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FOREWORD

The Employee Guidelings written to promote the highest degree of
professionalism, safety and efficiency in the school transportation services
offered to theSan Dieguito Union High School District studeritss designed
to be an aid to you, themployee and it gives muchfdhe information needed
to meetdepartmentequirements.

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 driversSchool bus driving, anmy other things, requires constant
attention, a full measure of driving skahd an understanding of defensive

driving. School bus drivers must haaeomplete knowledge of all applicable
rules and regulations and basic first aiDiplomacy in handlingtudents,

parents, school personnel and the publiessential. &st, but not leastirivers
developa deep feeling of personal responsibility for the students altioard

bus. Once a school bus leaves the District transportation facility, the success or
failure of that trip rests mainly with you.

Please reathe Employee Guidelinasarefully and be sure to ask questidns

any point is not clear. Questions and suggestions are always welcome! You will
be heldaccountéle for a complete understanding dmbwledge of the

contents of this book.

Defensive Driving is skillful driving.

You should be as good as,
or better than,

anydriver you meet.
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San Dieguito Transportation Departmental Structure
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Maintenance Supervisor Driver Trainer
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|
Mechanics and Dispatchers Router/ Scheduler Lead Drivers
Service Workers

School Bus
Drivers and Bus
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DISTRICT ADMINISTRATORS

All SDUHSDadministrators are committed to our students and
havesharedauthority to direct you, just amptransportation
departmenbffice staffmember WhenPrincipals,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 aslgryou to violate procedure or to

do something unsafe, discreetly and politely let them know the
possible consequences of their requastl, notify Dispatch.

REPRESENTATION

The San Dieguito Union High School Distrigses 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 Associatip Chapte241 The Association
represents the transportation unit and you shiaftet tothe
agreement between the District and the Associatinrihe
District websiteSDUHSD.nef at fAiTeacher s and
ACl assi f i evdichExplairns thecoredngunder
which you are working

PUBLIC RELATIONS AND YOU

The SchoolBusDriver is sometimes the only regular contact a
parent has witlthe 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 yaactions, that you are
following instructions. If the questioner still has questions, you
should refer them to the Transportation Department office for

2
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DRUGS

DRUG TESTING

further informationKeep business cards of the Dispatcher and
Director handy for this purpose.

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 school bus while taking any questionable
medication.

The District participates in a federally mandated random-drug
testing programFailure to submit to the testing may result in a
positive test result. Federal law also requires thag t#sting

be conducted immediately after certain types of accidents.

PROFANITY /VULGARITY

SMOKING

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 whilgtherwise 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 timesvhile you are representing thet®ol

district.

Smoking is prohibited on district property and in district
vehicles.



CONFIDENTIALITY

As aSchoolBusDriver you may acquire knowledge of a
sensitive nature regarding teachers and other district staff,
students, and studedisabilities You may overhear
something at or about a school. Such knowladge
to be kept strictly confidential. Gossip regarding
students, teacherstheremployeesor schools can
cause discord and bring discredit to the District. If
ﬁ“’ﬂ you find it necessarip discuss a problewof a
“ sensitive nature, it should be wehappropriate
@2 member of the office staffNEVER telephone a
parent or guardian and discuss student issues.

PERSONAL APPEARANCE

SchoolBusDrivers 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 yappearancevarrans that
respect.

DRESS CODE

To establish a professional appearance, the department
provides each employee with a supply of district logo egpa
Employees are encouraged to wear the district appdrel.
clothing worn should be clean and well keplo revealing
clothing. Apparel with inappropriate messages such as
endorsements for alcohol, tobacco, and other products are not
permitted. For safety,the back of the shamust besecured to

the foot,havea closed frontanonslip sole and a heel no

higher than two inche®o spike heels.



EMPLOYEE BADGES

Employees are required to weather their picture ID badge or
district logo apparelhile driving or riding in a district vehicle.
Wearing a badger district logo apparet alsomandatory
when entering school grounds for any reasBadgescan be
obtained at the District Officedm 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 arriveabrk
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:
1 Transportation Department Setary.
1 SDUHSD Personnel Department (to mail important
documents).
1 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 stubsarmmoyment
I nformation by going through the
www.sduhsd.net

For online pay stubs you will need your 6 digit Employee ID
Number which is on any previous pay stub.

Employment Informatiomn DS Accessncludes Personal
Information, Emergency Contact Information, Leave Account
Balances, Benefits/ Deductions, and Service History.


http://www.sduhsd.net/

From the home page clthemk on fATeac
AEmpl oy e eFolkow theisssuctions for logging ito

use the links on the right:

District Employees (online pay stulm)

Digital Schools Access (employment information)

EMPLOYEE PARKING (revisedos/2011)

f"-‘\ There is limited employee parking available inside the
[ transportation complexParking or stopping either personal
or districtvehicles in front of the transportation office is not
permitted. Employees are to padaly in their assigned
parking area, referred to as the Upper Lot and the Lower
Lot. Employeesot assigned to park in the lower lot are
prohibitedfrom driving their personal vehicles intobécause
they are running late, o punch the time cloclget 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
employes need to drive to the office. For these exceptions,
employees shall obtain prior permission from dispatch or a
supervisor.

N/

SAFETY IN THE WORKPLACE

The Transportation Department employs a Safety Committee
to address any safety concerns associatttdour operation

and facility. The committee meets monthly from September
through June. Itis comprised of several permanent members
plus a rotating group of drivers and aides. The permanent
members are the Director, Driver Instructor, Vehicle
Mainterance Supervisor, Operations Supervisor aG$BA
representativeA 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 responsibledoryg 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



Transportation meeting are posted on the departingietin
board and also forwarded to the district safety committee
chairperson. All employee time spent serving on the safety
committee is in a paid status.

't i s each employeeds responsi bi
problems to a supervisor. Creepvaipover speed bumpand

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 washanything into the storrdrains. Dump wastewater
into the grill in front of the garage or wash rack, they are
connected to the clarifieMVash vehicles in the wash rack
only.

Never block the fire lane that enters San Dieguito Academy.

There are 3 locains to shut off the unleaded and diesel fuel
pumps:
1 Ateach pump
1 Inthe electrical panel located on the wall on the left as
you enter the dispatch/office area
1 North end of office building, marked by signage and
red shut off knob
CNG gas can be shutfaf 4 locations:
1 Atthe street
1 Atthe feeder, located at the meter, marked by red
handle
1 At each hose location
1 Atthe compressors
Electricity to the CNGstation 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



Transportation. Children are normally not permitted in the
transportatiocomplex without approval from the Director.

The ready roonms notto be used as awaitingrodmor dr i ver s 0
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&bcalls only, and calls
should be kept brief.

Employees are issued a key to the employee eimeck
station/loungend a key for the gate padlocks (#23fa8)after
hours and weekend®ll employees should have their keys
with them when reporting for wk. 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
businesdike atmosphere when you are in all offeeas.

Desks, office phonesffice areasand files are offimits. Use
of the copy/fax machine by non office staff needs prior
approval.

BULLETIN BOARD S AND MAILBOXES

You are expected tcheck the whiteboardalendar by the time
clockeveryday. Take note of any minimum days or schedules
for the schools you driveYou must notifyDispatch

immediately if you see a possible conflict between your route
assignmentsAlso check the board with routes up for bid and
field trips.

Besides these lotians, periodically review the CSEA, Safety
and Training bulletin boards in the driver ready roddever
remove, erase, or alter any postings not post anything to a




bulletin board without approval from the Directddeverpost
anything on the wadl. You are also expected theck your
mailbox as often as possible each.déyportant information
can be added at any time. Documents to be completed or
correctednust be turneth 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/ Next el numbers for after h

SDUHSD Transportation Dept. 760-753-8298

Ext. MNextel Emergency #

Debbie Windle, dispalcher 5081 102 202 760-215-8380
Theresa Clark, dispaicher 9063 100, 200 760-215-8388

Cindy Cruz, supervisor 5068 103 760-415-2075
Dan Love. director 5052 101 760-801-0635
John Redman, shop foreman S077 400 760-513-3383
Jay Harder, mechanic 401 619-727-0230
Jon Hall,. mechanic 402 760-423-3000
CHP Oceanside 760-757-1675 San Diego 858-637-3800

WRITTEN REPORTS

ATTENDANCE

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
instructionson each form.

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 musall in
each day of absence unl ess a
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.



LEAVES AND ABSENCES (revised 112011 *pg 72: SEMS Instructions
See your current CSEA contract r

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 ageeted to schedule
appointments during off dutyme. 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 Dispatchby 5:00 AMwhen you are going to be absent.
Forgetting tado eitheris not acceptable.

When you work a partial day, write the amount of time missed
in the appropriate leave box on your log sla®tsubmit a
corresponding Same Day Leave Fortnthat time.

Same Day Leave Form
Indicate what type of leave and the number of hours/minutes you wish to apply.

Attach this form to your daily log sheet.

Employee Name : Date
Personal Necessity* Sick
Bereavement* CTO
Industrial Accident Vacation

School Business*

*Personal Necessity, Bereavement and School Business leave requires prior approval. Please
provide an explanation below:

Signature Office Approval/SEMS

LATE TO WORK

You are considered late if you arrive after your assigned AM or
PM checkin 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 waifor the bus.

10



TIME KEEPING PROCEDURES

ASSIGNED TIME

Transportation employees round off work time in 5 minute
increments.Write the rounded off timen your Daily Log
Sheet. The guidelines for rounding off diferent for
checking IN and checking OUT:

When checking IN you may punch the time clock no
more thard minutes earlier or later than your assigned check
IN time. If punching IN late, round back to the last 5 minute
increment.

Whenpunching OUT, round up to the
next 5 minutencrement.

Only the Operations Supervisor
or Director of Transportation may
make corrections to time punches¥
and/or write in missing punches.

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 ifou 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

AExtra timeodo i s working ti me
that day.
AOverti meo i s wmeinlexeass ofegglt howrs r k

in one day or forty hours in one calendar week. Working time
on Saturday, Sunday or holidays is also considered overtime.

11
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45MINUTE RULE

Employees mustrrite a specific explanation on their log sheet
if they have worked more than fiveinuteslater than the
assignectheck outime of any route

Since all overtime must be papprovedgmployees must
notify Dispatch or office staff in advance if any assignment
will put them into overtime.

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 natpply between nedriving assignments,
with the exception of mandatory meetingse 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
entitledto 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 mpidint in the work shift as
possible. This shall not preclude thach 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.

12



EMPLOYEE MEETINGS

Attendance at the employee meetings@édatory for all
employeesunless it conflicts wh a route or second jolAll
mandatory meetings are in a paid statBeould 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 watdtetDVD 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 i
a presentation given or authorized by the training department.
Always sign the attendance sheet at meetings.

PAYROLL PROCEDURES *pg68, 69 Sample Payroll Summary

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

given the previoudéisweoyimpditénhs payr o
that you sign and return the original payroll sheehediately

to the secretarylt is at this time that you must report any

payrol discrepancies. Yowill be given acopy for your

records. Failure to submit the original payroll sheet on time

may result in a onenonth delayor 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

=A =4 =4 =4 A -4
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GARAGE ETIQUETTE

Please do not visit with garage personnel while trey

working. The garage is off limits to n@yarage personnel.

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

Stay behind the white line paed around the shop perimeter
for safetyreasons Be careful noto 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. Negarage 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 notask to borrow garage tools.

14



Section 2
Drivers




8 /80 ONDUTY LAW

AiINo motor carriers h a | | permit or require a
nor shall any driver driveé.for a
on duty for 80 consecutive hours
(13 CCR 1212.5)

Any compensated work for any employer must be reported and
countstoward a d r -houre3day ttme Bediod.

Volunteer work for a motecarrier 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 oty dior 8
consecutive hours to be eligible to drive.

2NP JOB REPORTING

Drivers arerequiredtot ur n i n a yell ow ASecond
Repor ti(prigrdo panahinginkach morning after

working at a jolputsidethe District which will be returned

after your Lead Driver records the houtsyou only work at

another jolwithin the SDUHSD you may turn in the second

job card each Monday morningse 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 A8/ 80 Tracking Sheeto is avail
place the department your certificatan jeopardy of a CHP

violation by failing to keep your work time within the legal

limits.
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SAN DIEGUITO TRANSPORTATION SECOND JOB REPORTING

Address:

Dl;iver:
2™ Employer: %;%EES!) - On L fro St Reporting Week Date
4-A-0A-A-71-Q

TO0 BE SUBMITTED WEEKLY

City:

Zip: Mon Sun

Day

Mon

Tues
Wed

Datg Check-in Check-Out Check-In Check-Out Total Hours
v 7 — T

anpm i1 H D" Cam

pm am/pm am/pm
b am/pm am/pm %
VD am/pm am/pm
am/pm an/pm A

] 10

Thur K134 4 amjpm A
Fri ol\os\tA]| 9.36 Guym K am/p am/pm ampm | 00
Sat am/pm am/pm am/pm am/pm
Sun am/pm am/pm am/pr am/pm
3" Employer: [MQ"‘ Circle AM or PM
Address: __ | Town_ onter Dc. Breaks not included
city: ___EneinitaS Zip:_ A0
Day Date Check-in Check-Out Check-In Check-Out Total Hours
Mon an/pm am/pm am/pm am/pm
Tues am/pm am/pm O an{pm) a W
Wed am/pm am/pm 5100  amfiny) ) amfpm Y
Thur bl - am/pm am/pm am/pm am/pm
Fri am/pm am/pm am/pm amy] -
Sat A t mE 00 Canghpm amipm am/pm H apmy| X .00
Sun i _am/pm am/pm am/pm am/pm

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 awertificates prescribed by law and/or

the District, including a:

1 Valid Commercial Driver's License (CDL): A valid license
of the appropriate class.

1 Medical Certificate
1 Special Driver's Certificate
9 Valid First Aid Card (if applicable)

You are resporile to keep your certifications current. While
the Driver Instructorattempts, 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 younedical certificate,

dr i ver 0 sstddicarde eicste expiré, your School Bus
Certificate becomes invalid. Permitting required certification to
expire is considered a fare to meet the requirementsyafur
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job classification and at the minimum will result in unapproved
leave without py.

MEDICAL CERTIFICATE

TheDistrict paysfor DMV physicals at U.S. HealtWorks, or

if you choose to go to yopersonaphysician a maximum of
$35.00 will be reimbursed. If gpay is required, the District

will reimburse the cgpay amount. Aoroper receipt is

required. See the Driver Instructor to schedule an appointment
at U.S. Health

Works.

Appointments should be scheduldaring unassigned route

times. If this is not possible, the employee will be paid, aed th
absence will be chaongledfoams fischoo
Mileage is not reimbursable.

Maketwo copies of your medical certificate, (front & back)
andonecopy 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 hoursf approved inservice training is required
each yeato keep youiSpecialDriver Certificate valid. A
training period iconsideredhe day after youbirthday toyour
nextbirthday Prior to a renewal year you should check with
theDriver Instructor sine 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 tinhe Driver
Instructor will keep a record of all your inservice and other
approved courses so that t(h®1 cardcan beupdaed. 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 yourHdurs 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 FirstBdm at
the CHP office.lt is recommended to makeo attempts to
pass the exam be®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 youMesto retest more than once

before the deadlineThe Driver Instructor will schedule your
testappointmerg with the CHP Officeduring unassigned time

and the employee will be en unpaid statuslf this is not

possible and part of the route is covered, the employee will be
paid, and the absence wil/l be <ch
leave form. Mileage is not reimbursable.

RENEWAL COACHING

The amount of coaching is at the discretiothefDriver

Instructor. Up to three hours of girigp coaching and up to

two hours of behind the wheel training isadable 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 diént 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
assignd 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.

Proficiencytrainingis also required for mountain driving.

DELEGATED BEHIND THE WHEE L TRAINER

FLEX DRIVERS

A delegated behinthe-wheel trainer is someone who is

selected and trained to assist in the bekimglwheel training

of drivers(Education Codé&ection 40084.5).

The Delegated Behind the Wheehiher (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 T01 data.

The position of Flex Driver is to act as substitute, or stand by
driver and is guaranteed a minimum of 4 hours a &msgular
check in times are determined at bid, howeveur$ of
assignment may vary throughout the work daiex Drivers
may be askedtwork past their assigned time in the AM or
PM due to last minute changes in scheduléthe flex is
assigned a route in advance, they wahleck in at the assigned
time of the route, but shall check out whenever finished,
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providing they have fulfilledheir minimum hours.f 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, thd-lex 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.
include assignments to drive an open route, drive a field trip,

cover as a bus aidede along with another driver to learn

routes, or@mnd byinthedi er 6 s | ounge.

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 chagerIn the early

spring CAS O conducts a drivetraining workshop, which is a
good way to obtain inservice credit. Attendance is voluntary.

SCHOOL BUS SAFETY ROADEOS

In addition, CASTCconducts many school busatteos,
featuring various types and si&of school buses

operated through an obstacle course. Every year Chapter 3 has
a spring radeo in the San Diego area. CASTO has other
chapters in the areRiverside, OrangegndLos Angeles host
roadeos in the spring and welcome individe@htestants and
roadeo teams from other school districts and chapters. The
more roadeos you enter, the befieacticed you will become
and the better chance you will have of winning a trophly.
each roadedrophies are awarded to various categories of
individual and team competitiorEach year winners at Chapter
roadeos move up to compete in the CASTO sponsored State
wide roadeos and if successful, can go on td\isonal
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SchoolBusRoadedheld in July. Schoolbusroadeosare
conducted entirely by school transportation professionals
(drivers, mechanics, instructors, administrators, etc.) who
volunteer their time so that professio®ahoolBusDrivers

may become more familiar with their busnd become safer
drivers as aesult! 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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ROUTE SHEETS

Keeping route sheets (left/rights) accurate requires input and
communication from driver®Directional changes should be
written on a copy of the route shéleeén submitted to the
Router/Scheduleand only after the route has been driven.
Submit time changes after you have run the route for one week,
and havewritten downyour arrival and departure times for

each stop for at least three days.

Special edoute sheets show each student either musMEeTr
when getting off the bus IRELEASE 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
studentsboth 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 Guelor 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 currentcopy of each route should be kept in the bus
notebook.Old copes ofSPEDroutess go i n the Ashred:
the office.

ROUTE AUDITS *pg74-77. Sample Route Audits

Bus routes are audited several times a year. Please read the
cover sheet anfbllow all instructions preciselyDrivers 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 @ ThundBlW." Make certain that

you pick up/drop at that exact locatiodust because students

are standing on a corner, it does
location. You might need to instruct the students of the proper
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BUS STOPS

stop location. You may not change or add a stop locatitin.
you are uncertain about exactly where to stop, check with a
member of the office staff

The driver shall stop to receive or discharge pupils only at a
school bus stop designated by the scllostfict

superintendent or authorized by the superintendent for school
activity trips...(Title 13, Section 1227 a.).

The bus must bstopped parallel to the curb and as close as
possible without scraping the tireé. 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.

© HEHEEN O

Make certain your
stopped bus does not bloak 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 probléfos.are not to
sound your horn to notify gtlents that the bus is present
unless instructed to do so at certain stofise bus is required
to wait 2 minutesno morefor the SPED student to come out
before departinglf you arrive early, you must wait until the
scheduled departure tinamdthenwait 2 minutesefore
leaving without the studeniThe driver is required to call

di spatch wh e n-s& osisanb&Eydispatchs a
when a student is a rghow at school in the PMf you know

a student will be absent, notify dispatiidas the parent to
call our office.
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SPED STUDENT ATTENDANCE *pg 78: Sample Attendance Sheet

Drivers of speciaéd routes are required to fill in the SPED
Student Attendance sheet each,deyng the codes showiit

must be kept on the bus, either in the SPED notebook or in an
easily accessible areénform the Router/Scheduler or Lead
Driver as soon as you notice attendance problems, such as
frequent no show, not ridingedain daysnotriding inthe PM
because fosports, etc. The SPED Attendance Sheet is due at
the end of each month.

SPECIAL NEEDS POLICIES FOR PARENTS

When Your Child Is llbr Does Not Plan To Take The Bus

1 Please notify the transportation office at least 30
minutes prior to pickup if your child will not be riding
the bus.

1 If you do not notify transportation and your child
misses the bus on two consecutive days, bus service will
be discontinued until you dhe transportation office.

9 If a child becomes ill at school, it is your responsibility
to transport the child home.

9 If your child does not require a ride home on any given
day, notify transportation.

1 If you pick your child up from school, you muostify
transportation.

Be Ready

1 Every child needs to be ready before scheduledygick
time. Due to time constraints, our office is not able to
call the home of students who do not come out to the
bus.

1 The bus will wait 2 minutes after arrival, and then
depart.

1 A driver generally will not return to pick up a late
student. It is your responsibility to transport the child.

PM Return Procedurd-or Students Who Must Be Met

1 A parent needs to be home, and ready to receive their
student at school releasetim@®.t her st udent ds at
may cause the bus to arrive earlier than expected.

Schedules

1 If your student resides in multiple households, you will
need to prepare an am/psehedulgcalendar)for each
month and fax it to our office in advance.
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1 Inthe event achedule has not been provided, bus
service will be discontinued until one is received in our
office.

Wheelchair Safety

1 The wheelchair must be equipped with a belt securing
the student to the chair.

1 The frame of the wheelchair must be strong enough to
allow proper, safe attachment to the floor of the school
bus from four locations.

1 Each wheelchair must be equipped with functional and
properly maintained brakes.

1 Batterypowered wheelchairs must be equipped with
spill proof batteries.

1 Transportation of stuehts in wheelchairs that do not
meet the safety requirements will be denied.

Lifting Sudents

1 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

l nstructor, using the ARed Light
Instructor will fax it to the CHP who may send a letter of

warning to tle 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 requeshatan 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 Transportdliepartment.
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TIMELINESS

Our entire operation is based on the premise that you will
adhere to a set time schedufgafety, however, takes
precedence over punctuality in all cases. Never attempt to
"make up timé by taking short cuts in your ptep inspection
or by speeding/driving recklesslfonsult the
Router/Scheduler if you have difficulty adhering to the times
on your route or assignment sheet.

The times shown for HTS routes are consideodoe the
departure timefor the stops. Tell your students to arrive at
their bus stogive minutes befor¢he departure time, to allow
for proper loading and punctualion the route

Never leave #TS bus stop early

Notify Dispatch ifyou 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 kepttime 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 &ell phoneor textwhile driving a school

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

It is againstTransportation policyor driverstowe ar a A Bl ue
Tootho or any sort of hands free
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 hom&o-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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thatthe 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
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:
1 Reduce speed
1 Increase following distance
9 Call dispatcho 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 stopp@dnk
confiners 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, sweapd 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

APark outo is described as parki
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 osupervisor anthe check in/out times will be

adjusted to reflect the park outarRing must be in a secure

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

BUS ATTENDANT RESPONSIBILITIES

The School Bus Diver andBusAttendant 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 aggldrus 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 hed t

| ocation of the studentsd homes.
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 Attamndts 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 Novemb®r 1
3. In February with an effective date of March 1

Bid hous 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 N

date Each employee will be given any &/
appointment time to choose his/her
assignment with thRouter/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 employe




has not chosen within the allotted time the bid will continue on

If an employe 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 stat/not be

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

original form must be giveto the Router/ Scheduleeforethe

empl oyeebs bid time, and a copy
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 categaes (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 certais.bidt 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 rebid. 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
vacationmust 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 extravork this day must sign up by 7:00 a.m.
Employeesnust list the time frame that they are available,
otherwise they will not be given an assignment. Work will be
distributed by seniority.

Drivers who fAioweoO time are requi
List. The extra work may not necessarily coincide with the
starting andending times lost on the regular routeis your
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responsibility to sign the Availability List eveday thatyou
owe time. Under these circumstances, failtmesign upmay
necessitate the use of leave time.

ROUTES ON NON-WORK DAYS AND DISTRICT PAID HOLIDAYS

(revised11//2011)

A sign up list for routes on nemork days and District paid

holidays will be posted. Assignment will be determibgd

seniority Pl ease refer to the Distric
SUMMER BID

School Bus Drivers and Bus Attendants desiring workevhil
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 e

3. Second half of extended school year

4. Out of District work to the start of school year
Spreadsheets will be availabl€he employee will be in a paid
status énminutesto 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 employeeds Septem
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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 feeekdaytrips. 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 beeremad

t hat empl oyeeds name goes to the

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 nework days and District paid

holidays will be posted. Assignment will be determined daily

by seniority Nontwork days do not include weekends. Please

refer to the Districtds Classifie
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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 whin 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.

Driversmust 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, usitigg 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,
butplease do not remove this information.

Trip requests that come in after the field trip list has been
posted will be assigned to the drivext 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 oDistrict paidholidayfield trip is
cancelled after 5:00 PM the day before the trip, the driver will

be paid 3 hours fforregqlargateanday at t
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.

| f Debbie candét be reached call T
continuing down the list of contacts if necessary.

EhillicPcrtinec om
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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 buske 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 thigsl

If noone is present to ride with you on your field taipd 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 confirmiégou or the
group have a deadline for returning to school (to cover your
regular route, 16 hour rule, etcjrounce 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 proceedtivout the group.
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LOG BOOK AND SIXTEEN HOUR RULE

When a trip exceedH00 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 drivefor a motor carrieafter 16 hourshave

elapsed since first reporting for dudyto 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 breachedextra 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 triform (Driver Trip Ticket)

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

trip in order to record time and mileagéhe back side shows

the address and description of t
The AStarto ti me fDBr isvheorwnSiogn tlhne
highlighted under HASpecial Trip
At the end of the trip, get a Customer Signature from the group
| eader Drivero6s signature 1is a
Buses are to be swept and fueled after every field trip. The
final meEmdo tthie trip is the same
out time on their log sheencluding 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 sheeRaperwork for
field trips must be turned in the day of the trip.
Checkhe fiSegment Assignediosgef ront
if you are assigned AAlIl Trip Se
Fromo.
ALL TRIP SEGMENTS TAKE TO
ODOMETER & TIMES ODOMETER & TIMES
Start: AtYARD or LAST STOP of lastroute Start: AtYARD or LAST STOP of lastroute (bus)
Arr P/U:  |Arrive at SCHOOL to Pick Up passnengers Arr P/U: |Arrive at SCHOOL to Pick Up passengers |(bus)
Lv P/U: Leave Pick Up pointat SCHOOL Lv P/U: Leave Pick Up pointat SCHOOL |(bus)
Arr Dest: Arrive DESTINATION Arr Dest: Arrive DESTINATION (bus)
Lv Dest: Leave DESTINATION Lv Dest: Leave DESTINATION (van)
Return P/U Return to SCHOOL (Pick Up Point) Return P/\ (van)
End AtYARD or LAST STOP of nextroute End AtYARD or FIRST STOP of nextroute (van)
clarify separate bus info & van info
DROP / RETURN RETURN FROM
ODOMETER & TIMES ODOMETER & TIMES
Start: YARD/LAST STOPE Start: AtYARD |[(van)
Arr P/U:  [Arrive SCHOOL : Arr P/U: (van)
Lv P/U: Leave SCHOOL : YARD/LAST STOP Lv P/U:
Arr Dest: [Arrive DEST iArrive DEST Arr Dest: Arrive DESTINATION (van)
Lv Dest: |Leave DEST iLeaveDEST Lv Dest: Leave DESTINATION (bus)
Return P/4 iReturntoSCHOOL Return P/U Return to SCHOOL (Pick Up point) |(bus)
End ):\t YARD End AtYARD or FIRST STOP of nextroute (bus)

divide odometer & times into 2 columns each

clarify separate bus info & van info
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SAN DIEGUITO UNION HIGH SCHOOL DISTRICT

Transportation Department

DRIVER TRIP TICKET

San Dieguito Union High School District
Canyon Crest/ASB fo Granite Hills High School .
DEPART: Friday, 09/04/2009 at 01:55 PM / RETURN: Friday, 09/04/2009 at 07: :00 PM

Driver: [Debbie L Windie | Vehicle#:[__ 011__| Trip#:, 4558 |
e ————————— 1
DRIVER ASSIGNMENT INFORMATION
Trip Seq. Driver information Vehicle #  Vehicle Information Segment Assigned
: 1 Debhbie L Windle 011 l2503 Thomas Bus - Transit | ‘All Trip Segments _i

Passenger Gount Dispatcher Capacnty 84 i

Students Adults ODOMETER MILES  TIMES [Other Segm ent Driver: ]

— Start: 2s51 ‘

i '—) IT‘ L\j-i : : Refused Accepted

‘ ?—- l_.Ji T: :ﬁ LLS—@- * lji D D Driver's Signature Date

- m —:QQJ *=Driver Scheduling Change™

ArDest: 12 289 | . 2145 TOTALS '
1

MRS -

Ly Dest: ||252¢ i ' !
Return PIU || .14 | r R 'L‘L{ = MILES : HOURS : |
End ° !1‘-{30' L7 HO: i ' ‘

Trip Miscellaneous Expenses
TRIP EXPENSE DESCRIPT ION § EXPENSE TRIP EXPENSE DESCRIPT ION $ EXPENSE
\ i | . !
1 j . TOTAL MISCELLANEOUS EXPENSES: | !

#:

#2: 1
ACTIVITY TRIPS - SAFETY INSTRUCTIONS
A. Show Operation of the Front Door B. Show Location and Operation of Em ergency Exits
1. Air Operation 1. Transit type buses have one or two emergency doors.
2. Manual Operation - Emergency Release 2. Conventional and WG buses have twe emergency doors.
3. Emergency Stopping System (Brakes) 3. Type ! buses have one emergency doer in the back.

4. Emergency hatches.
C. Show Location and Operation of Em ergency Windows D. Show the Location of the Follow ing ltems:

1. All operable windows in a scheol bus may be used for evacuation. 1. First Ald Kit
2, Rear window on a translt bus is an emergency exit 2. Fire Extinguisher - {Simulate Operation}
3. Reflectors or Warning Devices

Driver Certification and Signature
| certify that the safety instructions were completed for this frip. | also cerlify that the miles and hours listed on this form are accurate to the

best of my knowledge: QL PR T .
Driver's Signature: e, s ]m&n Date : ;‘ I (% safely Ins truction Time Spent; 5 pman

Customer Certification and Signature
| certify that the emergency instructions were completed for this trip and that the above time for the trip Is correct.

Customer's Signature: 3— l\b&x GAM— Date: ‘? / "f / Oq

= AFTER HOURS PHONE NUMBER FOR FIELD TRIPS: (760) 215-8390
i Printed by the TransTraks System On: 01/06/2011 at 02:29 PM
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SAN DIEGUITO UNIbN HIGH SCHOOL DISTRICT

Transportation Department

DRIVER TRIP TICKET

San Dieguito Union High School District
Canyon Crest/ASB to Granite Hills High School

DEPART: Friday, 09/04/2009 at 01:55 PM / RETURN: Friday, 09/04/2009 at 07:00 PM

T amma |
Dnver' | Debbie L Windle |  Vehicle #: Trip#:| 4558
TR e COMITOT 1 rerrsssscsssenn Y s sssssorsssnssssssassd s i s
! 4558; Dlstnct " Athletic ; i Billed
- Trip Customer Information Trip Destination Information 7
Canyon Crest Granite Hills High School
1719 East Madison Avenue, El Cajon, CA 92 018
Agency: |San Dieguito Union High S choe! District | %3&,’ ) DATES TIMES
. i ight: .
Dept: [ASE JA DD:?;“,‘EW Depart: | 0/4/2009' 12:55 PM__ Driver Sign-ln
:5051 Village Center Loop Road i1 Jrake To - only Return: :  9/4/2009; 1:25 PM] Leave Yard
ESan Diego, CA 92130 UORstum From - Only 1:45 PM Arrive School
_ DDraereturn —_—
Phone: . Ext: | [TJFood Stop 01 55 PM! Depart Sch
Contact: ' [JCallect Payment Event
E-Mail: | i Student#: | 15 | # Buses Return Sign-in
Leader; Haas Grads; Adult#:’ 1 . |0 #other Vah 05:30 PM; Leave Dest.
wic#| 0! OPreSchi (_07:00 PM| Return to Sch
Purpose Customer Special Instructions
", None | None |
. Trip Special [nstructions Driver Trip Comments
None | Nane

TRIP DIRECTIONS

Depart Transportation Yard on Bonita Dr (South)
RIGHT Santa Fe Dr

LEFT I-5 [San Diego Fwy]

Keep LEFT onto 1-805 [inland Fwy]

RIGHT onto Ramp

Take Ramp (LEFT) onto 1-8 [Mission Valley Fwy]
Turn RIGHT onto Ramp

; RIGHT (South) onfo N 2nd St

:LEFT (East) onto E Madison Ave

‘Arrive Granite Hills High School

Trip distance: 35.8 mi
Trip time: 34.2 minutes

. AFTER HOURS PHONE NUMBER FOR FIELD TRIPS: (760) 215-8390
Printed by the TransTraks System On:

01/06/2011 at 02:29 PM



Section 5:
The Bus




PRE TRIP INSPECTION (revised @/2012
*pg 70: Sample Vehicle Pf&rip 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 yar 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
pretrip inspection. (15 minutes for a van, 20 minutes for a
small bus and 30 minutes forglbuses) 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 makung 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 readintegs than 500
milesfrom the Inspetion Mileage Due, or the actual date is
less than 5 dayfsom 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 prerip inspection form (part of the Daily Log
Sheet)shall be filled out completelfpr each bus driven during
a day, using a Supplemental Vehicle Inspection form Tor 2
and subsequent buses. These fahal be submitted at the
end of each workday (Title 11215).

If, at the end of the workday you areableto 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 shalbe reported
immediately to the garag®inor
problems, for example, a
defective headlight or turn signal

AN
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ENGINE IDLING

should be called in to the shop on your Nextel radio. (400

404) The shop will normally advise you to bring the bus
around by the garagiors for ilmediate repairCall dispatch
immediately if you will run late on your route, and inform the
shop of your scheduled departure tini 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 Repornd 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.

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 mean
excess fuel consumption and unnecessary air pollution.

Title 132480:
(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 enginen 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 consecutivermates; or
(2) a period or periods aggregating more than 5
minutes in any one hour

FUELING (revised @/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. Dispat&leeps a fuel card for
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immediate needs. Remember to make an entry in the log if you
use it.

1 CNG busesire to beconnected to the fuel linegter AM
and PM routes. Alternate CNG fueling locations such as
Cannon Road are to be used only when directedrend
driver must have recent training.

1 Breadbox buseare to béueled 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.

1 All other busesire to bdueled before reaching the halfway
mark.

‘/f Diesel or Unleaded!

\f When you fuel a vehicle the automatic sbtftnozzles
may not &ways shut off automatically. Therefore, District
buses shalhot be left unattended when fuelingtay with your
bus. Do not fill the fuel tank completely full to the top of the
filler neck (Atopping offodo).
last time lefore 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 absorbentAll fuel spills must be recordexh the

Release Recordingog locatedhext to the key rings

School buses are never to be fueled while the engine is running
or when students are aboard.

NOTEBOOKS (revisedos/2011)

A complete Home to School (HTS) or Special Ed (SPED)
notebookincluding acident forms and standard informatisn
now permanently assigned to each,larsd must be verified as
part of the pre trip inspectionVhena driver isassigned a
different bus the notebook is to stayitidesignated bus; only
the route specific pagese to be taken from their plastic
sleeves and added to the notebook in the new btigers are
to keep the notebook curreamd complete, replacing forms or
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materials as needed. See your Lead Driver for notebook items.
This is aconfidential book ands never to be viewed by

students or other parents. A parent may look at dveir

chil dés page.

Route specific information goes in tfrent of the notebook:
HTS

1 rostes

1 route shets

1 accidentists (long roster for seating chart)

1 copies of referrals (Progressive Discipline Reports)
1 yellow warning list
S

1

PED
Aconfidential 0 omypwtodesf or each s
(aswell as any custody schedules or special information)
route sheetémay be kept anywhere in the bus)
updatedseating chart for each route
copies of behavior documents
attendance sheet for the current month (may be kept
anywhere in the bus)
1 yellow recordof pupil behavior problems

The Driver and Bus Attendant arequiredto read each special

ed studentdos confidenti al i nf or ma
themselves with the disabilities and special irttams 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
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 aschool 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.
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BUS WINDOWS

BUS SPEED

AM/FM RADIOS

P.A. SYSTEM

Maintain window levels so they are never ogen®re 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.

All speed limits shall be strictly adhered to anchinevent

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 timdlever speed to make up lost
time! The bus yard speed limit is 5 MPH, which is a little

faster than walking speed.

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 somealki'stations or
stations with religious themes are not appropriate.

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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ROUTE LETTERS

HORN USE

BACKING

Failure to follow this procedure could result in a serious
accident.Never kick or slam luggage doors.

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.

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.

If you mustback up, use your hazard lights and sound your
horn-- even if your bus has backup lights and beepédrs

warn people in theraa. 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 arelaich 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 eachhar 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 areverto 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 busshall be kept clean and free of litter (13 CCR 1p31
Each workday the driver is responsible for sweeping the floor
and emptying trash, along with other bus procedures (windows
secured, doors locked etdreannounced and "surprise"” bus
inspecions 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 othes bleaning
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, et
Cleaning all mirrors and windows is vital.
Line the trash can with a small plastic
shopping bagGraffiti must be removed
immediately. Interior ledges, ceilings and
walls, roof hatches, driver area, etc. shou
be cleaned as needed. Occasionally a driv
may request additional cleaning time from their supervisor.

By order of the CHP, the dashboandndshield, visor, and
driver areas are to be kept free of all foreign artjcleduding
photos,stickers or other decorative iterit$is is not the place
for clipboards, newspapers, pencils, magnets, tissue boxes,
coffee cups or other item$ersonaitems 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 beteen 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 removingum, etc. The only cleaning products
approved for usare 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 shedam r on the Districtéos

under fATeachers & Staffo, fAHe
may be obtained from garage personnel.

California law prohibits any flammable, poison, or liquid
cleaning supplies in a school
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 containefor use that dayPlease return it to the storage
shed when finished.

Clean towels are kept in the office under tineeticlock and

also in the shed outside. Please put dirty towels in the labeled
containerinthesheonét keep more than
bus. Micro fiber towels for cleaninwindows onlyare also in

the shed outside. Please help our towels lageioby using

paper towels for checking the oil in the bus.

Every bus should be equipped
as well as a first aid kit. Each employee should be familiar
with the purpose and use of these kits.

LOCKING THE BUS

BUS KEYS

Drivers areresponsible 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, securgour bus any time you leave the bus
unattended.

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 grant&uith trains and

buses, théirst mistake is théast The driver of ay school bus
transportingany passengeshallpull over as close as

practicable to the edge of the roathp 1550 feet from the
nearest rail, open the passenger door (open window on Type 2
bus), look both ways, listen for an approaching trand shall

not proceed until her she
can do so safely and there
IS sufficient room across
the tracks.

Stoppingat a railroad
crossingwhen no . ‘

passengeis on board is not required by law or current
departmenpolicy.

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 "squeeziai’

doubt, stop andhakecertain it is safe to proceed.

BUS ACCIDENT OR INJURY

The driver of the school bus shall immediately notify
dispatch of any accident or incident, includmgor

accidents or scratchesanry injury caused bynovemenbf
theschool bus.This is a requirement whether or not there are
students on board, peeplartmenpolicy.

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

di spat ch. Say AThis i s an emerdg
will know to put everything else agdo 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
gualifies as a Scho@us 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. Besure 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 iyour 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 cdatis 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 ydtive

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 Sopsor meets
iImmediately 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
considerationOnly 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 unde the fire, rather than hitting

it from abovelf in doubt, let it burn.

Under no circumstances should you let a student get near a
burning busregardless 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 reviev 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 arrgements. 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 treeating charteust be kept in the

SPED notebook in the bus, and are éupdatedand 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.

1 Do nottry to be a hero

1 The first 1545 minutes are the modangerous

91 Do not speak unless spoken to.

1 Do not make suggestions

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

1 Observe everything

1 Memorize number of captors, descriptions,
conversations, weapons, license plate, etc.

1 Memorize number/ identity of hostages

T I'f permitted to speak, answer

91 Do not turn your back on captors

1 Do not be argumentative

1 Avoid physical resistance

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

their safety

1 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




PUPIL MANAGEMENT

Students (and adults too) respond well when treated with
fairness and consistendyis our policy to have uniform rules
andprocedures that are enforced in a consistent marinee

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 onedriver neglects their pupil management
responsibilities, theystem breaks dowtudents immediately
pick up on the inconsistencies and changes and those
differences often create student discipline problems.

You mustearnrespect and confidence to establish a good
relationship with the students on your bd#iswill 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 nyake job very
difficult. You must exercise self control above all. A driver
needs two kinds of senssommon sense and sense of humor.
[ ,_\/\( =

‘

=B -
wé(j _,J‘

The primary reason for good pupil managemesaisty A

driver who must constantly watch the inside mirror taary

catch a violator is spending too much time with their eyes off
the road. If a situation develops which requires more correction
thanaverbal announcementer the PA system, pull the bus
over to the side of the roadr wait until you get to school or

the next bus stopNever try to discipline a whole group for the
infraction of a few.

o
~

—

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 ruledleach studentproper behavior

at bus stops, as well psoper loading and unloading
procedures Remind students to remain seated until it is their
turn to get off the bus and the door is open€Ele bus driver is
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responsible to ensure that vulgar languaige 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 de
of Conducto agreement is incl
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), | understand that the rules dictated in
the SDUHSD Discipline Policyand the rules dictated in the Athletic Handbook fiudents, Parents &
Supportersapply to me while | am riding the bus. | agree to follow those rules and understand that if | break
them, | am subject to disciplinary action. Furthermore, while riding the bus, | understand that the following
rulesand coisequenceapply:

I will not shout, use unacceptable language, or speak rudely to any individual while on the bus.
I will remain in my seat at all times and will not move from my position until | get off theumlsss |
am advised to do so by the driver

3. 1 'will not stick my hands or arms outside the windows.

4. 1 will not litter or throw objects inside the bus or out of the bus windows.

5. 1 will not vandalize the bus.

6. | understand that smoking and/or the use or possession of any illegal substances ifostiddign.

7

8

9.

1

N =

| will not eat on the bus.

| understand that fighting of any kind will not be tolerated.

| understand that creating or participating in any type of disturbance on the bus will not be tolerated.
0. I will follow the directions given by the bus drive

Consequences of Disciplinary Action
In the case of severe or multiple infractions, the consequences &f tB& @ 4" level may be imposed.

Level 1 - Student counseled by Principal

Level 2 - Student suspended from riding the busJataysand/orhave an irschool detention
Level 3 - Student suspended from riding the busZaveeksand/orhave a Saturday school
Level 4 - Student suspended from riding the bus for rdwmainder of the school yeand/or

suspended from school for a minimum of 2 glay
Threat of bodily harm, violence, or severe unsafe behavior is cause for immediate
suspension from schowl accordance with §48900 of the Education Code.

Exception
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TEACH FIVE BASIC SAFETY RULES

Teaching thdive basic safety rules will help avoid 90% of the
discipline problems you will encounter:

Remain properly seated
Keep your hands to yourself
Talk quietly and use appropriate language
No eating or drinking
Follow the directions of thbus driver at all times.

arwnE

Students cannot be expected to obey rules they do not know!
Take a moment to explaall of the bus rules.
Repeat and refer to thiere basicrules frequently.

SOME DO'S AND DON'TS i
ﬁ\b%

(5
7
1 DO bekind, butfirm and direct. Speak with authority,
butnever shout or yellThe calmer you are, the calmer
your studentswill be.
91 DO correct an individual problem before it gets out of
hand.
1 DO make maximum use of narerbal languageUse
eyecontact, kake your headetc.
DO show interest in things that interest students.
DO give a good amount of praise to your riders when
they follow the ruleswhen you showespecfor your
riders, they will return that respect by being good
riders.

5

1 DON'T be lax ona&lay and get tough the nexte
consistent.

DON'T everlose your temper.

DON'T hold grudges.

= =4

E
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9T DONOT segregate boys and girl
for the bus or in bus seating arrangements. Doing so
violatesFederal Title IX.

DON'T touch a student in anyay.

DONOGT make threats that you n
DON'T tell a student they cannot ride the bus again.

= =4 =

PROGRESSIVE STUDENT DISCIPLINE *pg80: 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 lendt of time he must sit there will be determined by
his behaviorin other words he mustemonstrat@roper

conduct for bus riders.

Try to make fipuni shments fit the
student who pushes when getting off the bus at school can be
t ol dbehheladstone off the bus

Make use of the Bus Driveros Stu
student displays unacceptable conduct that may not be bad
enough to warrant a bus referral
name, the behavior and what type of correctetion you took

(verbal warning, moved to front, etcAdvise the student that

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

If unacceptable conduct continues in the case of severe

infractions) the drivemust inform their Lead Driver who will

eithercall the parent or draft a referral. Be prepared to supply

the studentdos full name, date an
i ncident, as well as the dates a
Student Warning List. Theead will give the drivewritten

documentaon if they calleda parent If areferralwassent to

the schoaqlthe driver will receive a copywhen theschool
administratorespondsfinddescrilesthedisciplinaryaction

taken

Disobedient students can eventually be suspended from riding
the bus, bukeep in mind thathe goal is always to coach the
student and correct the unacceptable beha¥or.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 graffitiystbe
reported to your Lead Driver or Supervisor, whaytake 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 terage
for the graffiti remover.

RETURNING THE BUS TO SCHOOL

Although tempting at timeseverreturn a group of unruly
students to a school without direction from Dispat€his

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
alreadyleft the campus carein 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 thayou make a
reasonable effort to protect all your students from harassment
and bullying.Prohibit taunting on the buEinfortunately, some
students may pick fights with other students, especially when
getting off the bus in the afternoorA threatened sidentmay

stay on the bus as a safe refu@@e 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 studentsthey probably will not know thatThe bus
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driver is responsible to ensure that students respect each other
and each otherdéds property whil e
what 6s going on among the studen

SPECIAL NEEDS STUDENT BEHAVIOR *pg82: Sample Student Warning List
*pg 83:SE Student Behavior Documentation

Special needs students are to be treated with extra care.
Driversandaigs are required to know ea
relaed specialtiesDrivers must take a special interest for their

well being and safetySo far in our district only the specked

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
sanitizingwipes on your hands frequently, but never apply to a
student ds skin. Be careful of t
to hurt your back, or put yourself within reach of a stuaédrd

bites, kicks or scratches.

Discipline procedures are different for
SFED students.Transportinghemhas unique challenges, and
in some caseygou will have to decide, based upon what you
have learned and your own common sense, the best way to
handle a behaviorKeep in mind therare many reasons why
behaviors happen with special needs students:

They are unable to communicdkat they are angry, in pain,
need a break, hungry, thirsty, etc.

They have learned that a behawioll get them something that
they want.

Their disabilitymakes 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 environnogrtheir
reaction to their environment.

They are not able to predicontrol, or make&hoices about
what is happening to them.

Incidents or Bhaviors that are health or life threatenmngst

be documented immediateljhis can include severe self abuse

such as selbiting that results in tissue oage repeatedly

banging their heads intaubwindows, orhurtingother people.

If you feel that you cannot safely manage/behavior, seek
assistanceDocumentation is essential in order for the teacher

or parent to modify the behavior of the SPED studéiit.out

the ASE St ubloecnut meBrethaatviioonrdo f or m anod
to your Lead Driver.It is also helpful to record minor

i ncidents on the yell ow Driverds
history of the behavior if it escalates.

SKATEBOARDS/ HAZAR DOUS ARTICLES

Skateboards are nat@ved on district buses, unless in a

closed cloth bagr strapped to 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 #ilesstudents 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 storetisaisle 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 loadddleand highschool

students two to a seat whenever possible. The first few weeks
after the start of school we can expect the largest bus loads for
theyear, and some buses will experience three students to a
seat. These loads tend to decrease two to three weeks after the
start of schoglonce the grace period for students to obtain a
bus pastasenced If your bus has three students to a seat
notify the Router/Scheduler and keep her informed through the
grace period.

BUS PASSES/ ROSTERSpg88: Sample Roster
*pg 89: HTS Roster Procedures

Al | HTS bus riders must fAget a b
(www.sduhsd.ne}, by mailor at our office.Dispatch notifies

the parent once the application has been processed and the
student 6 s n a mesterfarthedparapreate rooten t h e
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 toheck the rosteat the schooévery day
AM & PM until you recognizeall the kids. Make sure you
knowwhat to daf astudens hows up whods not o
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http://www.sduhsd.net/

AM= take them to school, write down their name, follow up

with Dispatcler or Lead Driverfter the route

PM= ask questions, write down their name, call disptich

double checlefore denying a ride

Pl ease see AHTS Roster Procedures
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 nformation on rosters onfidential. Dispose
ofoldrog er s in the Ashredo box.

LOST ARTICLES

All drivers are required teearctthe bus after each run:

AM - after students get off the baseach school

PM- after the last stop afach run

Walk through to the back of the bussarchor 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 transportationamplex.

THE POST TRIP INSPECTION

Before leaving the buaM and PM make certain you walk
through to the back of the bus to checkdi@eping or hiding
students.

Zl
=

D)

& 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 dutiesLeaving 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 abiato 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




SAN DIEGUITO TRANSPORTATION

Check List for New

Driver 6s Name

Drivers and Subs titutes

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-2)

Diane Chavez (A-G)
Timekeeping/log sheets
Notebooks

Student Referrals

2" 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
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5 Minute Conversion Chart for Paychecks

Minutes Worked ~ Conversion For Paycheck

5 min 0.08
10 min 0.17
15 min 0.25
20 min 0.33
25 min 0.42
30 min 0.50
35 min 0.58
40 min 0.67
45 min 0.75
50 min 0.83

55 min 0.92
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Sample/ Expbnation of Timesheet Summary

Timesheet Summary for Doe, John SDU
May 1, 2010
Date Time Duration Description/Type Subbed For Comments

AA514-School BuDriver - Field Trip-0.666 FTE TR

04/30/10
04/30/10
05/04/10
05/05/10
05/06/10
05/07/10
05/10/10
05/11/10
05/19/10
05/20/10
05/26/10
05/28/10

EWA Hourly TransHTS-Non-Contract Time

05/10/10
05/11/10
05/12/10
05/13/10
05/19/10
05/21/10
05/25/10

0.822
1.054
0.5
0.75
0.5
5.33
1.58
0.33
0.25
0.42
0.17
10.17

2.67
2.67
0.08
0.83
2.67
0.92
2.67

Hours
Hours
Hours
Hours
Hours
Hours
Hours
Hours
Hours
Hours
Hours

Hours

Hours
Hours
Hours
Hours
Hours
Hours
Hours

Sick Leave (Credit)(DO)
Vacation (Credit)(DO)
Sick Leave

Vacation

PN-Immediate Family lliness
Sick Leave

Comp Time (Credit 1.5X)
Comp Time (Credit 1.5X)
Comp Time (Credit 1.5X)
CTO

CTO

Comp Time Payout

Regular Time(1.0X)
Regular Time(1.0X)
Regular Time(1.0X)
Regular Time(1.0X)
Regular Time(1.0X)
Regular Time(1.0X)
Regular Time(1.0X)

EWA Hourly TransHTS-Overtime

05/25/10
05/29/10

3.25 Hours Overtime(1.5X)

5

Hours

Overtime(1.5X)

H Time accrued for extra Apr Accrual
H work in previous month. Apr Accrual

H Leave typesiours used.

' Dentist

Daughter to Dr.

H Overtime saved as Comp Time to be used for time off lati
H /an be used for up to 90 days before payroll must pay off

H Comp Time used.

| 1 Comp Time paid off. | Over 90 days, paid 6/30/2010

H Time worked above your "assigned time". Time is paid tF
H following month.

# Overtime earned. Time is paid the following month.

69



San Dieguito Uogh School District ansprtation Daily Log

=gfue or Black Ink Only

Print Name: U.Oe. M

Date! \
Other SDUHSD Work Hours: Resulting OT: I
AM M1D PM | Actual hours| CompTime | Sick | MAC PN | WC| $B |Berev. s
Check-in |10 05 W.OO .30 worked { Farned Used
¥

Check=out| A", 20 \7.00l Y\ . LDI‘ 55

Total | 2\ 1,00 [ P40

Extra Assig Check Box Circle == N Explanation/Notes
Extra Route( Mid-day )| 3 [Home to School Aspep ) LAL~\ Yua
Bus Wash Exterior / Interior Vehicle #
Field Trip
Training
vehicte #_ A . CHP 292 DATE DUE (13 Months)
St_ar’cing Mileage i 5 5@5@ Inspection Mileage Due
Ending Mileage \ B’BELQ.-] Inspection Date Due
e B FormS  |OK|NR| _Passenger Compartment [OKINR Alr Brake System
CHP 292 Certificate Modesty Panel/Handrail ~Pressure Loss/Reading
Vehicle Registration Windows/Roof Hafches ¥ ront Rear
Insurance Card ¥ |Floorina/Steps %1 Air Gov Cut-In C. | psi
Accident Packet/Notebook ®¢| |Passenger Seats/No Graffiti or Air Gov cut-out [ g0 [} psi
Safety Equipment OK|NR|Damage . X Static 1est [s] [] psi
First Aid Kit \‘ Emergency Exits/Warning Devices \ﬁ Applied Test \ \ psi
Fire Extinguisher(s) M IwcCH Lift/WCH Tie downs \) Low Air Warning (00 loo
3 Road Reflectors Y N Devices si
Hand Held Stop Sign L¥4 OK[NR|
Engine Compartment OK|NR Exterior oK|NR|Service Brake  [¥ R

Oil N[ [Headlights/ High Beams | |Parking Brake [ Al . - ;
Coolant ___ ~L | |Turn Signals Garage notified verbally or with
Power Steering Hazard Lights/Tag Light 74 write up for any NR. (Needs Repair)
Belts/Hoses N Amber Lights
Leaks ~/ Red-Iight Cross Over Lights 4 Driver's Initials:
Overall Condition Stop Sign Arm

Gauges Reading OK| NRIClearance Lights/Strobe rd Time Clock Punches
Ol Pressure =0 N Refiectors 4
Engine Temp [Tale) S| |Brake Lighis r.4 SEPT 16'09 am 6:03
Trans Temp \OO | [Reverse Lights x
Volt/AMP Gauge Reverse Warning Beeper P SEPT 16'09 ap 9:18
Fuel Gauge 'al-it W |Wiper Blades/Windshield LS

Drivers Compariment okl nriFuel Cap ¥4 SEPT 16'00 am 10158

Drivers Seat / Seathelt /Seat % Tires/ Tread Depih /Wheels/ Lug x
Adjustment Nuts/Mud Ftans 1
Steering Wheel/Horns s SEPT 16'0Y am 11:57
Interior Lights /Stairwell Lights *f. Hydraulic Brakes System loxng 1
Door Operation i Warning Lights : SEPT 16'09 pm 1:32
Heaters/Defrosters/Fans b4 Depress Pedal-No more than 80% of .
Dash Panel Lights [ {Available Travel \) 'IA SEPT 16'09 pm 4:07
Windshield Wipers/Washers V| |Service Brake Leak Test
Mirrors Adjusted Parking Brake
Duty Se s T

Beginning Time

4
Ending Time “t. [O

In compliance with section 1212 of Tifle 13 of the Californiz Code of Regulations,
this report are correct and that I have inspected this schiool bus as required by Title 13 of the

condition, equipped by law with il equjpment in go oiking order.
DRIVER'S SIGNATURE: m g’&

Total Duty Service Hours u 1 \ QS

For Office Use Reviewed By

1 have been off duly for at least eight (8) hours. I certify that all entriss on
California Code of Regulations and that the bus isin safe -

)
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