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BUS DRIVER MANUAL

Bus Driver Manual

The purpose of the Driver Handbook is to provide drivers with guidelines and references to professionally transport Head Start children safely. 
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Job Duties for Bus Driver

Paperwork

· Complete thorough pre-trips (daily)

· Turn in pre-trips weekly with fuel log sheets

· Fire Extinguisher checks (monthly)

1. Check hose for cracks or blockage

2. Ensure needle is in the green

· Update routes Digitally(as changes occur)

· Update child Emergency contact forms/ folders as changes occur.

· Check & initial First Aid/Body Fluid kits (quarterly)

· Update student seating charts as changes occur

Communication

· Interact positively with children, BCA, staff, and parents
· Give verbal and written messages to teachers.

· Report any safety problems immediately to the Transportation Services Manager.
· Enjoy your job-the children and their families

Student Management 

· Work actively with children on bus, Sing songs, talk with them, and make up games to play on the bus. I.e. look for different colors, animals, cars, trucks, signs, etc. 
· Watch for children being safe on the bus. Let them know when they are doing something safe and how you appreciate them being safe.
· Help the children to be successful on the bus. Teach them the bus rules. I.e. use quiet voices, stay in their seat, keep seat belts on until told to unbuckle, etc. 

· Maintain a clean happy environment sweep bus (daily), wash outside of bus (monthly), wash inside windows as needed, etc.

· Use caution in touching children, “physical contact is unavoidable when helping to fasten seat belts”.

Loading and unloading

· Perform bus evacuations drills monthly. 

· When arriving at school check for any items or sleeping children.

· Perform in conjunction with the BCA a thorough child check at the end of each route.

Routes

· Know the location of each child’s bus stop and the time of P/U and D/O

· UCAN Head Start Buses operates on a FIXED ROUTE system with no deviation from established route even if children are missing. Any deviation needs to be cleared by the TSS.

· Never let a child off at a different stop unless you have written or verbal from the Teacher, Transportation Services Manager (TSM) in conjunction with parent or legal guardian approval

· Never let a child off of the bus to a person that is not on the Emergency contact list and has not been identified by the parent or legal guardian or picture ID

· Ask the BCA to assist you when necessary for you to back the bus.

· Work as a team with your BCA/Teacher to provide a safe enjoyable experience for the children.

· Be aware of any safety issues on and around the bus.
Safety

UCAN Head Start is sensitive to minimizing interference, it is also necessary to ensure the greatest margin of safety and protection for children. 

The following rules are applied in order to extend margins of safety for students: 
  

· Routes are designed to load and unload children on the right-hand side of the street nearest their homes. However, there may be exceptions. Also routes are designed so that buses do a minimum amount of backing up. No backing is ideal. 

· Service is curb to curb, not door to door. 

· Buses shall stop on the main traveled portion of a road only when necessary. 

· Buses are not to operate in apartment complexes or trailer parks with speed bumps and without a separate entrance and exit, also potential hazardous driveways (those requiring the bus to back up into the street) will not be used. Parents will have to bring their child out to the bus on the street. 
Bus drivers shall: 
· Detain traffic only until child is safely out of danger. 

· Never back up in a school loading/unloading zone without the assistance of another capable adult. 

· Never pass another bus in the school loading/unloading zone without the assistance of another capable adult.
· Not deviate from the fixed route unless prior approval has been obtained from the TSM 

· Not leave the bus when students are present. 

· Not use a bus for any purpose other than transporting students to and from school, except by special direction of the TSM. 

· Make sure all aisles and passageways are kept clear. 

· Not permit animals or potentially hazardous materials or objects in the bus. 

· Not fill the fuel tank while students are on the bus or while the motor is running. 

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

· Not permit signs of any kind to be attached to the outside of the bus. 

· Maintain a neat and clean appearance. 

· Not use tobacco on the bus and shall not permit passengers to us tobacco on the bus. 

· Not be under the influence of any alcoholic beverage or any drug likely to affect the person's ability to operate the vehicle safely while on duty or within (8) hours before going on duty to operate a bus. 

· Allow time for students to be seated and seat belts fastened before putting the bus in motion. 

· Perform a complete pre-trip inspection and fill out a pre-trip inspection form. 

· Use telephones for emergency purposes only. Think before dialing, can this wait until I'm at the school site or at home. 

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

· Not allow consumption of food (also gum) or beverages by students while aboard school buses. 

· Adhere closely to the established schedule, and call teachers and/or parents to notify them if your schedule is off. 

· Keep the bus clean on the inside and outside, well ventilated, or heated at all times. 

· See that no more occupants shall be in any bus at one time than number of seat belts provided. 

· Operate bus at all times in a safe, reasonable and prudent manner and in accordance with all state and local laws, ordinances and rules. 

· Make sure bus is not used when in an unsafe or semi-safe condition. 

· Drive with lights on at all times. 

· Make all occupants utilize the seat belts provided in each vehicle at all times. 

· Secure the bus when it is in motion and when parked. 

· Pass on any information that teachers might need about children or families that you get from parents or children. 

· Wear appropriate shoes. Open toe, loose heels, and high heels are not appropriate. 

Who to Report To?

Transportation Services Manager
The Transportation Services Manager is the immediate supervisor for all bus drivers, and is responsible for: hiring, disciplinary action, evaluations, personnel concerns, problem-solving for student management, conflicts with other employees, and policy concerns for all route drivers. 
  
General Guidelines

Driver Qualifications: 
  

· Drivers must posses or be able to obtain a valid Class B license. (Vehicle passenger endorsement, School Bus Endorsement and general knowledge tests are required.) 

· Drivers must pass the Oregon School Bus Driver physical examination and meet ongoing physical examination requirements in accordance with State and Head Start regulations. 

· Drivers must pass drug tests. 

· Drivers must pass a check of criminal and driving records by the Oregon Department of Education. 

· Drivers must posses or be able to obtain a valid Oregon School Bus Driver's Certificate. 


Driver Training: 
  

· Original Licensing Requirements 

1. A minimum of 15 hours behind-the-wheel training with a certified instructor. 

2. A Red Cross Multimedia First Aid course (or the equivalent). A valid first aid card shall be maintained at all times. 

3. Completion of the Basic Core Course for school bus drivers. 

· Renewals 

1. Ongoing classroom training is required to maintain your School Bus Driver Certificate. A minimum of 8 hours classroom training per year must be maintained. This class room training must consist of the following: 

· The Basic Core Course (or Core Refresher) must be taken every four years. 

· A valid first aid card must be renewed every three years. 

· A Defensive Driving Course must be taken every three years. 


There are a variety of courses that will help to fulfill additional classroom requirements. Classes are mandatory when assigned by Transportation Manager. 

Examples of Classroom Training courses: 

Basic Core - 8 Hours 
Basic Core Refresher - 4 Hours 
Defensive Driving Course - 8 Hours 
Advanced Courses - 

A - Laws and Liabilities - 2 Hours 
B - Special Driving Conditions - 2 Hours 
C - Exceptional Students - 3 Hours 
D - Field Trips - 2 Hours 
E - Brakes - 2 Hours 
F - Power Train - 2 Hours

Accident Prevention and Analysis - 2 Hours 
Public Relations - 2 Hours 
Advanced Pupil Management - 2 Hours 
Reference Point Driving - 4 Hours 

Drug and Alcohol Testing

Refer to the policy on Drug and Alcohol Testing for Transportation Personnel. 

Driver Evaluations

Drivers will be evaluated twice a year. Once in the Fall which is a preliminary where the Transportation Services Manager (TSM) will ride for a short time with each driver. The second will be in the Spring and the TSM will spend an entire day with each driver doing onboard and route shadowing observation. After the second ride, the TSM will write up an evaluation and go over it with each driver. The driver will get a copy and a copy will go into the personal file. 

Attitude
One of the most important qualifications to being a bus driver is an appropriate attitude. Recognizing how essential safety is in this profession, a bus driver needs to have a positive attitude toward safety. Risk-taking behind the wheel of a school bus is unacceptable. 

A bus driver must be a student. There are always new things to learn. Some things you will learn in a classroom setting and some you will learn from experience. Being open to learning will enable you to constantly improve. 

A bus driver must be a professional. Bus drivers are among the most visible employees of Head Start. The public sees you performing your job, which can result in a perception being formed. It is up to you to help form this perception into one of trust and respect. 
Illness and Absenteeism

The Transportation Manager needs to be called if a substitute driver is needed. Pre-arranging is preferred, but last minute things happen. The Transportation Manager will arrange a substitute driver if possible. If none is available, the Transportation Manager will call the Child Development Services Manager, who will in turn call staff to notify parents of the self-transport day. 
Work Attendance and Punctuality

The transportation department of UCAN Head Start’s primary function is to provide safe, efficient and timely transportation to students and schools. Scheduling and safety concerns require that bus drivers establish and maintain regular attendance and punctuality. It is recommended that all drivers have an accurate timepiece in their possession. 

Transportation is a time-oriented department. All driver are allowed time to perform a proper pre-trip inspection and warm-up. A tardiness results in one of two things happening: either the driver leaves without a proper pre-trip and warm-up (risking departure in an unsafe bus and/or possible abuse to the equipment); or the driver leaves late, arriving at stops late throughout the route and hurrying to catch up, either of which threatens driver and student safety. Tardiness is viewed as a serious concern due to its impact on safety. For this reason, there are consequences including possible suspension and/or dismissal for drivers who are repeatedly tardy or fail to show up for work without notification. 

Traffic Violations

All citations in Head Start buses or private vehicles (upon conviction) must be reported to the Transportation Manager. Failure to do so may result in discipline including suspension or termination. All violations will be paid by the driver.  
Class Cancellation 
Head Start will not have class for children if the school district they are located in calls school off. Listen to the radio stations for this information.  To check on closures via the web go to the UCAN website http://www.ucancap.org/ and click on the FlashAlert.net Icon  If in doubt, call the Transportation Manager and he will advise you on whether to report to work or not.   

For more information, see .. S:\Policy & Procedures\Child Development\Class Cancellation Policy
Children's Well-being

Whenever a driver has any concerns about or information about a child's well being, that driver needs to share those concerns/information with the Family Service Educator or teaching staff. In some cases a driver may need to share the information with Children Service Division. A Family Service Educator should be with the driver as the call is being placed. 
Drivers' Meetings

All drivers' meetings are mandatory. The Transportation Manager is the only one able to give excused absences. Drivers' meetings are important time to get and share information. 

Cell Phone Usage
POLICY COMMUNICATION
The primary purpose of agency cell phones is to facilitate communication between the agency, employees and program clients.

PROCEDURE

1. UCAN cell phones are to be used primarily for UCAN business.  However, occasional personal uses may be allowed, within reason.  If expense is incurred, those charges will be paid by employee.  (See Fiscal Procedures Manual)

2. When driving a vehicle during working hours or for UCAN purposes, employees are expected to pull the vehicle over to the side of the road to use the cell phone.  This applies to any cell phone use, personal or agency, as long as the employee is driving while on UCAN business.

3. If an emergency situation arises, the UCAN cell phone can be used for the employee to summon help.

4. Only the Bus Classroom Aides are permitted to answer or use the phone while the bus is en-route. The driver can use the phone only in emergent situations or when the bus is secured and off the highway.

Timecards

Timecards will be filled out daily in Time Star. All timecards need to be by the last day of the pay period I.e. 15th, 22nd to be reviewed and authorized by the Transportation Manager.  
Overtime

Overtime is not budgeted. Overtime must have prior authorization by the Transportation Manager and the Child Services Division Director.  
Required Paperwork

Drivers are required to fill out the following paperwork and turn into the Transportation Manager:

1. Timecard every two weeks.

2. Bus pre-trip form weekly.

3. Fuel logs weekly

4. Bus Evacuations by the 1st of each month

5. Injury forms whenever any injury occurs to a child on the bus no matter how minor it may seem.

6. Up to date route schedules within 24 hours of change.

7. Oregon Department of Education Accident Report whenever a bus is involved in any accident on a public highway or private property.

8. Department o Motor Vehicle Traffic Accident and Insurance Report whenever an accident involves a fatality, any injury or more than $1,500 damage to the property of any one person.
For further guidance see Accident and Incident Reporting for Driver in the Transportation Policies and Procedures.
Speed

Speed for buses is 55 mph maximum, no matter what the speed limit signs say. Remember to be very conscientious about speed. Buses are neon signs on wheels. 

Bus drivers must always evaluate the environment in which they drive and adjust their speed accordingly. Sometimes the posted speed is to fast for that environment due to other factors i.e. rough road, parked cars, children present, etc.  

Safety Light Mocking

The Oregon Pupil Transportation Manual states in ORS 811.515 (d); Bus safety lights shall only be operated in accordance with the following: The lights may be operated when the vehicle is stopping or has stopped in a place that obstructs other drivers' ability to see the bus safety lights on another vehicle. 

Railroad Crossings

All buses need to follow this procedure when crossing a railroad track:   

· Stop bus at a clearly marked stop line or, if there is not a clearly marked stop line, not less than 15 feet nor more than 50 feet from the nearest rail of the railroad and activate emergency lights. 

· While so stopped, the driver shall open the bus entrance door and driver window, look and listen in both directions along the tracks for approaching trains and for signals indicating approaching trains, then close the door before proceeding across the track. 

· Proceeding across the tracks after stopping only when such movement can be performed safely in the gear of the motor vehicle that does not require manually changing gears while proceeding. 

· Proceeding across the tracks without manually changing gears. 

· Turn off hazard lights after clearing railroad crossing. 

Accidents

After assessing all injuries and calling for 911 (if needed) the driver will notify the Transportation Manager or his/her designee at the time of the accident. The driver is not to admit liability.  
The Transportation Manager will contact head Start's insurance carrier as soon as possible. 

All proper forms will be filled out by the driver and Transportation Manager:   

If needed, more investigation will be done by the Transportation Manager. 

The Transportation Manager will determine if the driver needs further training. 
Emergency School Bus Evacuations

This emergency evacuation drill must be conducted within the first 30 days of each school year and monthly thereafter. Evacuation form must be completed after each drill is conducted and turned into the Transportation Manager monthly.

Turn off ignition and secure the bus.

Things to mention to children during the drill:

1. Where the emergency exits are located (side door, rear door, window exits and roof hatches).

2. Stress to stay calm!!!

3. Proceed out the door or doors in an orderly manner (first seat first, left to right and then second seat, etc).

4. Remember to walk, do not run.

5. Use handrails.

6. Leave personal items on the bus. . 
Fire Extinguisher

The driver will be responsible to take the fire extinguisher out of the bracket and inspecting once a month, making sure it is replaced securely back in the bracket after dating and initialing the card.

Maintenance

It is the driver's responsibility to make sure that the windshield wipers are in good working condition and that the headlights are aimed right. This is especially important during the winter when it is dark and rainy. 

Drivers will check the motor oil level once a day  All buses have oil change stickers on the upper left hand corner of the windshield. When the date or within 500 miles of next oil change inform Transportation Manager of being close to oil change. 

It is the driver's responsibility to report needed repairs to the Transportation Manager in writing. 

Mechanical Breakdowns

Mechanical breakdowns are another type of driving emergency. The procedure for handling this type of an emergency is as follows: 
  

· Secure the bus in the safest location possible. 

· Determine whether students will need to be evacuated. In most breakdown situations, the students will be kept on the bus until a replacement bus arrives. 

· Set up the reflectors.
· Call The Transportation Services Manager with the following information 

1. Bus number 

2. Driver name 

3. Location of disabled bus 

4. Type of breakdown (i.e., flat tire, bus won't start, etc.) 

5. Whether or not you need a relief bus 

Fueling of Buses

All buses are fueled at various service stations, all buses use regular fuel. Do not put mid-grade/ premium fuel in the buses. The level in all buses including the spare should always be ½ or over. Never should the fuel tank get to the ¼ mark. Buses should always be with no more ½ tank of fuel during long break periods of time.

Fuel Efficient Driving

Fuel efficient driving is a technique any driver can use. While there are other more technical means of reducing fuel consumption, a driver will need to give special attention to the following in order to show a major difference in fuel consumption: 
· Cutting out unnecessary idling 

· Staying within the speed limit 

· Gentle accelerating and braking 

· Watching the traffic ahead, so that stop/start driving can be avoided through choice of speed and lane 

Also driver attitude plays a part in fuel economy: 
· Always think about fuel economy while you drive. 

· Always drive for economy. 

· Avoid driving when you are angry or upset. 

· Attempt to recognize every fuel saving situation. 

Trip planning helps fuel economy: 
· Before each trip, make sure your vehicle is safe and economically ready for the road. 

· Start your engine only when you are actually ready to go. Learn to perform your pre-trip inspection in fifteen minutes or less. (An engine that sits idling for more than one-half minute is wasting fuel). 
Cleaning Buses, Inside and Outside

Drivers are responsible for the cleanliness of the bus they drive. Drivers should check the interior and exterior of the bus to make sure it is in the best cosmetic condition...and safe daily. The bus should be washed at least once monthly and as frequently as necessary to keep it shiny and attractive. The windshield and windows should be clean; upholstery should be clean and repaired if torn. The steps and floor should be swept with no debris under or on the seats. Drivers should care for the bus as if it were their own personal property. In fact, the driver should be as proud of the bus as he/she would be of a private office. 
Receipt of Driver's Handbook 

Sign/off Statement: 

I have received a copy of Head Start Driver's Handbook. The manual contains policies, procedures, practices, rules and regulations which I have read and agree to comply with during my employment. 

Employee Signature 





Date 
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