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FOREWORD 

 

The Employee Guidelines is written to promote the highest degree of 

professionalism, safety and efficiency in the school transportation services 

offered to the San Dieguito Union High School District students. It is designed 

to be an aid to you, the employee, and it gives much of the information needed 

to meet department requirements. 

 

Driving a school bus is not an easy task or one to be taken lightly. School bus 

drivers bear a degree of responsibility imposed upon no other class of 

professional drivers.  School bus driving, among other things, requires constant 

attention, a full measure of driving skill and an understanding of defensive 

driving.  School bus drivers must have a complete knowledge of all applicable 

rules and regulations and basic first aid.   Diplomacy in handling students, 

parents, school personnel and the public is essential.  Last, but not least, drivers 

develop a deep feeling of personal responsibility for the students aboard the 

bus. Once a school bus leaves the District transportation facility, the success or 

failure of that trip rests mainly with you. 

 

Please read the Employee Guidelines carefully and be sure to ask questions if 

any point is not clear. Questions and suggestions are always welcome! You will 

be held accountable for a complete understanding and knowledge of the 

contents of this book. 

 

 
 

 

Defensive Driving is skillful driving. 

You should be as good as, 

or better than, 

any driver you meet. 
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          DISTRICT ADMINISTRATORS    

 

All SDUHSD administrators are committed to our students and 

have shared authority to direct you, just as any transportation 

department office staff member. When Principals, Assistant 

Principals, or other administrators ask you to permit a student 

to board your bus, delay the bus, or park in a different location, 

you are to comply in a cooperative "can do" manner. If you 

feel the administrator is asking you to violate procedure or to 

do something unsafe, discreetly and politely let them know the 

possible consequences of their request, and notify Dispatch. 

 

 

 REPRESENTATION 

 

The San Dieguito Union High School District uses the 

collective bargaining system in employer/employee relations. 

All regular employees of the Transportation Department 

(excluding administrative and substitute employees) are 

members of one bargaining unit, the California School 

Employees Association, Chapter 241. The Association 

represents the transportation unit and you should refer to the 

agreement between the District and the Association, on the 

District website SDUHSD.net (at ñTeachers and Staffò, 

ñClassified Personnel) which explains the conditions under 

which you are working.  

 

 

 PUBLIC RELATIONS AND YOU   

 

The School Bus Driver is sometimes the only regular contact a 

parent has with the San Dieguito Union High School District. 

Often, the only means we have of establishing an effective 

relationship with the community is through YOU, the bus 

driver. Your positive attitude and friendly reaction to the 

people of this community will make a big contribution to the 

District's ability to create a positive image. Your driving habits, 

abilities, appearance and overall attitude are being constantly 

evaluated by the people you meet. Your school bus is similar to 

a giant billboard advertising the District! 

 

Misunderstandings with the public can be avoided if you 

cheerfully explain the reason for your actions, that you are 

following instructions. If the questioner still has questions, you 

should refer them to the Transportation Department office for 
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further information. Keep business cards of the Dispatcher and 

Director handy for this purpose.   

 

 

 DRUGS 

 

Improper behavior such as the use of alcohol or any prohibited 

substance either before reporting for, or while on duty, is 

strictly prohibited. Also prohibited are any medications, oral or 

otherwise, that may affect the central nervous system, 

including but not limited to amphetamines, barbiturates, or 

narcotics. If you are ill and require medication, be certain the 

medicine does not reduce alertness, cause drowsiness, or 

produce unsafe side effects. Ask your doctor or pharmacist if it 

is safe to drive a school bus while taking any questionable 

medication. 

 

 

 DRUG TESTING  

 

The District participates in a federally mandated random drug-

testing program. Failure to submit to the testing may result in a 

positive test result. Federal law also requires that drug testing 

be conducted immediately after certain types of accidents. 

 

 

 PROFANITY  / VULGARITY   

 

Use of profane or vulgar language is strictly forbidden while in 

the presence of students, on school property in the vicinity of 

children and adults, or while otherwise representing the 

District.  Use of such language in the presence of fellow 

employees may be the basis of grounds for a formal complaint 

of harassment in the workplace. Please express yourself 

properly at all times while you are representing the school 

district. 

 

 

 

SMOKING  

 

Smoking is prohibited on district property and in district 

vehicles. 
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 CONFIDENTIALITY  
 

As a School Bus Driver you may acquire knowledge of a 

sensitive nature regarding teachers and other district staff, 

students, and student disabilities. You may overhear 

something at or about a school. Such knowledge is 

to be kept strictly confidential. Gossip regarding 

students, teachers, other employees, or schools can 

cause discord and bring discredit to the District. If 

you find it necessary to discuss a problem of a 

sensitive nature, it should be with an appropriate 

member of the office staff.  NEVER telephone a 

parent or guardian and discuss student issues.  

 

 

 PERSONAL APPEARANCE   

 

School Bus Drivers are continually in the public view and 

proper dress is very important. A driver who looks neat and 

professional at all times projects a better image than the overly 

casual or sloppy dresser. Whether you like it or not, people's 

first impressions, and, to a degree, their later opinions of you 

are based on your appearance as well as your actions. You have 

a much better chance of commanding the needed respect of 

your passengers and the public if your appearance warrants that 

respect. 

 

 

 DRESS CODE   

 

To establish a professional appearance, the department 

provides each employee with a supply of district logo apparel. 

Employees are encouraged to wear the district apparel. All 

clothing worn should be clean and well kept.  No revealing 

clothing.  Apparel with inappropriate messages such as 

endorsements for alcohol, tobacco, and other products are not 

permitted.  For safety, the back of the shoe must be secured to 

the foot, have a closed front, a non-slip sole, and a heel no 

higher than two inches. No spike heels.   
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EMPLOYEE BADGES  

 

Employees are required to wear either their picture ID badge or 

district logo apparel while driving or riding in a district vehicle.  

Wearing a badge or district logo apparel is also mandatory 

when entering school grounds for any reason.  Badges can be 

obtained at the District Office from the Human Resources 

Department. 
 

 

 FITNESS FOR DUTY   

 

School bus driving is a physically and mentally 

taxing job. You should always plan to get 

sufficient rest so that you arrive at work 

refreshed and relaxed. Patience and attention 

to your driving can be affected by fatigue. 

 

  

 CHANGE OF ADDRESS / TELEPHONE    

 

Immediately supply changes of your address, telephone 

number or name to at least three places: 

¶ Transportation Department Secretary. 

¶ SDUHSD Personnel Department (to mail important 

documents). 

¶ Department of Motor Vehicles and CHP within 10 days 

of any name or address change. (commercial drivers) 

 

 

 ONLINE PAY STUBS/ DS ACCESS 
 

Employees can access their online pay stubs and employment 

information by going through the districtôs secure web site: 

www.sduhsd.net    

 

For online pay stubs you will need your 6 digit Employee ID 

Number which is on any previous pay stub. 

 

Employment Information on DS Access includes Personal 

Information, Emergency Contact Information, Leave Account 

Balances, Benefits/ Deductions, and Service History.  

 

http://www.sduhsd.net/
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From the home page click on ñTeachers and Staffò, then 

ñEmployee Accessò.  Follow the instructions for logging in to 

use the links on the right: 

District Employees (online pay stubs) or 

Digital Schools Access (employment information)  

   

 

 

EMPLOYEE PARKING  (revised 08/2011) 

 

There is limited employee parking available inside the 

transportation complex.  Parking or stopping either personal 

or district vehicles in front of the transportation office is not 

permitted.  Employees are to park only in their assigned 

parking area, referred to as the Upper Lot and the Lower 

Lot.  Employees not assigned to park in the lower lot are 

prohibited from driving their personal vehicles into it because 

they are running late, or to punch the time clock, get their bus 

keys, drop off paperwork, use the restroom, pick up 

passengers, visit the lounge or staff, etc.  Bus Attendants are 

required to meet the bus and driver upstairs immediately after 

punching in.  There are occasional, valid reasons that 

employees need to drive to the office.  For these exceptions, 

employees shall obtain prior permission from dispatch or a 

supervisor. 

 

 

 

SAFETY IN THE WORKPLACE  

     

The Transportation Department employs a Safety Committee 

to address any safety concerns associated with our operation 

and facility.  The committee meets monthly from September 

through June.  It is comprised of several permanent members 

plus a rotating group of drivers and aides.  The permanent 

members are the Director, Driver Instructor, Vehicle 

Maintenance Supervisor, Operations Supervisor and a CSEA 

representative.  A group of drivers/aides volunteer to serve 

periodically on the committee.  Two volunteer members per 

month represent their peers at the meeting.  These 

representatives are responsible to carry out a site safety 

inspection prior to the scheduled meeting and report their 

findings.  They are also responsible to report out any safety 

concerns gathered from their peers.  The minutes of each 
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Transportation meeting are posted on the department bulletin 

board and also forwarded to the district safety committee 

chairperson.  All employee time spent serving on the safety 

committee is in a paid status.    

 

It is each employeeôs responsibility to report any safety 

problems to a supervisor.  Creep slowly over speed bumps and 

follow all arrows.  The speed limit in the bus yard is 5 MPH.  

Never walk behind a vehicle that is backing, assume that the 

driver cannot see you.  CNG buses backing out of parking 

spaces always have the right of way. 

 

Never wash anything into the storm drains.  Dump wastewater 

into the grill in front of the garage or wash rack, they are 

connected to the clarifier.  Wash vehicles in the wash rack 

only. 

 

Never block the fire lane that enters San Dieguito Academy. 

 

There are 3 locations to shut off the unleaded and diesel fuel 

pumps: 

¶ At each pump 

¶ In the electrical panel located on the wall on the left as 

you enter the dispatch/office area 

¶ North end of office building, marked by signage and 

red shut off knob      

CNG gas can be shut off in 4 locations: 

¶ At the street 

¶ At the feeder, located at the meter, marked by red 

handle 

¶ At each hose location 

¶ At the compressors 

Electricity to the CNG station can be discontinued by shutting 

off the 2 breaker handles by the compressors or at the panel 

located behind the 200 building at the Academy. 
  

 

 READY ROOM / EMPLOYEE LOUNGE  

 

Please help keep this room tidy by picking up litter, 

immediately washing and putting away your dishware, pushing 

in your chairs and putting away reading material.  

 

Any special use of the ready room, such as for private 

meetings, etc., must be cleared in advance with the Director of 
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Transportation.  Children are normally not permitted in the 

transportation complex without approval from the Director.  

The ready room is not to be used as a waiting room for driversô 

children. 

   

In circumstances when you finish your route and bus cleaning 

early, employees are to come to the office to check their 

mailbox and wait in the ready room.   

 

The phone in the ready room is for local calls only, and calls 

should be kept brief.   

 

Employees are issued a key to the employee check-in 

station/lounge and a key for the gate padlocks (#2396) for after 

hours and weekends.  All employees should have their keys 

with them when reporting for work.  Please be certain all doors 

and gates are kept locked at all times when used after hours 

(after 5:00 PM on school days).  

 

 

 

OFFICE AREAS   

 
The office staff appreciates your maintaining a quiet and 

business-like atmosphere when you are in all office areas. 

 

Desks, office phones, office areas, and files are off-limits. Use 

of the copy/fax machine by non office staff needs prior 

approval.    

 

  

 BULLETIN BOARD S AND MAILBOXES   

 

You are expected to check the whiteboard calendar by the time 

clock every day.  Take note of any minimum days or schedules 

for the schools you drive.  You must notify Dispatch 

immediately if you see a possible conflict between your route 

assignments.  Also check the board with routes up for bid and 

field trips.  

 

Besides these locations, periodically review the CSEA, Safety 

and Training bulletin boards in the driver ready room.  Never 

remove, erase, or alter any postings.  Do not post anything to a  
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bulletin board without approval from the Director.  Never post 

anything on the walls.  You are also expected to check your 

mailbox as often as possible each day.  Important information 

can be added at any time.  Documents to be completed or 

corrected must be turned in right away.  Please keep your 

mailbox free of clutter.  Lockers are available for personal 

belongings and paperwork you want to store.  
  

 

 EMERGENCY PHONE NUMBERS    

 

Each employee will be issued a card with emergency 

phone/Nextel numbers for after hourôs communication. 

     
 

          

 

WRITTEN REPORTS  

 

You are expected to fill out and turn in the various daily, 

weekly and monthly forms that are required by law or by the 

school district.  Accuracy, neatness and punctuality are 

expected and are vital for meaningful reports.  Carefully follow 

instructions on each form. 
 

 ATTENDANCE  

Good attendance is an expectation of the District. You are 

expected to report to work daily, and absences must be for 

good cause. You are required to notify Dispatch no later than 

5:00 AM if you will be absent from work.  You must call in 

each day of absence unless a doctorôs note with date of return 

to work is submitted.  Continual poor attendance and/or  

lateness will result in disciplinary action.  Per Personnel 

Commission rules, abuse of        

                                            leave privileges is grounds for dismissal. 



10 

 

LEAVES AND ABSENCES (revised 11/2011)   *pg 72: SEMS Instructions  
 

     See your current CSEA contract regarding ñLeavesò. 

Sick leave is like insurance: it is there for you when really 

needed, but otherwise left in the bank.  Since you must be 

replaced when you are absent, you are expected to schedule 

appointments during off duty-time. Employees working less 

than 12 months will take their vacation during the Fall, Winter 

and Spring vacation periods.  Do not place an unnecessary 

burden on the department by asking for personal time off.   

All employees must record their absence in SEMS, either on-

line or by phone.  You must do this either the day of or prior to 

your absence.  You cannot enter after the fact.  In addition to 

recording your absence in SEMS, you are also required to 

notify Dispatch by 5:00 AM when you are going to be absent.  

Forgetting to do either  is not acceptable.  

When you work a partial day, write the amount of time missed 

in the appropriate leave box on your log sheet and submit a 

corresponding Same Day Leave Form at that time.    

 

                
 

 

 LATE TO WORK   

 

You are considered late if you arrive after your assigned AM or 

PM check-in time. You must notify Dispatch immediately if 

you will be checking in late.  Tardiness causes hardship for the 

students, and could create an unsafe condition while the 

students wait for the bus.  
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 TIME KEEPING  PROCEDURES  

 

Transportation employees round off work time in 5 minute 

increments.  Write the rounded off time on your Daily Log 

Sheet.  The guidelines for rounding off are different for 

checking IN and checking OUT:                                         

 

 
 

When checking IN you may punch the time clock no 

more than 4 minutes earlier or later than your assigned check 

IN time.  If punching IN late, round back to the last 5 minute 

increment. 

When punching OUT, round up to the 

next 5 minute increment. 

 

Only the Operations Supervisor 

or Director of Transportation may 

make corrections to time punches 

and/or write in missing punches.  

 

 

 ASSIGNED TIME  
 

Drivers and aides (Bus Attendants) are issued an Assigned 

Hours sheet when they bid a route, showing the assigned check 

in and out times and totals for each day of the week.  Please see 

the Operations Supervisor for guidance in fulfilling your 

assigned time if you finish early, since you are required to use 

leave time to make up for a shortfall.   

 

 

EXTRA TIME / OVERTIME  *pg 70: Sample Daily Log Sheet 

 

ñExtra timeò is working time over your assigned total hours for 

that day.   
 

ñOvertimeò is authorized working time in excess of eight hours 

in one day or forty hours in one calendar week.  Working time 

on Saturday, Sunday or holidays is also considered overtime.      
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Employees must write a specific explanation on their log sheet 

if they have worked more than five minutes later than the 

assigned check out time of any route. 

 

Since all overtime must be pre-approved, employees must 

notify Dispatch or office staff in advance if any assignment 

will put them into overtime.   

  

                                   

 45 MINUTE RULE  

When an employee has 46 minutes or more between driving 

assignments, the driver must clock out.  If there is 45 minutes 

or less between driving assignments, the driver may remain on 

the clock and must be available for work.   

This rule does not apply between non-driving assignments, 

with the exception of mandatory meetings.  The 45 minute rule 

may not be used when the employee will be going into 

overtime.    

 

 BREAKS   (revised 11/2011)   

 

All employees who are employed for more 

than five (5) hours per day shall be 

entitled to an uninterrupted lunch 

period after they have been on 

duty for four (4) hours.  The 

length of such lunch period shall 

be a minimum of thirty (30) minutes 

and shall be as close to the mid-point in the work shift as 

possible.  This shall not preclude the lunch period from being 

changed in the event of an emergency or to ensure proper 

coverage of work stations. 

 

Drivers and bus aides do not qualify for regularly scheduled 15 

minute work breaks, as described in section N, article 6 of the 

contract.   

 

If there is a gap in a route the driver needs to be available for 

service, keeping their Nextel phone with them and/or waiting 

in the employee lounge. 
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 EMPLOYEE MEETINGS  

Attendance at the employee meetings is mandatory for all 

employees, unless it conflicts with a route or second job.  All 

mandatory meetings are in a paid status.  Should an employee 

be unable to attend, the Director or Operations Supervisor must 

be notified in advance.   If you miss all or part of the employee 

meeting you are required to watch the DVD recording of it 

within one week.  Portable DVD players are available for 

convenience.  The Operations Supervisor or Driver Instructor 

will keep track of which DVD you have watched.   

In-service credit for school bus drivers will be earned if there is 

a presentation given or authorized by the training department.  

Always sign the attendance sheet at meetings. 

 

 PAYROLL PROCEDURES  *pg 68, 69: Sample Payroll Summary  

 

Within the first ten working days of the month you will be 

given the previous monthôs payroll sheet.  It is very important 

that you sign and return the original payroll sheet immediately 

to the secretary.  It is at this time that you must report any 

payroll discrepancies. You will be given a copy for your 

records.  Failure to submit the original payroll sheet on time 

may result in a one-month delay for any additional time you 

have worked. 

 

 DOCUMENT SHREDDING  
 

    The following documents must be shredded: 

¶ Special needs route sheets 

¶ Student confidential sheets 

¶ Documents identifying personal information  

¶ Payroll sheets 

¶ Discipline slips, if they are to be discarded 

¶ Personnel records 
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GARAGE ETIQUETTE  

 

Please do not visit with garage personnel while they are 

working.  The garage is off limits to non-garage personnel.  

See the Shop Supervisor if you need to check on the status of 

your bus. 
 

                    
Stay behind the white line painted around the shop perimeter 

for safety reasons.  Be careful not to walk through grease or oil.  

If you notice a spill, notify the Shop supervisor. 

 

According to our CHP inspector and the law, only trained 

garage personnel may work on buses.  This includes the 

changing of light bulbs.  Non-garage personnel may not use 

tools of any kind on a bus.  Mirrors can be adjusted by hand or 

with the assistance of the garage personnel. 

 

Do not ask to borrow garage tools. 
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 8 / 80 ON-DUTY LAW  

ñNo motor carrier shall permit or require a driveré.to drive 

nor shall any driver driveé.for any period after having been 

on duty for 80 consecutive hours in any consecutive 8 daysò.  

(13 CCR 1212.5) 
 

Any compensated work for any employer must be reported and 

counts towards a driverôs 80-hour 8-day time period. 

Volunteer work for a motor-carrier also counts towards the 

8/80 law. (such as a church that has shuttles or a retirement 

home that provides transportation, etc.) 

 

The law also requires commercial drivers to be off duty for 8 

consecutive hours to be eligible to drive. 

 

 

 

2
ND

 JOB REPORTING  

 

Drivers are required to turn in a yellow ñSecond Job 

Reportingò card (prior to punching in) each morning after 

working at a job outside the District, which will be returned 

after your Lead Driver records the hours.  If you only work at 

another job within the SDUHSD you may turn in the second 

job card each Monday morning.  Use one card for each 1 week 

period dated Monday through Sunday. 

 

SDUHSD drivers are responsible to track their combined work 

hours from all jobs to ensure they do not go over the 8/80 law.  

An ñ8/80 Tracking Sheetò is available for this purpose.  Do not 

place the department or your certificate in jeopardy of a CHP 

violation by failing to keep your work time within the legal 

limits.  
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 LICENSES AND CERTIFICATES   

 

As a condition of employment as a school bus driver, you must 

maintain and carry in your possession, when driving, all 

appropriate licenses and certificates prescribed by law and/or 

the District, including a: 

 

¶ Valid Commercial Driver's License (CDL): A valid license 

of the appropriate class.  

 

¶ Medical Certificate 

 

¶ Special Driver's  Certificate 

 

¶ Valid First Aid Card (if applicable) 

 

You are responsible to keep your certifications current. While 

the Driver Instructor attempts, as a courtesy, to notify you 

when a certification renewal is due, you should not rely solely 

on him for this service. If you allow your medical certificate, 

driverôs license, first aid card, etc. to expire, your School Bus 

Certificate becomes invalid. Permitting required certification to 

expire is considered a failure to meet the requirements of your 
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job classification and at the minimum will result in unapproved 

leave without pay.   

 

 

  

MEDICAL CERTIFICATE  

 

The District pays for DMV physicals at U.S. Health Works, or 

if you choose to go to your personal physician, a maximum of 

$35.00 will be reimbursed.  If co-pay is required, the District 

will reimburse the co-pay amount.  A proper receipt is 

required.  See the Driver Instructor to schedule an appointment 

at U.S. Health 

Works.  

                           
Appointments should be scheduled during unassigned route 

times.  If this is not possible, the employee will be paid, and the 

absence will be charged as ñschool businessò on a leave form.  

Mileage is not reimbursable.  

 

Make two copies of your medical certificate, (front & back) 

and one copy of the examination form.  The employee must 

bring the originals to the DMV and be sure to get a receipt.  

Keep a copy for your records and give the receipt and the 

certificate copy to the Driver Instructor.   

  

 REQUIRED INSERVICE  

 

At least 10 hours of approved inservice training is required 

each year to keep your Special Driver Certificate valid.  A 

training period is considered the day after your birthday to your 

next birthday.  Prior to a renewal year you should check with 

the Driver Instructor since the type of inservice requirements 

are different on your renewal year.  
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The District will provide opportunities for approved inservice 

training during the school year. You will be responsible for 

attending the required training during this time.  The Driver 

Instructor will keep a record of all your inservice and other 

approved courses so that the T-01 card can be updated.  As 

various licenses and certificates are renewed, a copy must be 

given to the Driver Instructor so our records can be updated.  

 

 

 RENEWAL CLASS / TESTING  

 

The department will provide renewal class twice a year, in the 

fall and spring.  Participants will be in a paid status.  If you 

choose to attend an outside renewal class, you will be in an 

unpaid status.  You may obtain your 10 hours of classroom 

instruction one year prior to your license expiring and you may 

test six months in advance.   

 

It is strongly recommended that you take the First Aid Exam at 

the CHP office.  It is recommended to make two attempts to 

pass the exam before choosing to attend a first aid class.  See 

the Driver Instructor for an approved list of first aid providers.   

 

Remember that our CHP Officer has many other 

responsibilities and can be unavailable for extended periods of 

time.  Plan ahead in case you have to retest more than once 

before the deadline.  The Driver Instructor will schedule your 

test appointments with the CHP Officer during unassigned time 

and the employee will be in an unpaid status.  If this is not 

possible and part of the route is covered, the employee will be 

paid, and the absence will be charged as ñschool businessò on a 

leave form.  Mileage is not reimbursable.   

  

 RENEWAL COACHING   

 

The amount of coaching is at the discretion of the Driver 

Instructor.  Up to three hours of pre-trip coaching and up to 

two hours of behind the wheel training is available.  Renewal 

coaching is in a paid status. Additional practice time is allowed 

but the driver is not in a paid status. 
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 DRIVING PROFICIENCY   
  

"Motor carriers shall require each driver to demonstrate that 

the driver is capable of safely operating each different type of 

vehicle combination (i.e., vehicles with different controls, 

gauges, of different size, or requiring different driving skills) 

before driving such vehicle(s) on a highway unsupervised. The 

driver's capability to operate the vehicle shall include special 

equipment such as wheelchair lifts, ramps, or wheelchair tie 

downs." (13 CCR 1229) 

 

The Driver Instructor will keep records regarding your ability 

to operate different types of buses and related equipment.  

Under no circumstances are you to operate a bus for which you 

do not have documented proficiency training.  If you bid or are 

assigned a bus for which you are not proficient, it is your 

responsibility to notify the Router/Scheduler and Driver 

Instructor immediately to schedule proficiency training. 

 

Proficiency training is also required for mountain driving. 

 

 

 

DELEGATED BEHIND THE WHEE L TRAINER  

A delegated behind-the-wheel trainer is someone who is 

selected and trained to assist in the behind-the-wheel training 

of drivers (Education Code Section 40084.5).                                                   

The Delegated Behind the Wheel Trainer (BTW) shall be 

scheduled by the Driver Instructor as needed.  Drivers 

requesting training shall go through the Driver Instructor.  The 

Driver Instructor will oversee the training by the BTW trainer 

and sign all T-01 data.    

 

 

FLEX DRIVERS  

     

The position of Flex Driver is to act as substitute, or stand by 

driver and is guaranteed a minimum of 4 hours a day.  Regular 

check in times are determined at bid, however, hours of 

assignment may vary throughout the work day.  Flex Drivers 

may be asked to work past their assigned time in the AM or 

PM due to last minute changes in schedules.  If the flex is 

assigned a route in advance, they will check in at the assigned 

time of the route, but shall check out whenever finished, 
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providing they have fulfilled their minimum hours.  If there is 

no assignment, they will work/ stand by both AM and PM.  

Mid days will not be used to fulfill the 4 hour guarantee, 

however, the Flex Driver may sign up for extra assignments to 

augment their daily assignment. 

 

Flex Drivers must be proficient on all vehicles and be trained 

to handle wheelchairs properly.  A Flex Driverôs duties will 

include assignments to drive an open route, drive a field trip, 

cover as a bus aide, ride along with another driver to learn 

routes, or stand by in the driverôs lounge.    
 

 

 

CASTO-SPONSORED TRAINING OPPORTUNITIES 

 

Other opportunities for professional growth are available.  The 

California Association of Transportation Officials (CASTO) 

has periodic meetings with topics of interest to the driver.  The 

San Diego County group is CASTO chapter 3.  In the early 

spring CASTO conducts a driver-training workshop, which is a 

good way to obtain inservice credit.  Attendance is voluntary. 

            

           

 

SCHOOL BUS SAFETY ROADEOS 

 

    
 

In addition, CASTO conducts many school bus roadeos, 

featuring various types and sizes of school buses             

operated through an obstacle course. Every year Chapter 3 has 

a spring roadeo in the San Diego area.  CASTO has other 

chapters in the area. Riverside, Orange, and Los Angeles host 

roadeos in the spring and welcome individual contestants and 

roadeo teams from other school districts and chapters. The 

more roadeos you enter, the better practiced you will become 

and the better chance you will have of winning a trophy.  At 

each roadeo, trophies are awarded to various categories of 

individual and team competition.  Each year winners at Chapter 

roadeos move up to compete in the CASTO sponsored State-

wide roadeos and if successful, can go on to the National 
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School Bus Roadeo held in July.  School bus roadeos are 

conducted entirely by school transportation professionals 

(drivers, mechanics, instructors, administrators, etc.) who 

volunteer their time so that professional School Bus Drivers 

may become more familiar with their bus---and become safer 

drivers as a result! There is always a need for workers, judges 

and contestants.  

Information regarding the above meetings and events will be 

posted as it becomes available. CASTO is a fine way to meet 

professional drivers from other areas and exchange ideas and 

information for your mutual benefit, as well as to accumulate 

inservice hours. Participants in a weekend roadeo will not be 

charged if their turn for a weekend field trip is on the same 

weekend.  Practice and participation in the roadeo is voluntary.    
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Section 3:  

Routes 
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 ROUTE SHEETS    

 

Keeping route sheets (left/rights) accurate requires input and 

communication from drivers. Directional changes should be 

written on a copy of the route sheet then submitted to the 

Router/Scheduler, and only after the route has been driven.   

Submit time changes after you have run the route for one week, 

and have written down your arrival and departure times for 

each stop for at least three days.  

    

Special ed route sheets show each student either must be *MET 

when getting off the bus or *RELEASE on their own.  If no 

one is present to accept a child who must be MET or if you are 

unsure, call dispatch and await instructions before releasing the 

student.  Drivers must follow up to ensure the route sheet has 

the correct designation of MET or RELEASE for all SPED 

students, both at the school in the AM and at the drop off point 

in the PM.  

 

You must know where you are going before you leave the yard.  

The Thomas Guide or Google Maps are recommended for 

reference.  If you are not sure a dry run is needed, please ask.  

You must dry run the route that will be your regular 

assignment from the bid. 

 

A current copy of each route should be kept in the bus 

notebook.  Old copies of SPED routes go in the ñshredò box in 

the office. 

 

 

  ROUTE AUDITS   *pg 74-77: Sample Route Audits 
 

Bus routes are audited several times a year.  Please read the 

cover sheet and follow all instructions precisely.  Drivers must 

notify the Router Scheduler or Lead Driver if they will not be 

able to turn in the completed packet by the date due.   

  

  BUS STOP DESCRIPTIONS   

 

Routes are developed with very specific stop descriptions. For 

example: "Shenandoah @ Thunder-NW."  Make certain that 

you pick up/drop at that exact location.  Just because students 

are standing on a corner, it doesnôt mean they are at the correct 

location.  You might need to instruct the students of the proper  
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stop location.   You may not change or add a stop location.  If 

you are uncertain about exactly where to stop, check with a 

member of the office staff.   

 

 

 BUS STOPS  

  

The driver shall stop to receive or discharge pupils only at a 

school bus stop designated by the school district 

superintendent or authorized by the superintendent for school 

activity trips...(Title 13, Section 1227 a.). 

 

The bus must be stopped parallel to the curb and as close as 

possible without scraping the tires.  A school bus with the front 

end next to the curb, but with the rear end of the bus sticking 

out into the flow of traffic is a traffic hazard and blocks its own 

view when returning into the flow of traffic. 

 

 Make certain your 

stopped bus does not block an intersection or crosswalk. If a 

bus stop is on the highway, you must pull off the main traveled 

portion of the road as far to the right as is safe and practical.  

 

Special education stops have unique problems. You are not to 

sound your horn to notify students that the bus is present, 

unless instructed to do so at certain stops.  The bus is required 

to wait 2 minutes, no more, for the SPED student to come out 

before departing.  If you arrive early, you must wait until the 

scheduled departure time and then wait 2 minutes before 

leaving without the student.  The driver is required to call 

dispatch when a student is a ñno-showò.  Also notify dispatch 

when a student is a no-show at school in the PM.  If you know 

a student will be absent, notify dispatch and ask the parent to 

call our office. 
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SPED STUDENT ATTENDANCE  *pg 78: Sample Attendance Sheet 

 

Drivers of special ed routes are required to fill in the SPED 

Student Attendance sheet each day, using the codes shown.  It 

must be kept on the bus, either in the SPED notebook or in an 

easily accessible area.  Inform the Router/Scheduler or Lead 

Driver as soon as you notice attendance problems, such as a 

frequent no show, not riding certain days, not riding in the PM 

because of sports, etc.  The SPED Attendance Sheet is due at 

the end of each month. 

 

 

 

SPECIAL NEEDS POLICIES FOR PARENTS 

  

When Your Child Is Ill or Does Not Plan To Take The Bus 

¶ Please notify the transportation office at least 30 

minutes prior to pick-up if your child will not be riding 

the bus.  

¶ If you do not notify transportation and your child 

misses the bus on two consecutive days, bus service will 

be discontinued until you call the transportation office. 

¶ If a child becomes ill at school, it is your responsibility 

to transport the child home. 

¶ If your child does not require a ride home on any given 

day, notify transportation. 

¶ If you pick your child up from school, you must notify 

transportation. 

Be Ready 

¶ Every child needs to be ready before scheduled pick-up 

time.  Due to time constraints, our office is not able to 

call the home of students who do not come out to the 

bus. 

¶ The bus will wait 2 minutes after arrival, and then 

depart.  

¶ A driver generally will not return to pick up a late 

student.  It is your responsibility to transport the child. 

PM Return Procedure For Students Who Must Be Met 

¶ A parent needs to be home, and ready to receive their 

student at school release time.  Other studentôs absence 

may cause the bus to arrive earlier than expected. 

Schedules 

¶ If your student resides in multiple households, you will 

need to prepare an am/pm schedule (calendar) for each 

month and fax it to our office in advance.   
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¶ In the event a schedule has not been provided, bus 

service will be discontinued until one is received in our 

office.  

Wheelchair Safety 

¶ The wheelchair must be equipped with a belt securing 

the student to the chair. 

¶ The frame of the wheelchair must be strong enough to 

allow proper, safe attachment to the floor of the school 

bus from four locations. 

¶ Each wheelchair must be equipped with functional and 

properly maintained brakes. 

¶ Battery-powered wheelchairs must be equipped with 

spill proof batteries. 

¶ Transportation of students in wheelchairs that do not 

meet the safety requirements will be denied. 

Lifting Students  

¶ Bus drivers are not permitted to lift students, if your 

child needs assistance, you must do the lifting.       

 

 

 

 RED LIGHT CROSSOVER VIOLATORS   

 

If you have a bus stop where cars consistently pass your bus 

when the flashing red lights are on, report it to the Driver 

Instructor, using the ñRed Light Violatorsò form.  The Driver 

Instructor will fax it to the CHP who may send a letter of 

warning to the registered owner of the violating vehicle, 

advising them that a $500.00 fine can be received for passing a 

school bus with crossover lights activated.  The Driver 

Instructor may also request that an officer monitor the 

problem bus stops.  
 

 

 UNAUTHORIZED  PASSENGERS  

Unauthorized passengers are not permitted on the bus. This 

includes children, spouses, relatives, employees, friends or 

others who are not SDUHSD students assigned to a particular 

route or field trip.  Anyone requesting a ride on the bus must 

receive advance approval from the Transportation Department. 
 

  

 

  

 



28 

 

TIMELINESS  

 

Our entire operation is based on the premise that you will 

adhere to a set time schedule.  Safety, however, takes 

precedence over punctuality in all cases. Never attempt to 

"make up timeò by taking short cuts in your pre-trip inspection 

or by speeding/driving recklessly.  Consult the 

Router/Scheduler if you have difficulty adhering to the times 

on your route or assignment sheet. 

 

The times shown for HTS routes are considered to be the 

departure times for the stops.  Tell your students to arrive at 

their bus stop five minutes before the departure time, to allow 

for proper loading and punctuality on the route. 

 

Never leave a HTS bus stop early.   

 

Notify Dispatch if you find yourself running more than ten 

minutes behind schedule.  
 

  

  NEXTEL RADIOS / CELL PHONES 

 

Remember to always take your Nextel with you!  Drivers must 

take the Nextel assigned to the bus they are driving and leave it 

on at all times.  It must be kept in the bus while driving and 

plugged in to the charger in the office between shifts and at the 

end of the day.  Use the Contact list when calling another unit.  

Do not use the Alert function. 

 

It is illegal to use a cell phone or text while driving a school 

bus, except for an emergency call or in the course of business.  

It is against Transportation policy for drivers to wear a ñBlue 

Toothò or any sort of hands free device while driving a bus.  

You may ask Dispatch to place an important call for you or if 

you have no students on board you may pull to the side of the 

road for an important call.  

 

 
            

FOG/ INCLEMENT WEATHER  

 

School bus drivers have the discretionary authority to 

discontinue home-to-school, or any activity trips, if conditions 

become unsafe when visibility is reduced to 200 feet or less.  

If, in the opinion of the bus driver, conditions are so hazardous  
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that the safe operation of the bus is not possible, the driver 

shall pull off the roadway and, if possible, onto the shoulder of 

the road. 

 

When the driver has notified dispatch of the poor visibility 

conditions, dispatch will send, if available, an instructor or 

supervisor to further assist the driver and other drivers at the 

location of the poor visibility. 

 

If the driver is unsure that there is adequate visibility to drive 

the bus safely, the driver will: 

¶ Reduce speed 

¶ Increase following distance 

¶ Call dispatch to inform them of the concern and to 

notify the school that the route or trip may be delayed. 

 

 

EATING/ DRINKING ON THE BUS  

 

Drivers or students may not eat or drink anything while the bus 

is in motion.  Water may be sipped only while stopped.  Drink 

containers must not be placed on the dash.  The driver is 

responsible to ensure that eating, drinking or smoking on the 

bus does not occur. 

 

 FUEL / SWEEP TIME  

 

When routes are designed we typically allow 15 minutes after 

the PM route for you to clean, sweep, and fuel your bus.  Once 

a route is bid you may request a variation in this time as long as 

the 15 minutes per day is not exceeded.  The Router/Scheduler 

will make this change for you on your assignment sheet. 

 

 

PARK OUT GUIDELINES  

 

ñPark outò is described as parking the bus at an employeeôs 

home or location other than the bus yard during the mid day, 

between routes or overnight.  Generally, park outs are not 

allowed.  A park out situation must be approved in advance by 

the director or supervisor and the check in/out times will be 

adjusted to reflect the park out.  Parking must be in a secure 

area.  The bus cannot be used for anything beside route-related 
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activity.  No stops on the way home or to work, unless route 

related.  No passengers, except for students on the route. 

 

 

 

BUS ATTENDANT RESPONSIBILITIES   

The School Bus Driver and Bus Attendant work together as a 

team, however, the law makes the driver ultimately responsible 

for what happens on the bus.  The attendant may assist the 

driver in wheelchair loading and tie down procedures, but is 

not required to do so.   

Bus Attendants are to proceed directly to their assigned bus as 

soon as they check in.  The attendant must read the student 

confidentials to familiarize themselves with the disabilities and 

special instructions for each student on the route.  Attendants 

should also know the directionals of the bus route and the 

location of the studentsô homes.  When a bus returns to the 

yard, the Bus Attendant will check out immediately, as they do 

not have the responsibility for fueling, cleaning, or securing the 

bus. 

 

 

 

BIDDING RULES  

 

SDUHSD School Bus Drivers and Bus Attendants will bid by 

seniority.  The bid will take place three times per school year: 

   

1.  In August with an effective date of start of school 

2.  In October with an effective date of November 1
st
  

3.  In February with an effective date of March 1
st
 

 

Bid hours are guaranteed for the duration of the bid.  

 

Route packets and/or spreadsheets will be available for review 

at least three working days prior to bid 

date.  Each employee will be given an 

appointment time to choose his/her 

assignment with the Router/Scheduler.  

The employee will be in a paid status 

fifteen minutes before the appointment 

for review.  Ten minutes are allotted to 

choose the assignment.  If an employee  
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has not chosen within the allotted time the bid will continue on. 

 

If an employee will not be available to bid at the appointed 

time, she/he must fill out a Proxy Form and discuss their 

preferences with the Proxy in advance.  Office staff may not be 

a Proxy.  No phone calls or delays will be allowed.   The 

original form must be given to the Router/ Scheduler before the 

employeeôs bid time, and a copy given to the person designated 

as proxy.  If an employee has not made proxy arrangements 

and/or is not available to bid, the Director will assign a route 

with the most hours. 

 

Bus categories (such as 84 passenger, 20 passenger, wheel 

chair bus, etc.) may be assigned to routes based on fuel 

efficiency, maximum capacity and student needs either 

individually or in groups.  A driver may choose his/her bus 

unless the route requires a certain bus.  At bid time, if a driver 

finds that their proficiency restrictions limit them to vehicles 

that are not available to them, the training department will 

upgrade them. 

 

 

 

AVAILABLE ROUTES AFTER THE BID (revised 11//2011) 

 

Routes that become available will be posted for three working 

days for re-bid.  Interested employees sign the posted sheets.  

Awarded routes and/or buses will be assigned by seniority and 

availability of the employee.  Employees who are ill or on 

vacation must call and inquire about routes up for bid. 

    

 

 

 EXTRA ASSIGNMENT / AVAILABILITY LIST  (revised 11//2011) 

 

Additional work, on a daily basis, will be assigned by Dispatch  

from the Daily Availability List.  Employees wanting to be 

considered for extra work this day must sign up by 7:00 a.m.  

Employees must list the time frame that they are available, 

otherwise they will not be given an assignment.  Work will be 

distributed by seniority.  

 

Drivers who ñoweò time are required to sign the Availability 

List.  The extra work may not necessarily coincide with the 

starting and ending times lost on the regular route.  It is your 
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responsibility to sign the Availability List every day that you 

owe time.  Under these circumstances, failure to sign up may 

necessitate the use of leave time. 

 

   

 

ROUTES ON NON-WORK DAYS AND DISTRICT PAID HOLIDAYS                                               

(revised 11//2011) 

 

A sign up list for routes on non-work days and District paid 

holidays will be posted.  Assignment will be determined by 

seniority.  Please refer to the Districtôs Classified Calendar.  

 

 

 

SUMMER BID  

 

School Bus Drivers and Bus Attendants desiring work while 

off contract are required to submit an Application for Summer 

Employment by the date due in order to bid in their seniority. 

 

There will be four bids for summer routes: 

1. End of school term to start of extended school year  

2. First half of extended school year 

3. Second half of extended school year 

4. Out of District work to the start of school year 

Spreadsheets will be available.  The employee will be in a paid 

status ten minutes to review and bid.  

 

School Bus Drivers and Bus Attendants accrue vacation and 

sick leave in a separate summer account.  The vacation leave is 

paid off on the employeeôs September pay check.   
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Section 4: 

Field Trips 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



34 

 

 BIDDED FIELD TRIP DRIVERS  
 

Field trips will be assigned first to the bus drivers who bid the 

routes for field trips.  These drivers are guaranteed 4 hours a 

day.  Field trips are their primary duty and these drivers will be 

assigned available trips Monday through Friday before other 

drivers or charters.  Due to the needs of the department, 

Dispatch may assign a combination route and field trip on any 

given day.  If no field trips are available, these drivers will be 

scheduled for other assignments to equal at least four hours per 

day. 

 

 FIELD TRIP ASSIGNMENT PROCEDURES (revised 11/2011)   

 

Employees who want to drive field trips must sign up at the 

beginning of the school year.  There will be two sign up lists; 

one for weekend trips and one for weekday trips.  The sign up 

lists will be established by seniority.     

 

At the beginning of the school year, Dispatch will offer the first 

field trip to the driver at the top of the list.  That employee may 

accept or reject the field trip.  Once the offer has been made, 

that employeeôs name goes to the bottom of the list. 

 

Employees wishing to add their name to the field trip list after 

the first of the year will be placed at the bottom of the rotation 

list as if the employee just completed the most recent field trip.  

    

Second jobs will not be considered when assigning field trips.  

Drivers may use their own bus unless that bus is not 

appropriate for the trip.  In that case, a bus will be assigned.  

 

 

 TRIPS ON NON-WORK DAYS AND DISTRICT PAID HOLIDAYS  (revised11/2011) 

 

A sign up list for field trips on non-work days and District paid 

holidays will be posted.  Assignment will be determined daily 

by seniority.  Non-work days do not include weekends.  Please 

refer to the Districtôs Classified Calendar.  
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 CAMP / MOUNTAIN FIELD TRIPS  
 

All drivers taking camp 

field trips must be mountain certified.  To be mountain 

certified a driver must have driven a mountain trip within the 

last two years and/or attended and driven during a mountain 

training class within the last two years. 

 

Mountain trip buses must be equipped with a retarder.   

 

Drivers may be switched at the last minute if weather 

conditions worsen.  More experienced/snow certified drivers 

will be assigned for safety reasons. 

 
 

  FIELD TRIP POSTIN G 

 

Normally, the field trip list will be posted by 4:00 PM on 

Wednesdays.  This posting will offer assignments for the 

following week beginning with Sunday.  Drivers must review 

the field trip assignments immediately and notify dispatch of 

any conflicts.  Drivers must check for any changes periodically 

and on the day of the trip. 

 

Drivers must be certain of their directions before the day of the 

trip.  The most common destinations can be found in the three 

FT notebooks, on the field trip form itself, using the Thomas 

Brothers map book or Google Maps.  Drivers and Dispatchers 

maintain the notebooks.  If you see directions to a destination 

missing, feel free to update the file.  It is OK to make copies, 

but please do not remove this information. 

  

Trip requests that come in after the field trip list has been 

posted will be assigned to the driver next in rotation. 
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            TRIPS CANCELLED OR DECLINED   (revised 11/2011) 

Once trips are assigned, no one will bump a trip if their trip is 

cancelled.  If a weekend or District paid holiday field trip is 

cancelled after 5:00 PM the day before the trip, the driver will 

be paid 3 hours for each day at the employeeôs regular rate, and 

the charges will be billed to the canceling program.  
 

  

 

 BUS BREAK DOWN ON FIELD TRIP  

 

Always remember to take your Nextel and emergency phone 

numbers card on field trips.  For bus breakdowns or other 

serious problems, call Dispatcher Debbie Windle, phone #202.  

If Debbie canôt be reached call Theresa Clark, phone #201, 

continuing down the list of contacts if necessary.  
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EVACUATION DRILL  FOR FIELD TRIPS     
 

Every field trip must begin with a 5 minute bus evacuation 

presentation on the location of emergency exits and equipment, 

and how to evacuate the bus.  Like the airlines, the talk is 

legally required on each field trip, even though some groups 

may have heard the talk many times in the past.  Explain that 

school bus rules apply to all, even on trips. 

 

 

 

COACH OR CHAPERONE 

                                                              
A coach or adult chaperone must ride the bus on all field trips.  

If no one is present to ride with you on your field trip and the 

coach has not made any other arrangements, you should call 

Dispatch immediately.  

 

No guests are permitted on any field trip, without the 

permission of the Director or Operations Supervisor. 

 

Drivers must stay with the groups they transport unless the 

driver is given permission by the leader/coach/teacher of the 

field trip to leave the group.  Always arrange a place to meet 

and/or exchange cell phone numbers.   

 

Return time must be established and confirmed.  If you or the 

group have a deadline for returning to school (to cover your 

regular route, 16 hour rule, etc.) announce your necessary 

departure time to the coach or chaperone.  If you run late for 

any reason, notify Dispatch, who will determine whether or not 

you are to wait, or proceed without the group. 
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LOG BOOK AND SIXTEEN HOUR RULE  

 

When a trip exceeds 100 air miles, commercial drivers are 

required to keep a logbook for that day.  Trips to Magic 

Mountain require a logbook entry.  The Driver Instructor will 

provide the logbook and instructions on filling it out. 

 

It is illegal to drive for a motor carrier after 16 hours have 

elapsed since first reporting for duty or to drive more than 10 

cumulative hours.  All drivers are responsible to monitor their 

time.  Alert Dispatch or a supervisor as soon as it is evident this 

time limit might be breached.  Extra time to complete an 

athletic event is not an acceptable excuse to go over the time 

limit. 

 

 

100 AIR MILE RADIUS  
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FIELD TRIP FORMS  

 

The driver will receive a field trip form (Driver Trip Ticket) 

detailing the trip.  This form must accompany the driver on the 

trip in order to record time and mileage.  The back side shows 

the address and description of the ñTrip Destinationò.        

 

The ñStartò time is shown on the back as ñDriver Sign Inò or 

highlighted under ñSpecial Trip Instructionsò.  

At the end of the trip, get a Customer Signature from the group 

leader.  Driverôs signature is also required. 

 

Buses are to be swept and fueled after every field trip.  The 

final ñEndò time of the trip is the same as the driverôs check 

out time on their log sheet- including time to fuel, park and 

sweep the bus. 

 

When the trip is complete, the driver submits the completed 

field trip form along with the daily log sheet.  Paperwork for 

field trips must be turned in the day of the trip. 

 

Check the ñSegment Assignedò (front side, under Trip #) to see 

if you are assigned ñAll Trip Segmentsô, ñTake Toò, or ñReturn 

Fromò. 

  

Start: Start: At YARD or LAST STOP of last route (bus)

Arr P/U: Arr P/U: Arrive at SCHOOL to Pick Up passengers (bus)

Lv P/U: Lv P/U:                 Leave Pick Up point at SCHOOL (bus)

Arr Dest: Arr Dest:                               Arrive DESTINATION (bus)

Lv Dest: Lv Dest:                                Leave DESTINATION (van)

Return P/U Return P/U (van)

End End At YARD or FIRST STOP of next route (van)

clarify separate bus info & van info

Start: Start: At YARD (van)

Arr P/U: Arr P/U: (van)

Lv P/U: Lv P/U:

Arr Dest: Arr Dest:                               Arrive DESTINATION (van)

Lv Dest: Lv Dest:                                Leave DESTINATION (bus)

Return P/U Return P/U            Return to SCHOOL (Pick Up point) (bus)

End End At YARD or FIRST STOP of next route (bus)

divide odometer & times into 2 columns each clarify separate bus info & van info

Arrive DESTINATION

Leave DESTINATION

Return to SCHOOL (Pick Up Point)

At YARD or LAST STOP of next route

ALL TRIP SEGMENTS

ODOMETER & TIMES

At YARD or LAST STOP of last route

Arrive at SCHOOL to Pick Up passnengers

Leave Pick Up point at SCHOOL

ODOMETER & TIMES

TAKE TO

RETURN FROM

ODOMETER & TIMES

DROP / RETURN

ODOMETER & TIMES

YARD/LAST STOP

Arrive SCHOOL

Leave SCHOOL          YARD/LAST STOP

Arrive DEST              Arrive DEST       

Leave DEST                Leave DEST

                                  Return to SCHOOL

                                   At YARD                  
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Section 5:  

The Bus 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



43 

 

  PRE TRIP INSPECTION  (revised 04/2012)  

     *pg 70: Sample Vehicle Pre-Trip Inspection 

                                                            *pg 71 Sample Supplemental Vehicle Inspection                                                            

 

By law, you are responsible for checking your vehicle to 

determine that it is in satisfactory operating condition prior to 

leaving the transportation yard.  This applies to vans as well as 

school buses.  Drivers are paid to report to work in the morning 

15-30 minutes prior to departure time to perform this required 

pre-trip inspection. (15 minutes for a van, 20 minutes for a 

small bus and 30 minutes for big buses)  Another employee 

may assist by turning on lights and pushing brake pedals, 

however, the bus driver must be on the outside of the bus to 

observe the lights.  This time is not to be used for visiting, 

coffee time, or any purpose other than making sure your bus is 

clean, safe, and ready to go on time. 

 

Drivers must verify compliance with the 45 day/3,000 mile 

inspection criteria displayed on a tag in the bus.  Department 

policy is when the actual odometer reading is less than 500 

miles from the Inspection Mileage Due, or the actual date is 

less than 5 days from the Inspection Date Due the driver must 

notify a Service Worker or the Vehicle Maintenance 

Supervisor of this situation.  The bus will soon be scheduled 

for maintenance. 

 

A separate pre-trip inspection form (part of the Daily Log 

Sheet) shall be filled out completely for each bus driven during 

a day, using a Supplemental Vehicle Inspection form for 2
nd

 

and subsequent buses.  These forms shall be submitted at the 

end of each workday (Title 13-1215). 

 

If, at the end of the workday you are unable to complete the 

Daily Log Sheet entirely, submit it with a note of explanation 

attached.  You can retrieve it from your Lead Driver the next 

workday for completion, and it will not be counted as late or 

incomplete.   

 

 

 

VEHICLE DEFECTS  

 

All defects shall be reported 

immediately to the garage. Minor 

problems, for example, a 

defective headlight or turn signal 
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should be called in to the shop on your Nextel radio. (400 ï 

404)  The shop will normally advise you to bring the bus 

around by the garage doors for immediate repair.  Call dispatch 

immediately if you will run late on your route, and inform the 

shop of your scheduled departure time.  Do not abandon the 

bus without consulting with the garage and be sure to leave the 

keys. 

 

Defects requiring further attention are to be reported on a 

Vehicle Defect Report and deposited in the box on the inside 

wall of the garage area.  The yellow copy of the form will be 

signed by the mechanic and returned to you upon completion 

of the repair.  

 

 

 

ENGINE IDLING  

 

Stay with your bus during the warm up period and any time the 

bus is running.  Each bus engine should be warmed up for a 

brief period prior to AM and PM runs. Do not rev a diesel 

engine above 1500 rpm in neutral. Excess idling time means 

excess fuel consumption and unnecessary air pollution.  

 

Title 13-2480: 

(1)  A driver of a school bus:  

      (A)  Must turn off the bus or vehicle engine upon stopping 

at a school or within 100 feet of a school, and must not turn the 

bus vehicle engine on more than 30 seconds before beginning 

to depart from a school or from within 100 feet of a school: 

and  

      (B)  Must not cause or allow a bus or vehicle to idle at any 

location greater than 100 feet from a school for:  

 (1)  more than 5 consecutive minutes; or 

 (2)  a period or periods aggregating more than 5 

minutes in any one hour  

 

 

            FUELING   (revised 04/2012) *pg 73: Map & Instructions for CNG Fueling at Cannon Rd 

 

Buses are to wait to the far right at the white line by the first 

speed bump on the driveway if the fuel pump is occupied.  Do 

not leave the bus unattended.  

If you have a problem with the Gasboy fueling system, see the 

Administrative Secretary.  Dispatch keeps a fuel card for 
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immediate needs.  Remember to make an entry in the log if you 

use it.  

 

¶ CNG buses are to be connected to the fuel lines after AM 

and PM routes.  Alternate CNG fueling locations such as 

Cannon Road are to be used only when directed and the 

driver must have recent training. 

¶  Breadbox buses are to be fueled at the end of each day.  

Make an entry on the Fuel Log found inside the bus, since 

fuel gauges on these buses may not be accurate.  

¶ All other buses are to be fueled before reaching the halfway 

mark. 

 

Make sure you are putting the correct type of fuel in the bus, 

Diesel or Unleaded! 

 

When you fuel a vehicle the automatic shut-off nozzles 

may not always shut off automatically. Therefore, District 

buses shall not be left unattended when fueling. Stay with your 

bus.  Do not fill the fuel tank completely full to the top of the 

filler neck (ñtopping offò).  Be sure to check your fuel cap one 

last time before leaving. 

 

Fuel spills are detrimental to the environment and must be 

avoided.  Do not leave the fuel nozzle unattended during the 

fueling process.  Fuel spills are to be cleaned up immediately, 

which includes spreading absorbent over the spill and 

shoveling the saturated absorbent into a specially marked barrel 

for used absorbent.  All fuel spills must be recorded on the 

Release Recording Log located next to the key rings. 

 

School buses are never to be fueled while the engine is running 

or when students are aboard.  

 

 

 

 NOTEBOOKS  (revised 08/2011) 
                                                     

A complete Home to School (HTS) or Special Ed (SPED) 

notebook including accident forms and standard information is 

now permanently assigned to each bus, and must be verified as 

part of the pre trip inspection.  When a driver is assigned a 

different bus the notebook is to stay in its designated bus; only 

the route specific pages are to be taken from their plastic 

sleeves and added to the notebook in the new bus.  Drivers are 

to keep the notebook current and complete, replacing forms or 
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materials as needed.  See your Lead Driver for notebook items.  

This is a confidential book and is never to be viewed by 

students or other parents.  A parent may look at their own 

childôs page.  

Route specific information goes in the front of the notebook: 

HTS                                                     

¶ rosters 

¶ route sheets  

¶ accident lists (long roster for seating chart) 

¶ copies of referrals (Progressive Discipline Reports) 

¶ yellow warning list 

       

    SPED                                                    

¶ ñconfidentialò sheets for each student on your routes         

(as well as any custody schedules or special information) 

¶ route sheets (may be kept anywhere in the bus) 

¶ updated seating chart for each route 

¶ copies of behavior documents 

¶ attendance sheet for the current month (may be kept 

anywhere in the bus) 

¶ yellow record of pupil behavior problems                                                        

 

The Driver and Bus Attendant are required to read each special 

ed studentôs confidential information sheet to familiarize 

themselves with the disabilities and special instructions for the 

students on the route.  Never assume the route sheet will 

contain all the information you need for a particular child.  

 
 

  

 PERSONAL ITEMS   

 

Students have been known to take a driverôs personal items.  

Do not leave personal items in places where students have 

access.  If the replacement of any required certifications 

become necessary you would be unable to drive a route.  

 

 

 

 SEAT BELTS 

 

When a school bus is equipped with a passenger restraint 

system such as seatbelts, all passengers shall be required to use 

them.  See your Supervisor or Lead Driver if your students 

refuse to comply. 



47 

 

 BUS WINDOWS   

 

Maintain window levels so they are never opened more than 

half way, or three notches, to protect students from projectiles 

entering from outside the bus, and to help prevent students 

from placing their arms or head outside the bus.  

 
 

  

 BUS SPEED  

 

All speed limits shall be strictly adhered to and in no event 

shall a school bus exceed 55 miles per hour with (or without) 

students on board.  Department policy dictates that buses shall 

not exceed 55 MPH at any time.  Never speed to make up lost 

time!  The bus yard speed limit is 5 MPH, which is a little 

faster than walking speed.   

 

 

 

 AM/FM RADIOS   

 

Most of our buses have AM/FM radios.    

The radio volume must be low 

enough that an emergency vehicle's sirens or an urgent call 

over the Nextel radio could be heard.  Station selection requires 

good judgment.  Avoid stations that play songs with lyrics 

(vulgar) that may be offensive to some.  Talk stations or 

stations with religious themes are not appropriate.   

 

 

 

 P.A. SYSTEM   

 

The P.A. system works well for giving your passengers 

directions or correcting discipline problems. Good choice of 

words, voice volume, and pronunciation are essential. 

 

 

 

 LUGGAGE COMPARTMENTS    

 

It is our policy to not permit students to open luggage 

compartments; they should be opened by the driver only. 
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Failure to follow this procedure could result in a serious 

accident.  Never kick or slam luggage doors. 

  

 

  

 ROUTE LETTERS   

 

The correct HTS route letter is to be displayed to the bus 

exterior at all times.  Instruct your students to identify the bus 

route by letter, not by the bus number. 

 

 

 

HORN USE  

 

The horn (audible warning device) on your bus is to be used 

only for backing maneuvers or in emergencies. 

Use of air horns is prohibited except in an emergency. 

 

 

 

 BACKING   

 

If you must back up, use your hazard lights and sound your 

horn -- even if your bus has backup lights and beepers -- to 

warn people in the area. It may even be prudent to get out of 

the bus and check the area behind the bus before backing.  

 

Always pick up passengers before making a backing 

movement, or make the backing movement before unloading 

passengers so students are away from the area in which you are 

backing. 
 

  

 BUSES IN CONVOY  

 

When two or more buses are traveling together to the same 

destination, they are to travel in convoy (or caravan). 

The lead bus shall maintain a legal speed that will enable the 

following drivers to keep each other in sight. The lead driver 

maintains sight of the second bus at all times. The second bus 

in line is responsible for keeping the third bus in sight at all 

times and so on for as many buses as are in the convoy/ 

caravan. Buses in convoy are never to pull out to pass another 

bus in the same convoy. There is a tendency for vehicles in a 

convoy to follow too closely. Remember the five second rule.  
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 BUS CLEANING RESPONSIBILITIES  (revised 02/2011) 

                       *pg 79: Bus Cleanliness Review  
    

Every bus shall be kept clean and free of litter (13 CCR 1231)  

Each workday the driver is responsible for sweeping the floor 

and emptying trash, along with other bus procedures (windows 

secured, doors locked etc.). Pre-announced and "surprise" bus 

inspections are conducted periodically to monitor bus 

cleanliness. A part of cleaning a bus includes lifting the seat 

cushions and removing debris. 

 

Assigned bus washers are responsible for washing the exterior 

of the bus.  Drivers are responsible for all other bus cleaning 

duties.  Up to 40 minutes every other week is allowed for 

mopping the interior and vacuuming wheelchair tracks, etc. 

 

 

 KEEPING A CLEAN BUS  

 

Use your time between routes/owed time wisely.  Dust such 

items as dashboard, visor, gauges, switch panel, etc.    

Cleaning all mirrors and windows is vital.  

Line the trash can with a small plastic 

shopping bag.  Graffiti must be removed 

immediately.  Interior ledges, ceilings and 

walls, roof hatches, driver area, etc. should 

be cleaned as needed.  Occasionally a driver 

may request additional cleaning time from their supervisor. 

 

By order of the CHP, the dashboard, windshield, visor, and 

driver areas are to be kept free of all foreign articles, including 

photos,stickers or other decorative items.  This is not the place 

for clipboards, newspapers, pencils, magnets, tissue boxes, 

coffee cups or other items.  Personal items are to be kept to a 

minimum and stowed in a compartment.    

 

Brooms should be stored in the luggage compartment. If 

brooms must be stored inside the bus, make certain they are 

secure and do not block exits. CHP has asked that brooms not 

be stored between the seat and window. 

 

Bus cleanliness is as important as personal appearance because 

people pass judgment on what they see. Take pride in the 

equipment you drive.                                                                                                        
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 CLEANING SUPPLIES  
     

The storage shed by the wash rack is stocked with towels and 

cleaning products, as well as packets of absorbent, floor 

scrapers for removing gum, etc.  The only cleaning products 

approved for use are those supplied, and may only be kept in 

the pre labeled spray bottles or the original container. Material 

Data Safety Sheets for each cleaning product can be found in a 

notebook inside the shed door or on the Districtôs web site 

under ñTeachers & Staffò, ñHealth & Safetyò.  Graffiti remover 

may be obtained from garage personnel.  

California law prohibits any flammable, poison, or liquid 

cleaning supplies in a school busô passenger compartment 

while the bus is in service.  In buses that have an outside 

luggage compartment, a labeled spray bottle may be stored in a 

box or container for use that day.  Please return it to the storage 

shed when finished.   

Clean towels are kept in the office under the time clock and 

also in the shed outside.  Please put dirty towels in the labeled 

container in the shed.  Donôt keep more than two towels in the 

bus.   Micro fiber towels for cleaning windows only are also in 

the shed outside.  Please help our towels last longer by using 

paper towels for checking the oil in the bus.   

Every bus should be equipped with a ñBody Fluid Cleanupò kit 

as well as a first aid kit.  Each employee should be familiar 

with the purpose and use of these kits. 

 

 

 LOCKING THE BUS   

 

Drivers are responsible for securing their bus.  At night, the bus 

forward entrance, side and rear doors, windows and roof 

hatches must be locked.  If you use a bus during the morning 

and are not certain who will use it in the afternoon, lock it up.  

On trips, secure your bus any time you leave the bus 

unattended. 

 

 

 

 BUS KEYS   

 

Bus keys are to be returned to the 

keyboard each time you check out 

AM or PM.  Do not take bus keys home. 
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 RAILROAD CROSSIN GS   

 

Never take a railroad crossing for granted.  With trains and 

buses, the first mistake is the last.  The driver of any school bus 

transporting any passenger shall pull over as close as 

practicable to the edge of the road, stop 15-50 feet from the 

nearest rail, open the passenger door (open window on Type 2 

bus), look both ways, listen for an approaching train, and shall 

not proceed until he or she 

can do so safely and there 

is sufficient room across 

the tracks.   

 

Stopping at a railroad 

crossing when no 

passenger is on board is not required by law or current 

department policy. 

 

 

 

 NARROW OR LOW CLEARA NCE  

 

Before passing any obstruction with doubtful clearance (road 

construction, low hanging branches, narrow streets, etc.), the 

driver must be sure that the bus will clear the obstacle. Develop 

a visual reference point in front of the bus to help establish 

whether you will clear. A defensive driver looks at least a 

block ahead in city traffic to anticipate tight situations and is 

able to take corrective action to avoid being "squeezed."  If in 

doubt, stop and make certain it is safe to proceed. 

 

 

 

 BUS ACCIDENT OR INJURY     

 

The driver of the school bus shall immediately notify 

dispatch of any accident or incident, including minor 

            accidents or scratches or any injury caused by movement of                      

the school bus.  This is a requirement whether or not there are 

students on board, per department policy.  

 

If calling in an emergency, make that the first thing you say to 

dispatch.  Say ñThis is an emergencyò so that the Dispatcher 

will know to put everything else aside to deal with your 

emergency.  If you or your passengers are hurt or require 

assistance, also state so immediately. 
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When the transportation office is closed: If you cannot reach 

anyone on the Emergency Contact List and the accident 

qualifies as a School Bus Accident, you must inform the CHP 

of the accident yourself. 

 

The procedure to follow in case of accident is in all notebooks 

located in each bus, along with the Accident Report form.  

 

A full and complete accident or injury report must be filled out 

by the bus driver and turned in to the Driver Instructor. A 

complete written report, with all required information, is to be 

made as soon as conditions permit, but no later than the next 

working day after the accident. Additional reports may be 

required. Be sure to note carefully any obstructions or special 

circumstances that you feel contributed to the accident or 

injury. Diagram any and all lane markings, traffic signal 

devices, stop signs and other pertinent information. Try to be as 

detailed as possible in your description, as your report may be 

used as a reference at a later date.  Make a list of all passengers 

on the seating chart found in the notebook. 

 

Minor student injuries not related to the movement of the bus 

require the driver to fill out a Student Accident Form upon 

return to base.     

 

Drug and alcohol testing is required of an employee with a 

commercial license if there is a fatality, or a citation is issued at 

the scene as a result of the accident.  Your supervisor or the 

dispatcher will provide you with the form and direct you to the 

testing lab.  This is the law and you are not excused for any 

reason.  You may ask for someone to accompany you or drive 

you to the lab.  If you are transported to the hospital, your 

supervisor will proceed with the testing requirements.  

 

 

 

 ACCIDENT REVIEW COMM ITTEE  (A.R.C.) 

 

"A preventable accident is one in which you failed to do 

everything you 

reasonably 

could have 

done to 

prevent it." 
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A committee of the Director of Transportation, Operations 

Supervisor, Driver Instructor and Shop Supervisor meets 

immediately after an accident to determine whether it was 

preventable or not. The committee may require driver 

retraining, or in serious cases the Director of Transportation 

may take other appropriate action. 

 

 

 

 FIRE ON THE BUS   

 

If a bus catches fire, the safety of the students is your first 

consideration. Only after all students are safely off the bus 

should you worry about the vehicle. After all other tasks are 

safely completed, apply the extinguisher as needed.        

Aim under the fire, rather than hitting 

it from above. If in doubt, let it burn.  

Under no circumstances should you let a student get near a 

burning bus, regardless of possessions that may be in the fire. 

No piece of equipment is worth injury to either you or your 

passengers. 

 

Pupils are to be held in a safe area and under your control at all 

times. 

  

 

 

 BUS EVACUATION   (revised 08/2011)   

 

Federal standards call for each state to implement programs on 

safe riding practices and bus evacuation. The Driver Instructor 

and School Bus Drivers will conduct instruction and drill 

participation in bus evacuation at a scheduled time for each 

school. School bus accidents happen and when they do it is too 

late to begin teaching an emergency procedure. You as a driver 

must review these instructions in advance with your students, 

since you are the key to a successful evacuation program. 
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Drivers of special education routes must prepare seating and 

emergency evacuation diagrams to include wheelchair, harness, 

and other seating arrangements.  Forms for this purpose will be 

supplied by the Driver Instructor.  Completed forms must be 

turned in to the Driver Instructor for review as soon as 

possible.  Copies of the seating charts must be kept in the 

SPED notebook in the bus, and are to be updated and kept 

current as routes change. 

 

 

 

 HIJACKING/ KIDNAPING    

 

Be aware of unusual circumstances and avoid situations that 

could create serious problems for you and your passengers.  

¶ Do not try to be a hero 

¶ The first 15-45 minutes are the most dangerous 

¶ Do not speak unless spoken to. 

¶ Do not make suggestions 

¶ Do not try to escape unless you are the only one 

¶ Observe everything 

¶ Memorize number of captors, descriptions, 

conversations, weapons, license plate, etc. 

¶ Memorize number/ identity of hostages 

¶ If permitted to speak, answer only ñyesò or ñnoò 

¶ Do not turn your back on captors 

¶ Do not be argumentative 

¶ Avoid physical resistance 

¶ If you have passengers, your main concern must be for 

their safety 

¶ If you have special needs students, explain to captors 

what types of pupils they are and what special care or 

medication they need.  
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Section 6:  

Students 
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PUPIL MANAGEMENT   

  

Students (and adults too) respond well when treated with 

fairness and consistency. It is our policy to have uniform rules 

and procedures that are enforced in a consistent manner.  If we 

all work together as a team using the same procedures, the 

student will know the rules no matter which driver is in charge. 

If only one driver neglects their pupil management 

responsibilities, the system breaks down. Students immediately 

pick up on the inconsistencies and changes and those 

differences often create student discipline problems. 

 

You must earn respect and confidence to establish a good 

relationship with the students on your bus.  This will help you 

to maintain control of a large number of students, which is 

perhaps the most difficult part of successfully driving a school 

bus.  If you do not have the students' respect, and if you do not 

act like a mature and responsible adult, you make your job very 

difficult.  You must exercise self control above all.  A driver 

needs two kinds of sense- common sense and sense of humor. 

 
 

The primary reason for good pupil management is safety. A 

driver who must constantly watch the inside mirror to try to 

catch a violator is spending too much time with their eyes off 

the road. If a situation develops which requires more correction 

than a verbal announcement over the PA system, pull the bus 

over to the side of the road, or wait until you get to school or 

the next bus stop.  Never try to discipline a whole group for the 

infraction of a few.  

 

It is required that during the first day or two of the school term 

or upon starting a new route, you take time to familiarize each 

student with district bus rules.  Teach students proper behavior 

at bus stops, as well as proper loading and unloading 

procedures.  Remind students to remain seated until it is their 

turn to get off the bus and the door is opened.  The bus driver is 
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responsible to ensure that vulgar language and obscene 

gestures do not happen on the bus.   

 

Students will be quite willing to test you during the critical first 

few days of the new school year.  This is perfectly natural and 

has happened ever since there have been children and school 

bus drivers.  You must set reasonable limits at this time.  Do 

not let the rambunctious student in the group exceed the limits 

you have set, and you will soon find that the whole bus has 

settled down. 

 

The bus driver is responsible for the safety and well being of 

all passengers.  His/her directions must be followed at all 

times. 

 

Bus rules are printed on a decal inside the bus, and the ñCode 

of Conductò agreement is included in the bus pass applications 

for all Home to School bus riders: 

 
 

SAN DIEGUITO UNION HIGH SCHO OL DISTRICT  

TRANSPORTATION DEPARTMENT  

STUDENT CODE OF CONDUCT 
 

As a student of the San Dieguito Union High School District (SDUHSD), I understand that the rules dictated in 

the SDUHSD Discipline Policy and the rules dictated in the Athletic Handbook for Students, Parents & 

Supporters apply to me while I am riding the bus.  I agree to follow those rules and understand that if I break 

them, I am subject to disciplinary action.  Furthermore, while riding the bus, I understand that the following 

rules and consequences apply: 

 

1. I will not shout, use unacceptable language, or speak rudely to any individual while on the bus. 

2. I will remain in my seat at all times and will not move from my position until I get off the bus, unless I 

am advised to do so by the driver. 

3. I will not stick my hands or arms outside the windows. 

4. I will not litter or throw objects inside the bus or out of the bus windows. 

5. I will not vandalize the bus. 

6. I understand that smoking and/or the use or possession of any illegal substances is strictly forbidden. 

7. I will not eat on the bus. 

8. I understand that fighting of any kind will not be tolerated. 

9. I understand that creating or participating in any type of disturbance on the bus will not be tolerated. 

10. I will follow the directions given by the bus driver. 

 

Consequences of Disciplinary Action 

In the case of severe or multiple infractions, the consequences of the 2
nd

, 3
rd
 or 4

th
 level may be imposed. 

Level 1  - Student counseled by Principal 

Level 2 - Student suspended from riding the bus for 3 days and/or have an in-school detention 

Level 3  - Student suspended from riding the bus for 2 weeks and/or have a Saturday school 

Level 4 - Student suspended from riding the bus for the remainder of the school year and/or 

suspended from school for a minimum of 2 days  

Exception - Threat of bodily harm, violence, or severe unsafe behavior is cause for immediate 

suspension from school in accordance with §48900 of the Education Code.   
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            TEACH F IVE  BASIC SAFETY RULES 

 

Teaching the five basic safety rules will help avoid 90% of the 

discipline problems you will encounter: 

 

1. Remain properly seated 

2. Keep your hands to yourself 

3. Talk quietly and use appropriate language 

4.         No eating or drinking 

5. Follow the directions of the bus driver at all times. 

 

Students cannot be expected to obey rules they do not know!  

Take a moment to explain all of the bus rules.  

Repeat and refer to the five basic rules frequently.   

 

 

 

 SOME DO'S AND DON'TS 

                                 

¶ DO be kind, but firm and direct. Speak with authority, 

but never shout or yell.  The calmer you are, the calmer 

your students will be.  

¶ DO correct an individual problem before it gets out of 

hand. 

¶ DO make maximum use of non-verbal language.  Use 

eye contact, shake your head, etc. 

¶ DO show interest in things that interest students. 

¶ DO give a good amount of praise to your riders when 

they follow the rules. When you show respect for your 

riders, they will return that respect by being good 

riders.  

 

 

¶ DON'T be lax one day and get tough the next- be 

consistent. 

¶ DON'T ever lose your temper. 

¶ DON'T hold grudges. 
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¶ DONôT segregate boys and girls, either while waiting 
for the bus or in bus seating arrangements. Doing so 

violates Federal Title IX. 

¶ DON'T touch a student in any way.  

¶ DONôT make threats that you may not be able to keep.  

¶ DON'T tell a student they cannot ride the bus again. 

 

 

 

PROGRESSIVE STUDENT DISCIPLINE  *pg 80: Sample Student Warning List 

         *pg 81: Progressive Student Discipline 

Keep the first seat across the aisle from the driver seat 

available for problem students.  Moving a student to the front, 

whether for one day or longer is often the most effective 

method for addressing unacceptable conduct.  Tell the student 

that the length of time he must sit there will be determined by 

his behavior- in other words he must demonstrate proper 

conduct for bus riders. 

Try to make ñpunishments fit the crimeò.  For example, a 

student who pushes when getting off the bus at school can be 

told heôll be the last one off the bus.  

Make use of the Bus Driverôs Student Warning List. When a 

student displays unacceptable conduct that may not be bad 

enough to warrant a bus referral, make note of the  studentôs 

name, the behavior and what type of corrective action you took 

(verbal warning, moved to front, etc.)  Advise the student that 

they are on your warning list and further problems will result in 

additional consequences. 

If unacceptable conduct continues (or in the case of severe 

infractions) the driver must inform their Lead Driver who will 

either call the parent or draft a referral.  Be prepared to supply 

the studentôs full name, date and description of the most recent 

incident, as well as the dates and notes from your Driverôs 

Student Warning List.  The Lead will give the driver written 

documentation if they called a parent.  If a referral was sent to 

the school, the driver will receive a copy when the school 

administrator responds and describes the disciplinary action 

taken.  

Disobedient students can eventually be suspended from riding 

the bus, but keep in mind that the goal is always to coach the 

student and correct the unacceptable behavior.  For many 

students the bus is their only way to get to school, and getting 

suspended from riding can cause extreme hardship for student 

and parent alike.  
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 GRAFFITI/ VANDALISM  
 

Serious vandalism or graffiti (or gang related graffiti) must be 

reported to your Lead Driver or Supervisor, who may take a 

picture.  Drivers must make every effort to identify the students 

responsible, immediately gathering as much information as 

possible.  Repair or replacement costs may be assessed and the 

student held responsible.  

Drivers must remove graffiti immediately.  Go to the garage 

for the graffiti remover. 

     

 

 RETURNING THE BUS TO  SCHOOL 

 

Although tempting at times, never return a group of unruly 

students to a school without direction from Dispatch.  This 

action announces to the students that you are not in control, and 

it has the effect of punishing students who are not participating 

in wrongdoing.  Many times security and administrators have 

already left the campus or are in meetings and cannot assist 

you.  

 

Remember that you are never alone. When you need assistance 

with student behavior, call dispatch for assistance. The 

transportation department will take appropriate action to help 

you manage the situation. Get names of students causing 

problems and deal with them afterwards. 

 
  

 

ZERO TOLERANCE   

It is important that you  make a 

reasonable effort to protect all your students from harassment 

and bullying. Prohibit taunting on the bus. Unfortunately, some 

students may pick fights with other students, especially when 

getting off the bus in the afternoon.   A threatened student may 

stay on the bus as a safe refuge.  The school district can have 

disciplinary authority until the student arrives home.  In other 

words, zero tolerance can be enforced after they leave the bus.  

Tell the students- they probably will not know that.  The bus 
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driver is responsible to ensure that students respect each other 

and each otherôs property while on the bus.  Be aware of 

whatôs going on among the students on your bus. 

 

 

 SPECIAL NEEDS STUDENT BEHAVIOR   *pg 82: Sample Student Warning List 

                                                                                         *pg 83: SE Student Behavior Documentation 

Special needs students are to be treated with extra care.  

Drivers and aides are required to know each childôs name and 

related specialties.  Drivers must take a special interest for their 

well being and safety.  So far in our district only the special ed 

buses are equipped with seat belts, and students are required to 

wear them.  See your Lead Driver if you ever have trouble 

getting a student to wear their seat belt.  

Always wear gloves when dealing with body fluids, such as 

students who drool or have other body fluid present.  Use 

sanitizing wipes on your hands frequently, but never apply to a 

studentôs skin.  Be careful of the way you assist a student as not 

to hurt your back, or put yourself within reach of a student who 

bites, kicks or scratches.  

   Discipline procedures are different for  

SPED students.  Transporting them has unique challenges, and 

in some cases you will have to decide, based upon what you 

have learned and your own common sense, the best way to 

handle a behavior.  Keep in mind there are many reasons why 

behaviors happen with special needs students: 

They are unable to communicate that they are angry, in pain, 

need a break, hungry, thirsty, etc. 

They have learned that a behavior will get them something that 

they want. 

Their disability makes it difficult (sometimes impossible) for 

them to control how they react to you and what happens in 

their world. 
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The behavior helps them to control their environment or their 

reaction to their environment. 

They are not able to predict, control, or make choices about 

what is happening to them. 

Incidents or behaviors that are health or life threatening must 

be documented immediately. This can include severe self abuse 

such as self-biting that results in tissue damage, repeatedly 

banging their heads into bus windows, or hurting other people.  

If you feel that you cannot safely manage any behavior, seek 

assistance.  Documentation is essential in order for the teacher 

or parent to modify the behavior of the SPED student.  Fill out 

the ñSE Student Behavior Documentationò form and turn it in 

to your Lead Driver.  It is also helpful to record minor 

incidents on the yellow Driverôs Student Record, to provide a 

history of the behavior if it escalates.   

 
 

 SKATEBOARDS/ HAZAR DOUS ARTICLES   

 

Skateboards are not allowed on district buses, unless in a 

closed cloth bag or strapped to a backpack designed for 

skateboards.  The first time a student brings an unsecured 

skateboard to the bus, the driver is to place it in the underneath 

storage compartment and ensure that all students are aware of 

the skateboard policy.  Use the progressive discipline 

procedures for any further incidents. 

 

Aisles and exits in the bus must be kept clear of articles at all 

times.  Do not allow backpacks etc, to be put by the rear 

window/ exit. 

 

Band instruments and other large objects carried in the 

passenger compartment must be stored so the aisle and 

emergency exits are not blocked. 
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 BUS LOADS  
 

  
 

Although it is permissible to load students three to a seat on a 

school bus, it is our intent to load middle and high school 

students two to a seat whenever possible. The first few weeks 

after the start of school we can expect the largest bus loads for 

the year, and some buses will experience three students to a 

seat.  These loads tend to decrease two to three weeks after the 

start of school, once the grace period for students to obtain a 

bus pass has ended.  If your bus has three students to a seat, 

notify the Router/Scheduler and keep her informed through the 

grace period. 

 

 

 BUS PASSES/ ROSTERS *pg 88: Sample Roster 

                                                                     *pg 89: HTS Roster Procedures   
 

All HTS bus riders must ñget a bus passò by applying online    

( www.sduhsd.net ), by mail or at our office.  Dispatch notifies 

the parent once the application has been processed and the 

studentôs name is placed on the roster for the appropriate route.  

No pass cards or stickers are issued.  Students may only ride 

the route they are assigned to, and no friends may ride along.   

Drivers are required to check the roster at the school every day 

AM & PM until you recognize all the kids.  Make sure you 

know what to do if a student shows up whoôs not on the roster:                                                                         

 

http://www.sduhsd.net/
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AM= take them to school, write down their name, follow up 

with Dispatcher or Lead Driver after the route.                                                                                     

PM= ask questions, write down their name, call dispatch to 

double check before denying a ride.                                                                       

Please see ñHTS Roster Proceduresò for complete instructions 

and policies.  Do not deny a ride in the AM. 

A current roster for each of your routes is to be kept in the HTS 

notebook.  The information on rosters is confidential.  Dispose 

of old rosters in the ñshredò box.                                                                              

 

 

 LOST ARTICLES   

 

All drivers are required to search the bus after each run: 

AM- after students get off the bus at each school 

PM- after the last stop of each run  

Walk through to the back of the bus to search for graffiti, 

vandalism, trash or sleeping students. 

Important lost items should be brought to the school office 

immediately if the route schedule permits.  Other items not 

claimed on the bus after a few days should be taken to the lost 

and found of the school the route was for.  

 

Lost articles should not be left in the transportation office, in 

the underneath storage compartments in buses, or anywhere in 

the transportation complex. 

 

 

 

 THE POST TRIP INSPECTION   

 

Before leaving the bus AM and PM, make certain you walk 

through to the back of the bus to check for sleeping or hiding 

students.                 

Believe it or not 

we have had instances of sleeping children being left in a bus 

parked in the transportation facility. Needless to say, the child 

is in great danger if they wake up and wander through the bus 

yard.  In addition, imagine the reaction of the child's parents 

when they found that their trusted driver failed to properly 
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perform their duties.  Leaving an unattended child on a school 

bus is grounds for dismissal. 

 

The other part of the post trip inspection is performed while 

you walk away from the bus. Make it a habit to look back and 

check the bus for lights left on, obvious leaks or anything else 

that needs correction. Catch it now and avoid a delay later. 
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Section 5:  

Forms 
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SAN DIEGUITO TRANSPORTATION  

Check List for New Drivers and Subs titutes  

 

 

Driverõs Name ________________________________________  Date:     

 

_____  

The District Office has employee forms to be filled out and are necessary in order to receive a 
paycheck.  Call Human Resource at ext. 5510 to ensure all necessary paperwork has been 
completed. 
 
_____  
Driver has received a copy of the Employee Guidelines book to read. 
 
 

Please see the following individuals:  

 

Director of Transportation  

Dan Love  

Welcome 

_____ 

Ope rations Supervisor  

Cindy Cruz  

Tour department/ Introductions 
Employee Guidelines book 
Dress code/ District logo apparel 
Time clock/ log sheets 
Calendar/white board 
Employee lounge/mailboxes/lockers 
Review assigned time 
Accident protocol 
Keys  
Department business cards 
SEMS 
DVD-The Machine, Pupil Management 
Employee Parking 
Shed/wash rack 
Garage area 

____ 

Lead Drivers  

Joanne Mitroff (H-Z)  

Diane Chavez  (A -G)  

Timekeeping/log sheets 
Notebooks 
Student Referrals 
2

nd
 job cards 

_____ 

Administrative Secretary  

Marri anne Gallacher  

Issue a gas card 
Employee badge 
Payroll instructions  
 
 

 

Router/ Scheduler  

Kim Peterson  

Driving assignment 
Review HTS & SPED route sheets 
Student confidentials  

Left/right directional changes 
SPED Attendance Sheets 

_____ 

Dispatchers  

Theresa Clark  

Debbie Windle  

Call in absence  
Driving assignment (subs) 
Bus assignment 
HTS Rosters  

Proper Nextel radio communications 
Nextel radio card with numbers 
Field Trips  
Availability sign up list 

_____ 

Driver Instructor  

Antonio Perez  

Review pre trip inspection  
Fueling instructions 
Review school sites 
Review TO-1 card/ Inservice  
Bus proficiency 

_____ 

Shop Foreman  

John Redman  

Instructions for bus defect report 
Intro to Mechanics/ Service workers 

_____ 

 

Good Luck and Welcome!
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Sample/ Explanation of Timesheet Summary 

 

 

Timesheet Summary for Doe, John                                               SDUHSD 
May 1, 2010 

Date 
 

Time Duration Description/Type  Subbed For Comments 

AA514-School Bus Driver - Field Trip-0.666 FTE TR 
 

04/30/10 0.822 Hours Sick Leave (Credit)(DO) ҥTime accrued for extra Apr Accrual 

04/30/10 1.054 Hours Vacation (Credit)(DO) ҥwork in previous month. Apr Accrual 

05/04/10 0.5 Hours Sick Leave 

 

Dentist 

05/05/10 0.75 Hours Vacation ҥLeave types/hours used. 
 

05/06/10 0.5 Hours PN-Immediate Family Illness 

 
Daughter to Dr. 

05/07/10 5.33 Hours Sick Leave   

  
05/10/10 1.58 Hours Comp Time (Credit 1.5X) ҥOvertime saved as Comp Time to be used for time off later. 

05/11/10 0.33 Hours Comp Time (Credit 1.5X) ҥ/an be used for up to 90 days before payroll must pay off. 

05/19/10 0.25 Hours Comp Time (Credit 1.5X) 

  
05/20/10 0.42 Hours CTO ҥComp Time used. 

 
05/26/10 0.17 Hours CTO 

  
05/28/10 10.17 Hours Comp Time Payout ҥComp Time paid off. Over 90 days, paid 6/30/2010 

EWA Hourly Trans-HTS-Non-Contract Time 

 
05/10/10 2.67 Hours Regular Time(1.0X) 

  
05/11/10 2.67 Hours Regular Time(1.0X) ҥTime worked above your "assigned time".  Time is paid the 

05/12/10 0.08 Hours Regular Time(1.0X) ҥfollowing month.   

05/13/10 0.83 Hours Regular Time(1.0X) 

  05/19/10 2.67 Hours Regular Time(1.0X) 

  
05/21/10 0.92 Hours Regular Time(1.0X) 

  
05/25/10 2.67 Hours Regular Time(1.0X) 

  
EWA Hourly Trans-HTS-Overtime 

 
05/25/10 3.25 Hours Overtime(1.5X) ҥOvertime earned.  Time is paid the following month. 

05/29/10 5 Hours Overtime(1.5X) 
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