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POLICY

Bus Drivers will comply with all State and Federal Regulations.
PROCEDURE
· Drivers must comply with Head Start Policy for maintaining a Commercial Drivers License (CDL) with passenger endorsement, and operating a bus.

· Drivers will review State and Federal Regulation and UCAN Head Start Policies and Procedures annually.

· The driver will ensure all passengers, except for Bus Monitors (Bus Classroom Aides BCA), who are assisting children, are seated and wearing seat belts and/or child restraint systems while the bus is in motion.

· The driver must stop the bus only at designated stops except in cases of emergency.

· School bus gas tanks must not be filled while students are on the bus.

· The bus driver must not leave the bus without stopping the engine and removing the keys.

· When leaving the bus for any extended length of time or parking overnight, the driver will check each seat to ensure that no one is left on the bus.

· IN case of a bus breakdown, students should never be left unattended by the driver.

· The driver should attempt to relay a message to the Manager indicating the location of the breakdown and the nature of the problem.

· Drivers must be able to pass a Department of Motor Vehicles (DMV) court driving record check, physical exam, and a pre-employment drug and alcohol screen upon conditional offer of employment and before operating a vehicle. 

· Both Bus and Type 10 Drivers will report upon conviction any tickets received while operating their personal vehicles. Any tickets received while operating company vehicles will be reported immediately to the Transportation Services Manager (TSM) and immediate supervisor.
· Drivers will be evaluated twice a year by the Transportation Services Manager (TSM).  

· Fall- Short ride along (no written evaluation unless training is needed)

· Spring- Entire day ride along (written evaluation)

· TSM will share written evaluation with drivers and:

· Copy to the driver

· Copy to the personnel file

· Transportation staff will receive new employee orientation and training.  Training will be provided prior to transportation staff providing transportation to children in the program.

· Refresher training will be provided thereafter annually.  Drivers will receive a combination of classroom instruction and behind the wheel instruction.

· Drivers will not use a bus for any purpose other than transporting students to and from school, except by special direction of the Transportation Services Manager.

· Drivers will not transport any person who is not a Head Start student, family member, or staff person.

· Drivers will use cell phone for emergency purposes only and will not use when the bus is in motion.

· Drivers will not use horns or backup beepers for the purpose of letting families know of your presence.

· Drivers will adhere closely to the established schedule. Call teachers to notify them when route schedules are delayed.

This complies with Head Start Performance Standards 1310.16 and 1310.17§1310.16 Driver qualifications.

 HYPERLINK "http://eclkc.ohs.acf.hhs.gov/hslc/Program%20Design%20and%20Management/Head%20Start%20Requirements/Head%20Start%20Requirements/1310/1310.17%20Drivers%20and%20bus%20monitor%20training.htm" 
§1310.17 Drivers and bus monitor training.

