬁ{
DROP
Stop Type Location Name Location Address Iime Actual Time
Pick Up Rialto Bus Yard 625 W. Rialto Ave g { 5
Stop Type Location Name Location Address Time Actual Time PASSENSIRS
Pick Up Bemis ES 8:30 AM @ 3{ 2 6
Stop Type Location Name Location Address Time Actual Time
D;op Off Mt San Antonio College ; ; ; 2 I : Z
RETURN

Location AGATess lme Actual Time

Stop Type  Location Name Location Addr Tin AdualTime  Qdometer . .
Pick Up Nt San Antonio College
StopType  Location Name ion Addr Iime Actual Time
DropOff  Bemis ES 12:45 PM I QQ CQ_{QD_
Stop Type Location Name Location Address Time Actual Time Odometer

Drop Off Rialto Bus Yard 625 W. Rialto Ave. ( @ 8 I ‘Z :2 2 .
DRIVER'S LUNCH ; % D Actual Time  Odometer

FUELEDBUS:  YES OR (MO ) SIGN OFF: I 50 M

TRIP CANCEWED:  YES OR @

Comments/Post Trip Report: wf\ M (QJ (0‘702 "_’9—‘ (c%L

N\

—A T2 _ g

s 1
*If you need adsistance after hoti, please text or call the after hours field trip phone at 909.586.8208 Pw’m-hg{\}

message if no one answers, ENTERED MAY | 5 20267 E\)
67 8%,

Printed On 12024




EXAMPLE 2

Rialte Unified School District
Transportation Services
Activity Trip
FC 39831.5 /4 chool activity trip, all pupils riding on school bus or SPAB shall receive safety

Instructian whlc ited o, locotion and wse of the emergency eguipment

Hi. My name is . I'll be your bus driver today. Before we depart on your activity

trip, please be aware of the following:

» You must ALWAYS remain seated and facing forward while the bus is in motion, Keep hands, feet and
other objects to yourself. Not doing so can result ininjury.

» Please refrain from yelling and screaming. Talk quietly so | can drive safely and hear emergency
vehicles.

s There is no eating or drinking on the bus.

» ALWAYS follow directions from your teachers, chaperones and myself. Our primary concern is your
safety.

# The school bus is an extension of the classroom. The teachers and chaperones are Lo maintain
appropriate conduct of the students and themse|ves.

+ Chaperones please make sure to assist in monitoring all students on the bus and redirect any poor
behavior. Chaperones should sit in a seat that provides quick accessibility to students in the rear of the
bus. | request that there is a chaperone/teacher/coach sitting next to the center Emergency Exit Door.,

s Please take all trash and belongings when exiting the bus. The bus driver is not responsible for any lost
or damaged [tems left on the bus.

In the case of an emergency, please be aware:
* The emergency exits are (point Lo emergency exits).
& The first aid kit is {point to the location of the first aid kit).
# The fire extinguisher is [point to the fire extinguisher(s) and explain how to operate it).
» The parking brake is (point to the parking brake and explain how to operate it),
« The two way radio that will allow you to contact transportation is (point to the radic and explain how
to operate it).

# If there is a need to evacuate the bus, please make sure to get a safe distance away from the bus in a
safie direction, In an emergency, a safe distance away is about 100 feet or equivalent to 25 paces or 50
steps away from the bus.

» If you're seated next to an emergency exit, you will need to assist other students in safely exiting.

Before we depart, are thebe any questions? {Allow for questions)

Thank you far your fulic operation, se regs mber to follow all directions. | hope you enjoy your trip!

Driver's Sig.nalu?v | ﬁfﬁ’ k/ .r'= _ Date Cﬁ'. JM
Teathmfthapd—né S.t,gnalure B ﬁ'ﬁ“ "':"Q“' / Datm
Duration of Speech 5 Mﬁ' Trip #Cﬁ?m‘?




EXAMPLE 3

Special Instructions:

M/RIALTO RUSD TRANSPORTATION SERVICES TRIP TICKET

625 West Rialto Avenue Rialto, CA 92376 (P) 909 .820. 7862 (F) 909 .820.7867

~ =
i~ onve: LouRNOr,

CLIENT:  JEHUE MSRIALTO MS DATE: Wednesday, March 6, 2024
Expanded Learning Programs TRIP:
GROUP: Trip Rot6482
VEHICLE: 232 or
. Jailene Pani [vd you pretrip this bug specificaly for this trip? YE@
CONTACT: i s If YES. the bue was pretrigped fom
_to
TOTAL PASSENGERS: 55
LUNCH STOP: FALSE
What route were you assigned today? 3 28 Actual [im Odometer
Did you utilize Toll Roads? YES or 2 No:\ SIGN ON: 522 £ a
DROP
Stop Type Location Name Location Address Time Actual Time  Odometer
o - 3 5 \ v
T ez e [00 <294
Stop Type Location Name Location Address Time Actual Time Odometer PASSENOERS
Pick Up JEHUE MS 1:1SPM > )
RIALTO MS 1:30PM 113 S2548 B
Stop Type Location Name Location Address Time Actual Time Qdometer
Drop Off FRISBIE MS z‘) 0 U ﬁ&
Sto| ¢ Location Name \@T\QM"Q" Address Time Actual Time Qdometer
DropOff  RiskeBus¥ard N') 535 W-RimttoAve 2 lé $29s8
RETURN £
Stop Type Location Name Location Address Time Actyal Time Odometer
Pick Up Rialto Bus Yard 625 W. Rizlto Ave. g/‘{ 52‘? G 8
Stop Type Location Name Location Address Time Actual Time QOdometer PASHENOLAS
Pick Up FRISBIE MS [/ /5 <2927 33
Stop Type Locati Location Address Time Actual Time dometer
Drop Off JEHUE MS 5:15 PM
RIALTO MS 5:30 PM UsSx s277
Stop Type Location Name Location Address Time Actual Time Odometer
Drop Off Rialto Bus Yard 625 W. Rialto Ave. 6‘00 § 2.01 ] &

DRIVIR'S LUNCH : ™. Actual Ti Qdometer
FUELEDBUS: YES OR WNO / SIGN OFF: S

TRIP CANCELLED: YIS OR \
Comments/Post Trip - |

7 T 7

4 —
c \NlJ N\ J ~7
R IO

Driver Signature:

~
*If you need assistance after hours, please text or Eﬁ}lbéﬁ% hours fled :réﬁfhone at 909,586.8208. Please leaveé » © Yo
message if no one answers. MAR 1 24 _ J b e



EXAMPLE 3

Printed On Va0 Page 1011

Rialto Unified School District
Transportation Services
Activity Trip

EC 39831.5 (4) "Prior to deporture on a school activity trip, all puplls riding on school bus or SPAB shall receive safety
instruction which ipcludes, but is not imited to, location and use of the emergency equipment”

nag - \
Hi. My nameis || ‘_61 —F( (/ : _. I'll be your bus driver today. Before we depart on your activity
trip, please be aware of the following:

« You must ALWAYS remain seated and facing forward while the bus is in motion. Keep hands, feet and
other objects to yourself, Not doing so can result in injury.,

o Please refrain from yelling and screaming. Talk quietly so | can drive safely and hear emergency vehicles.

« There is NO eating or drinking on the bus,

« ALWAYS follow directions from your teachers, chaperones and myself. Our primary concern is your
safety.

o The school bus is an extension of the classroom. The teachers and chaperones are to maintain
appropriate conduct of the students and themselves.

« Chaperones please make sure to assist in monitoring all students on the bus and redirect any poor
behavior. Chaperones should sit in a seat that provides quick accessibility to students in the rear of the
bus. | request that there is a chaperone/teacher/coach sitting next to the center Emergency Exit Door.

o Please take all trash and belongings when exiting the bus. The bus driver is not responsible for any lost
or damaged items left on the bus.

In the case of an emergency, please be aware:

o The first aid kit is (point to the location of the first aid kit).

« The fire extinguisher is (point to the fire extinguisher{s) and explain how to operate it).
« The parking brake Is (point to the parking brake and explain how to operate it).

« The two way radio that will allow you to contact transportation is (point to the radio and explain how to
operate t).

« If there is a need to evacuate the bus, please make sure to get a safe distance away from the bus in a
safe direction. In an emergency, a safe distance away is about 100 feet or equivalent to 25 paces or 50
steps away from the bus.

o If you're seated next to an emergency exit, you will need to assist other students in safely exiting.

Before we depart, are meu]n any questions? (Allow for questions)
A

Thank you for your full cogpefation. Pgase remember to follow all directions. | hope you enjoy your trip!

Driver's Signature \_/(_/.- — ( Date 0?7’060’7‘{

Teacher/Chaperone's Signature _Zes 77 { Date C’ 4 L’@ i Z‘[

Duration of Speech 3 M)WT'QS//LM/NU% Trip # 47(5 C{OZ



EXAMPLE 4

RUSD TRANSPORTATION SERVICES TRIP TICKET

{_RIALTO " 625 West Rialto Avenue Rialto, CA 92376 (P) 909 .820. 7862 (F) 909 . 820 . 7867
I‘i.r 7 DROP AND RETURN
DRIVER: SILVA A
CLIENT: Eisenhower HS DATE: Tuesday, April 2, 2024
TRIP:
GROUP: EHS Boys Var Volleyball s
CONTACT: Giselle Ponce Did you pretrip this bus specificaly for s tip? YESNG )
a g I YES, the bus was pretnpped from !
. © -
TOTAL PASSENGERS: 37
LUNCH STOP: TRUE
False
What route were you assigned today? Routes# 4\ Actual Time  Odometer
Did you utilize Toll Roads? YES o SIGN ON: L3¢ L0
DROP Vg Mac |
stopType  Llocation Name mm:im.ﬂm Time Acual Time  QOdometer
Pick Up Rialto Bus Yard 625 W. Rialto Ave. ﬂ % 3 : 2 2]29
Stop Type Location Name Location Address Time Actual Time Qdometer T
Pick Up Eisenhower HS 2:40 PM 2:40 A2°1%3 y 4
stopType  Location Namg ion Addr Iime ActualTime  QOdometer
Drop Off Rialto HS
: 2 "
StopType  Location Name Location Address Time Actual Time  Odometer
DropOff  Riske-Beusierd— 625 W. Rialto Ave. 3 3¢ 32795
RETURN
Stop Type Location Name Location Address Time Actual Time Qdometer
Pick Up Rialto Bus Yard 625 W. Rialto Ave voo U800
stop Type Location Name Location Address Time Actual Time Odometer PASSENGEIRS
Pick Up Rialto HS
% 30 3280% |y
top Type aty am Location Address Lime Actual Time  Odometer
Drop Off Eisenhower HS 00 RV 9" HR mw
Stop Type Location Name ation Addres Time Actual Time Qdometer
DropOff  Rialto Bus Yard 625 W. Rialto Ave w05 32804
DRIVER'S LUNOH : L1 Actual Time  Odometer
FUELEDBUS: fES{ OR  NO SIGN OFF: i\S 32804q
TP CANCELLED > i or 4G
Cgmments/Post Trip Report: . -
‘% / s 'Etcx”l.) IDunu-‘q Lot God e Wy Closef avriged ot
3 had by 8 civde around” pal B¢ W)
Driver Signature: @}'Vg, /4, %) \}\\;}\ p /
- / N\ ~ A
*If you neod assistance after hours, please text or call the after hours field trip phone at 909.586 S)q:-) ‘Wf-“l';l} IP.{J{('J v
message If no one answers A L —/ ot

ENTERED APR g 9 2024



EXAMPLE 4

Printed On 8/1/2004 Page: 1041

Rialto Unified School District
Transportation Services
Activity Trip

EC 39831.5 (4] "Prior to departure on @ school activity trip, all pupils nding school bus or SPAB shall receive safety

tructic but 15 not limited to, location and use of the emergency equipment

Hi. My name is \\0\ &\\\W\ . I'll be your bus driver today. Before we depart on your activity
trip, please be aware of the following:

e You must ALWAYS remaln seated and facing forward while the bus is in motion. Keep hands, feet and
other objects to yourself, Not doing so can result in injury.

Please refrain from yelling and screaming. Talk quietly so | can drive safely and hear emergency vehicles.

There is NO eating or drinking on the bus.

« ALWAYS follow directions from your teachers, chaperones and myself. Our primary concern is your
safety.

The school bus is an extension of the classroom. The teachers and chaperones are to maintain
appropriate conduct of the students and themselves.

o Chaperones please make sure to assist in monitoring all students on the bus and redirect any poor
behavior. Chaperones should sit In a seat that provides quick accessibility to students in the rear of the
bus. | request that there is a chaperone/teacher/coach sitting next to the center Emergency Exit Door.

o Please take all trash and belongings when exiting the bus. The bus driver is not responsible for any lost
or damaged items left on the bus.

In the case of an emergency, please be aware:
* The emergency exits are (point to emergency exits).
o The first aid kit is {point to the location of the first aid kit).

o The fire extinguisher is (point to the fire extinguisher(s) and explain how to operate it).
The parking brake is (point to the parking brake and explain how to operate it).

o The two way radio that will allow you to contact transportation is (point to the radio and explain how to
operate it).

o If there is a need to evacuate the bus, please make sure to get a safe distance away from the busin a
safe direction. In an emergency, a safe distance away is about 100 feet or equivalent to 25 paces or 50
steps away from the bus.

¢ If you're seated next to an emergency exit, you will need to assist other students in safely exiting.

Before we depart, are there questions? (Allow for questions)

Thank you for your full co,fperahon Pleas& rememb}r to tol,o( all directions. | hope you enjoy your trip!
l

Driver’s Signature - /l/]/ \J(k /\ /) /Z/ (/U Date Y-2-2¢
Teacher/Chaperone's Signature 56\_ Date H° 2" 24

Duration of Speech /L il L 05 Trip# WS\WoSH




EXAMPLE 5

RUSD TRANSPORTATION SERVICES TRIP TICKET

625 West Rialto Avenue Rialto, CA92376 (P)909.820, 7862 (F) 909, 820 . 7867

PRIALTO
\‘. -:‘ Z'.
) STAY QN SIE DRIVER: CURTIS, M
CUENT:  RIALTO HS DATE: Monday, April 8, 2024
TRIP:
GROUP:  Rialto High Site Discretionary RE16733
VEHICLE: 224 o
CONTACT: Michelle Howell Okt you pretrip this bus speciically for this trp? YE@

¥ YES, he bus was pretripped from
- ©0 :

TOTAL PASSENGERS: 72
LUNCH STOP: FALSE

Actual Time Qdometer

What route were you assigned today? R # .'}[1
ENOS
PIeNon &&Q’.

Did you utilize Toll Roads? YES or

DROP

StopType  Location Name Location Address Time

PickUp  -hiooBustard(a VED 625 W. Riatto Ave. &&

StopType  Location Name Location Address Time Actual Time

Pick Up RIALTO HS 9:00 AM ’

Stop Type Location Name Location Address Time Actual Time Odometer
Drop Off Prospect Park, Redlands : ? —
RETURN

Actual Time Qdometer

StopType  Location Name tion Addr Time o "
L
Pick Up Prospect Park, Reclanas : S \ !‘

Stop Type Location Name Location Address Time Actual Time Odometer
Drop Off RIALTO HS 2:45PM : S . g SD !
Stop Type Location Name % E Location Address Time Actual Time Qdometer

Drop Off Rt BUs Yard~ YN 625 W. Rialto Ave.

oaver's tune : INNES To \\DDY ITime  Odometer
FUELEDBUS: YES OR (NO SIGN OFF: . QI ﬁj

TRIP CANCELLED :  YES OR

Comments/Post Trip Report:
Driver Signature: m;}',f //L / / 22 1[*

LR A . ;3 |
*If you need assistance aft ours, please text or call the after hours field fMp-phane at 909.586.8208, Please leave a /

/
message if no one answers. 1 s
P ol

:\ N
Saaiss v RECEIVED APR1? 202{1 5~ U QY’ o'



EXAMPLE 5

Rialta Unified School District
Transportation Services
Activity Trip

EC 39831.5 (4] “Prior to departure on a school activity trip, all pupils riding on school bus or SPAB shall receive sofety
instruction which includes, bur?n-:—r limited to, location and use of the emergency equipment”

Hi. My name is . 'l be your bus driver today. Before we depart on your activity

trip, please be aware of the following:

& You must ALWAYS remain seated and facing forward while the bus is in mation. Keep hands, feet and
other objects to yourself. Not doing so can result in injury.

# Please refrain from yelling and screaming. Talk quietly so | can drive safely and hear emergency
vehicles.

& There is no eating or drinking on the bus.

« ALWAYS follow directions from your teachers, chaperones and myself. Our primary concern is your
safety.

s The school bus is an extension of the classroom. The teachers and chaperones are to maintain
appropriate conduct of the students and themzselves.

« Chaperones please make sure to assist in monitoring all students on the bus and redirect any poor
behavior. Chaperones should sit in a seat that provides quick accessibility to students in the rear of the
bus. | request that there is a chaperone/teacher/coach sitting next to the center Emergency Exit Doar.

» Please take all trash and belongings when exiting the bus. The bus driver is not responsible for any lost
or damaged items left on the bus.

In the case of an emergency, please be aware;
* The emergency exits are (point 1o emergency exits).
# The first aid kit is (point to the location of the first aid kit).
# The fire extinguisher is (point to the fire extinguisher(s) and explain how to operate it),
= The parking brake is (point to the parking brake and explain how to operate it).
» The two way radio that will allow you to contact transportation is (point to the radio and explain how
to operate it).
« If there is a need to evacuate the bus, please make sure to get a safe distance away from the bus in a

safe direction. In an emergency, a safe distance away is about 100 feet or equivalent to 25 paces or 50
steps away from the bus,

» If you're seated next to an emergency exit, you will need to assist other students in safely exiting.

Before we depart, are there any guestions? (allow for questions)

lease rE?‘?nb:-rr to foll 'faI‘IJdl/recliuns. I hope you enjoy your trip!
= i .9
= 7 - S Date »_;r'i {'j S
= Date U Y [ 14

Teacher/Chaperone's Sigidture ___ ™1 " " -If H
Tipe £H\ 722

Thank you for your full ¢

Diriver's Signature

Duration of Speech ;,‘}i_




HOURS OF
SERVICE



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

HOURS OF SERVICE

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

IT 1S 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

16 HOURS IS THE MOST YOU CAN WORK IN A DAY

EXAMPLE 1:

* |If adriver signed on at 10:00 AM on Monday, 7/27/2026,
at what time would they break hours of service?

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

1:00 AM
12:00 AM 2:00 AM
11:00 PM
40
Finger
Rule

ANSWER: 2:00 am

BONUS QUESTION: WHAT IS THE NEXT EARLIEST TIME THE
DRIVER CAN SIGN ON? 10:00 AM




FOUR FINGER RULE

16 HOURS IS THE MOST YOU CAN WORK IN A DAY

EXAMPLE 2:

* If adriver signed on at 5:00 PM on Saturday, 9/19/2026,
at what time would they break hours of service?

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

8:00 AM
7:00 AM 9:00 AM
6:00 AM
4.
Finger
Rule

ANSWER: 9:00 am

BONUS QUESTION: WHAT IS THE NEXT EARLIEST TIME THE
DRIVER CAN SIGN ON? 5:00 PM




FOUR FINGER RULE

16 HOURS IS THE MOST YOU CAN WORK IN A DAY

EXAMPLE 3:

* If adriver signed on at 1:00 AM on HOLIDAY, 12/25/2026,
at what time would they break hours of service?

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

4:00 PM
3:00 PM 5:00 PM
2:00 PM
4.
Finger
Rule

ANSWER: 5:00 pm

BONUS QUESTION: WHAT IS THE NEXT EARLIEST TIME THE
DRIVER CAN SIGN ON? 1:00 AM




FOUR FINGER RULE

16 HOURS IS THE MOST YOU CAN WORK IN A DAY

EXAMPLE 4:

» If adriver 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?

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

6:00 PM
5:00 PM 7:00 PM
4:00 PM
4.
Finger
Rule

ANSWER: 7:00 pm

BONUS QUESTION: WHAT IS THE NEXT EARLIEST TIME THE
DRIVER CAN SIGN ON? 3:00 AM
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HOW ARE TRIPS ASSIGNED?

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

School Bus Route
# Drivers Hire Date
1 Herd, Devon 12104102
2 JHall, llka (1) 11/30/04
3 1Briseno, Marielos 02722105
4 |Herd, Kijana (1) 10/27105
5 JRios, Liana (2) 10/27105
6 JAguilar, Juana (1) 08/26/06
7 |Stephenson, Eric (2) 08/28/06
8 Villanueva, Irma 07724108
9 JAguila, Tina 12/01/09
10 |Garfias, Alma 09/0910
11 Villa, Matilde 09/2310
12 |Findlay, Inthia 111314
13 JAlcaraz, Luz 1111915
14 | Sheppard, Cynthia 0272516
15 |Flournoy, Venita 0472116
16 |Magana, Stacy 08/0TAT
17 JVelasco, Josephine 11/26/18
18 JCurtis, Myisha (1) 08/0519
19 JGuerra, Carol | 3) 08/0519
20 JCampos, Elizabeth (4) 08/0519
21 |Gomez, Maria (1) 03/2320
22 |Valenica, Josie (2) 03/23720
23 JAlizzi, Letitia 05/26/21
24 |Covington, Renee 11715721
25 |Sandoval, Jocelin 0972022
26  JHuesca-Turcios, Rachel 01110723
27 ]Silva, Amalia (2) 12011723
28 [Cartagena, Evelyn (3) 12411723
29 JGuzman, Rocio (1) 05/01724
30 JLeon, Melissa(2) 05/01/24
3 JAcosta, Antonio 0705724
32 JRamon, Yesenia 03704725
33 [Martinez, Beatris DB/08R5
34 JLopez, Cassandra 02/03/26
35 JCordero, Diana 0270526




HOW ARE TRIPS ASSIGNED?

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

2025 - 2026 DRIVER'S ACCUMULATED HOURS

DRIYER INFO YEEK OF 62026

T e
AT TUES | WED THUR HOURS SAT
ECartagenaPal1d R m“ eratz| 14 3.75 2eaird] 14

Magana 26014 zzs| 15 i errae] a4 s8] = 245 1

217 | 277 304 15 eratal 14 o 1] zssma| 1y

erevz | 2Temz | 32 275 esota] 14 zes| zes ee5ztd| 14

erie | 2T .25 eraztd| 14 1.5 1| zsewa] 15

C.Shevcard |14 BT | 27T 104 4.25 zeiwe 14 4.75 eoh 1] 14

Sarfiaz, Alma A.Garfiar 15 26 1 eeettd] 1o esh 1) 19
LFiia: 15 82 282 1 4.5 eshwz] 19

Aguila, Tina | Litauils i Fi - £ 1| 27 1 - 287 15
1z BTN 275 4 i eezwal 14 3 = zetira] 14

15 2791 zratw 14 375 a.25 zeta) 14

14 | zszEe zrazid 14 45 zetira] 14

| zesEed w5l =75 4 LB R 25 275 2Tz 1§

Cordera, 0 DL Corderg 1 zHd 34d Tt ETEL L E ze7a0d| 14
FuGuzman ] BTIE H sl 3 i zez30a] 15 5 zs73d| 15

1z EaEL] 4.25 115 i zrrwe] 1 as| = d 53 1

] ETM | 271004 4.25 a5z 14 HEEE i | = 15

14 | eTdzed | 2T 04 275 _ arrie 14 -:- 11- i zszie| 15

Villanueva, rma 1 zrazid | 27e 304 3 1| szl 1 zra3rd| 15
14 20 | 2em 104 B eezivd] 14 g 3 zapzv 44

1z ze03d| 28830 _ zeozi| 4 3 IR EET R

1 a0 200 14 290 14

1 EaET] 2eized 14 3750 5 2ontiz) 14

1 275 3 278 14 x5 35 IR ETET R

LHall 1 T 4.25 eentral 14 1 | zatwa] 15

Stephenson, Eric EStechenson |14 BTz | 2TT AR 15, i zeziz| 15 zoziiz| 18
LFindla 1 2T | 27T 104 .25 erove) 14 225 £ 1| zez 15

LSandoual |14 27 276 2.5 erstz) 4 5.5 3.25 o 4] zezma| s

t.Famon 1 26612 425 dzs g 1| 28a 15| s8] 325 za53d| 15

ILYilla 1 eTotd | 27104 EX e 45 1.5 L IEEET R

Martinez, Beatris EMartinez |14 | zozzea | zex 34 zazzial 14 zezzial M

3 Summary Herd, Devon | Hall | Ybarra Brisefio Herd, Kijana | Rios | Aguilar Stephenson Wil



HOW ARE TRIPS CHARGED?

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.

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)



REMINDERS

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) | 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.




DRIVER’S LOG KEY

RIALTO UNIFIED (9%
Field &iip Dusers Log Fey

INFORMATION IS TBA

DRIVER NEEDS TO BE OFF IN THE AM OR PM

THIS TRIP NEEDS MULTIPLE BUSES: OTHER DRIVERS
WILL BE ACCOMPANYING YOU TO THE DESTINATION

THIS TRIP DOES NOT RETURN UNTIL 9PM OR LATER

THIS TRIP HAS AN APPROVED MEAL STOP

THIS TRIP HAS BEEN CONTRACTED OUT

THIS TRIP HAS A DIFFERENT DRIVER FOR THE DROP
AND RETURN

THIS IS A TRIP THAT FALLS ON A WEEKEND, HOLIDAY,
OR NON-WORK DAY.




i ‘-

DRIVER’S
PROCEDURES AND
RESPONSIBILITIES
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RIALTO UNIFIED SCHOOL DISTRICT TRANSPORTATION SERVICES
2026/2027 Field Trip Driver Procedures/Responsibilities

# District Policy and Education Policy apply to all activity/field trips. The driver shall ensure the
accompanying teachers and/or chaperones understand the procedures for handling discipline.
Teachers/chaperones are required to maintain order among the students. For students who
display unacceptable behavior and/or create an unsafe environment for other passengers, the
driver has the responsibility and authority to correct the situation. (5 CCR 14103 (a))

# Before departure on a school activity trip, all pupils riding on a school bus or school pupil
activity bus (SPAB) shall receive safety instructions. This includes, but is not limited to, the
location of emergency exits and the location and use of emergency equipment. Instruction may
also include responsibilities of passengers seated next to an emergency exit. (EC 39831.5(4)
Emergency Procedures) Upon completion of instruction, the driver will issue the emergency
information/rules form to the teacher/chaperone and REQUIRE their signature that the
instructions were issued.

# Children, family members, adults/students from our district, adults/students from other
districts, and/or additional people in general that do not have prior approval to be
transported on the bus are prohibited from riding on the school bus or school pupil activity
bus (SPAB). If transported, this becomes a liability. This can be confirmed by calling Risk
Management. If there are any problems, please notify the transportation office.

# Sports Field Trips — Only members of the team are allowed to ride the bus. Children or
relatives of the coaches or players are NOT allowed to ride the school bus. Please remind
passengers that shoes must be worn; no bare feet. Cleats are not allowed to be worn on the
bus at any time.

* Drivers are responsible for confirming the bus they are assigned to take on their trip is clean,
has the necessary seating, storage (if necessary), is W/C accessible (if necessary), and is fueled
and ready to go before the trip.

® Drivers are responsible for ensuring that they have adequate directions to their trip
destination before their departure date. The transportation office will provide Thomas Guides
for mapping directions. Internet access is also available on the staff lounge and garage house

Rev. 07/26
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computers. Hours for the garage house are 7:30 AM- 4:15 PM. DO NOT USE YOUR CELL
PHONE while operating the school bus.

* [t is your responsibility as the driver to monitor your time closely while on duty; particularly
concerning field trips. If you believe a trip is going to carry you over legal limits, contact
Transportation Services during regular business hours as soon as possible. If you need
assistance after business hours, please call the field trip phone number. Transportation
Services will make arrangements to send a relief driver to complete the trip. You should call
prior to the 14™ hour depending on where your field trip is. Field Trips that require travel time
of 1 % hours or more should call by the 13™ hour.

* Hours of driving — Please be mindful of the number of hours you drive by day. If traffic is slow
and you are close to the maximum of ten (10) hours of driving in a sixteen (16) hour period,
contact dispatch immediately.

* Drivers will not leave the field trip site unless the site creates a hazardous environment for the
vehicle, the trip is assigned as a drop/return, or the driver has authorization from the
teacher/chaperone. If the teacher/chaperone gives permission to depart the field trip site, the
driver shall only leave for up to an hour. The driver must remain accessible during any time
away from the location. During extreme weather conditions, the driver is allowed to find a
shaded area or an area to park and stay warm.

* Drivers are only to transport students to the destinations on the trip sheet. If the teacher
and/or chaperone instruct you to go to a different destination other than what is listed on your
trip ticket, you MUST call the transportation office immediately. You CANNOT pull from the
site until the change in destination is approved by administration and Elementary/Secondary
Instruction.

* Drivers may use their own judgment with regard to interior lighting during a nighttime trip.
During darkness, the driver shall ensure that the interior lighting is sufficient for passengers to
enter and exit safely and whenever otherwise deemed necessary. However, at no time will a
driver allow the interior lighting to interfere with his/her vision and ability to operate the
bus safely. (13CCR1217(h))

® Drivers are responsible for communicating with the teacher and/or chaperone the time the
group will need to return to the bus so they can return to their site by the scheduled return
time. The scheduled return time is on your trip ticket. When a driver remains with the trip,
they must allow enough time so that the group will return as scheduled and the driver may do
their assigned home to school route if they are scheduled to do so. If you are doing a drop and
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return and are not the driver picking up, make sure to communicate any special instructions
that may be required to dispatch, especially if there is a different pick-up location or time
change. If the group does not show up at the scheduled depart time, the driver is to

immediately notify Transportation Services for instructions.

* Approved lunch stops for trip participants will be indicated on the trip ticket/trip log. The
decision of where and when to eat should be made by the chaperone(s) and the driver(s)
during the trip. The decision should be based on space, availability, access for the bus and
hours of service. Chaperones who want to add a meal stop during a trip MUST have the School
Administrator and Elementary or Secondary Instruction approval PRIOR to the lunch stop (if
hours of service for the driver are not violated). The transportation office MUST be notified.

* |f an out-of-town trip will carry past the driver’s lunch period, he or she may stop for lunch
while using the bus. On local trips, drivers may stop and pick up lunch, with prior approval.
Extra care should be exercised when parking the bus at an eating area or establishment. The
mileage driven to accommodate an out-of-town meal break should be kept within three (3)
miles of the destination. This mileage needs to be reflected on your trip ticket.

¢ Drivers are responsible for following convoy procedures on field trips and also for maintaining
a safe following distance. A driver, if traveling in a convoy, should stay on the same route as
the lead vehicle. The driver in the rear and front buses will be considered lead people for the
purpose of breakdowns and other problems. Radio contact will always be maintained
between buses. (VC21704. (a) The driver of any motor vehicle subject to the speed restriction
of Section 22406 (COMMERCIAL VEHICLE 55 MPH) that is operated outside of a business or
residence district shall keep the vehicle he is driving at a distance of not less than 300 feet to
the rear of any other motor vehicle subject to such speed restriction which is preceding it.)

* At the beginning of the school year, a list will be posted, and those drivers wishing to
participate shall sign up. The first trips of the school year will be assigned on a seniority basis
{as much as possible). After that, field trips will be assigned on a rotating basis to the drivers
with the least number of accumulated hours compiled weekly. This rule will be waived if the
trip interferes with the scheduling of regular home-to-school routes. The routes and buses
drivers are assigned are also taken into consideration when assigning trips. Exceptions are
made when trips are declined last minute. Our priority as office staff and drivers should
always be to provide good customer service and to safely get the students to their
destinations/events on time.

* The Transportation Specialist will ATTEMPT to keep field trip drivers’ time within ten (10) hours
of one another, as much as possible. If a field trip is set for a certain length of time, but
actually goes for a different duration, the driver will be charged with the time the trip actually
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takes. Additionally, any driver who refused the trip will be charged for the number of hours
that he/she would have received had they taken the trip.

* Trips are assigned as is, unless you are notified otherwise. This includes the bus assigned to
the trip. The bus assigned is based on passenger needs. We will change the bus should there
be a safety concern, but by accepting a trip, you are accepting the details/instructions
attached to the trip, as well as the bus assigned. If a driver refuses to use the assigned vehicle,
this will constitute a short-notice trip refusal.

® Qur goal is to have the field trip board up before closing every Thursday. If a driver is absent on
Friday and has not locked at the trip board for the following week, it will be the driver's
responsibility to call in by the close of business Friday to get their upcoming assignments. Drivers
must check the trip board DAILY to lock for changes, additions, cancellations, etc. Time does
not always allow for courtesy calls, so it is important the board gets checked daily.

* Field trips may be split in order to accommodate home-to-school routes.

* Local weekend trips up to 20 miles may be split if there is a break of 5 (five) hours and the
coach/teacher does not require the driver to stay during the entire trip. Additional
consideration will be given to academic trips that are over 20 miles. In cases where weekend
trips are posted as a split, but the coach/teacher requires the driver to stay, the driver shall
have the coach/teacher sign off on the trip sheet, and the driver shall be compensated for the
entire time. Hours of service cannot be violated.

* For trips that may cause a driver to violate the hours of service regulation, it will be at the
discretion of management to assign the trip as a drop and return or to split the trip between
two drivers (one covering the drop and the other covering the return). We will coordinate with
the site to see what their needs are. Example: Wrestling Tournaments, Disneyland trips, Magic
Mountain, etc.

* ‘Weekend and holiday trips will be assigned by seniority the first time around. After all drivers
have received their first Saturday trip, they will be assigned taking into account those drivers
with the lowest accumulated hours. While the first drivers to get their second Saturday trips
may be the lowest in hours, a third Saturday trip will not be given out to a driver until all
drivers (regardless of accumulated hours) have had/been offered their second Saturday trip. As
always, if a trip is refused with less than 24 hours' notice, it becomes an emergency trip in
which priority becomes getting the trip covered.

Rev. 07/26



Page 5

"

® Trips assigned with less than a 24 hour notice and are turned down will not count against the
drivers’ hours. Trips that are assigned to a driver with 24 hours’ notice or more will be charged
regardless if they were the original assigned driver or not.

o Example: Trip is assigned to be on Friday at 1:00 pm. You must be notified prior to 1:00
pm on Thursday.

® Drivers are responsible for giving the Transportation Specialist, Dispatcher or Management
Staff as much advanced notice as possible regarding trip refusals. We understand
emergencies arise, but please know last minute refusals lead to chaos and lead to poor
customer service. Management is requiring a minimum of 36 hours prior to trip departure to
ensure that the field trip is distributed fairly to other drivers. Anything less than that, it
becomes an “emergency” to get the trip covered. Trip refusal forms are required for all trips
that are turned down (no exceptions).

o Example: Trip is assigned to be at 8:00 AM on Wednesday. You must notify one of the
above parties in writing by the close of business on Monday.

* |f you are absent on Friday, yet are scheduled to cover a trip over the weekend, you MUST call
the Transportation Office by 12:00 PM (Noon) on Friday to let us know if you are going to cover
your weekend trip. If you do not call in by 12:00 PM, your weekend trip will be reassigned to
another driver and the time will be charged to your accumulated hours.

¢ Trips going out over recess (fall, winter, spring, summer) will not be
assigned, but will be put up for bid.

1. Asign-up sheet will be posted, along with the trips that are scheduled to go out during
the break.

2. Drivers that sign up for trips will be called in by seniority for trip selection. If there are
still trips remaining after calling all drivers once, drivers will be called again in order
from highest to lowest in seniority.

3. After all trips have been selected, a finalized trip log will be posted.

MOTE: Transportation has no control over school sites canceling trips.

® When multiple drivers are scheduled for a trip who have not already worked during the specific
recess and there is a need to cancel buses:

1. If we are notified prior to the date of the trip, seniority will be taken into consideration.
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2. If the date of the trip comes and there is a need to cancel a bus on site:
a. Seniority will be taken into consideration if the buses have not been loaded.
b. Ewery situation will be addressed differently and based on the information
provided at the time of the cancellation.

MNOTE: Priority is providing good customer service. Having students load and then unload
from a bus for anything other than safety reflects poorly on our department.

*  While all trips are typically assigned before calling all drivers on the trip sign-up list once, there
are times when we need to contact drivers a second or third time before getting all trips
assigned. In this case, if a trip comes up in which a bus needs to be canceled, and there are
multiple drivers assigned, we will look at:

1. Drivers that have not completed a trip yet.
2. Seniority

o Example: Driver A is number 55 on the seniority list and has already worked during the
recess period. Driver B is number 60 on the seniority list, but she has not worked during
the current recess period. Both are scheduled for a trip going to the Children’s Museum
on Tuesday, but the school site canceled one of the buses. While Driver A is higher in
seniority because he has already completed a trip and Driver B has not, Driver A will be
canceled.

* Drivers are responsible for ensuring that all paperwork is turned in by the close of business
daily. If the driver returns after the office is closed, it is their responsibility to complete and
return their paperwork the next business day. Paperwork must be complete and legible
before turning it in. If it is not, it will be given back for completion.

* |t is the driver’s responsibility to notify Transportation anytime they are not going to complete
an assignment for any reason.

* Drivers are responsible for cleaning and fueling the bus they use for a trip after they complete
their assignment. If a driver is unable to clean or fuel the bus used after their assignment due
to the fact that they will break hours of service, please notify Dispatch. You may need to clean
or fuel the bus the following day after your AM run.
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2026/2027 Field Trip Driver Procedures/Responsibilities
SIGNATURE PAGE

In no way will anything in this document restrict or hinder the District’s right to assign a bus and/or
driver to any trip which management believes is best and safest for the students and/or driver, or is in
the best interest of the District.

Signature Date

Print Name

*RETURN THIS PAGE TO THE TRANSPORTATION SERVICES OFFICE

Please sign and return this page to the
TRANSPORTATION SERVICES Office

Rev. 07/26
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