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Disclaimer  
 

This handbook is intended to be a guide for transportation employees regarding the guidelines  

And procedures used by the Pender County Schools. The Pender County Schools Transportation 

Dept. reserves the right to change, terminate and/or make exceptions to the guidelines and 

procedures in this handbook at any time at its sole discretion, to the extent permitted by law. 

Nothing in this handbook grants employment rights beyond that which is granted by state law. In 

the event any guidelines and/or procedures in this handbook are found to conflict with Board or 

State Policy, then Board or State Policy will overrule.  

Nothing in this handbook is intended to create an employment contract.  

Pender County Schools employees, other than employees covered by North Carolina General 

Statute 115C-325 or employees who have specific employment contracts, are all recognized as 

employees at will. This means the employee or Pender County Schools has the right to terminate 

the employment relationship at any time, with or without reason. This school system recognizes 

the employment–at-will doctrine thereby enabling the school system to demote, suspend with or 

without pay, transfer, establish the terms of work, and reduce or increase the pay of all 

employees deemed to be at will.  

This handbook applies to all transportation employees regardless of hire dates and supersedes all 

prior handbooks.  
 

 

 

NONDISCRIMINATION STATEMENT  
 

Pender County Schools does not discriminate nor make any decision concerning employment, 

promotion, discharge, pay, providing of fringe benefits, or any other aspect of employment based 

on an individual’s race, religion, color, national origin, gender, age, or disability. A conscientious 

effort will be made by all supervisory personnel to prohibit discrimination against any individual 

in employment practices/procedures, including sexual harassment, and to reasonably 

accommodate employees and applicants with disabilities. The administration will take 

appropriate action to ensure that all personnel transactions are implemented in a fair and 

impartial manner.  
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Mission Statement 
 

“The mission of the Transportation Department is to provide 

safe and efficient transportation to all Pender County Schools 

students.” 

 

 

 

 

 

 

SCHOOL BUS DRIVERS – “The Drivers of Our Future” 

As a Bus Driver, you have a major impact on the student’s day. This handbook 

provides information and guidelines to assist you in performing your duties as a 

bus driver. We have attempted to address the matters that you may experience, 

but not all things you may encounter are covered in this manual. Be sure to direct 

any questions and concerns to your School Administrator or the Transportation 

Department.” 
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Transportation Department Organizational Chart  

 

 
 

 

The immediate supervisor to bus drivers is the school based 

administrator. The bus driver first point of contact with any concern or 

question is the assistant principal. Drivers are not to be placed in charge 

of other drivers.  

The Transportation Department does not discipline students. 

Discipline is to be administered at the school level.   

Problems or questions are to be resolved at the school level if at all 

possible. If a problem or concern is not resolvable at the school level 

then the School Administrator will contact the Transportation 

Department.   

All concerns forwarded to the Transportation Dept. will follow the 

following chain of authority:  

1) Director/Designee 

2) Chief Operations Officer 

3) Chief Officer of Human Resources (Personnel Related) 

4) Superintendent 

 

 

Superintendent 

Chief Operations 
Officer 

Principal 

Transportation 
Director 

Transportation 
Dept. Staff  

Asst. Principal 

Bus Drivers 
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Transportation Department Staff Duties and Responsibilities 

 
 Director of Transportation: Manages the daily operations of the Transportation 

Department and Driver Education program. Is responsible for the school transportation 

program by ensuring that all areas of the department are compliant with state and federal 

guidelines. The director ensures that Board policy is enforced and followed.  

 Administrative Assistant: Assist in the daily operations of the Transportation 

Department. Maintains the certified bus driver’s database for drug testing and Human 

Resources. Coordinates training opportunities for the department (Bus driver classes, 

monitor training, etc.) Is the first point of contact with questions concerning drug testing, 

bus driver certification processes and activity bus use.  

 TIMS Coordinator: Is the coordinator for the TIMS database for the Transportation 

Department. Plans, projects and creates the bus routes for the district. Assist in data 

research concerning student ADM growth and future development. Also works with 

Exceptional Children department for students transported with special needs. Is the first 

point of contact concerning bus routing, stops and special needs students.  

 BSIP/Property Purchasing Coordinator: Is coordinator for the BSIP database and 

purchasing. Assist the director in budget management, purchasing and driver education. 

Is the first point of contact concerning billing, purchases and driver education.  

 Shop Foreman: Is the shop supervisor for the technicians. Ensures all buses are operated 

and meeting state and federal requirements. Ensures buses are current on thirty day 

inspections and preventative maintenance. Is the first point of contact for concerns with 

mechanical concerns and questions.  

 Technicians/Fuel Truck Operator: Bus technicians perform inspections and 

maintenance on the buses. Fuel truck drivers ensure buses are fueled and DEF fluid levels 

are maintained. Techs preform a vast variety of repairs on buses and have to be certified 

to inspect school buses.  

 Bus Drivers: Bus drivers transport students to and from school. They ensure students are 

safe at all times will riding and boarding the bus. Drivers are employees of the school and 

their first point of contact is the school administrator.  The Transportation Department 

ensures all drivers are certified to drive, have a bus to operate and a route description to 

follow.  
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Whom to Call 
 

Mechanical Issues/Breakdowns 

1. Call Bus Garage 910-259-0141  6:00 am -5:00 pm 

2. If no answer at  Bus Garage call the Shop Foreman John Goodson  910-470-8656 

3. If no answer from Shop Foreman contact the Lead Mechanic Jamie Littleton 910-470-1549 

4. If no answer from Lead Mechanic call Transportation Director Brandon Smith 910-470-0958 

 

Drivers Licenses/Certifications/Renewals etc.  

 

1. Contact the Administrative Assistant Mary Siegler 910-259-0141 

2. IF AN EMERMENCY CONTACT THE DIRECTOR Brandon Smith 910-470-0958 

 

Routing/Bus Assignments Etc. 

 

1. Contact TIMS Coordinator Melissa Daniel 910-259-0141  

2. If no answer contact the Administrative Assistant Mary Siegler 

 

Payroll/Bus Time 

 

1. Contact your school book keeper  

2. Contact TIMS Coordinator Melissa Daniel if needed  

 

Parts, Billing or Fuel  

 

1. Contact the BSIP Coordinator Melissa Yarbourgh 910-259-0141 

2. Contact Administrative Assistant Mary Siegler 910-259-0141 

3. Contact Shop Foreman John Goodson 910-470-8656 

 

Administrative, Personnel, Students, Accidents, Extra Yellow Bus and Activity Bus etc. 

 

1. Contact your school administrator  

2. Contact the Transportation Director Brandon Smith 
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Punctuality and Attendance 

 

An Employee is hired to perform an important function in Pender County Schools Transportation 

Department. As with any group effort, operating effectively takes cooperation and commitment 

from everyone. Therefore, attendance and punctuality are very important. Unnecessary absences 

and lateness are expensive, disruptive and place an unfair burden on fellow employees, students, 

and principals/supervisors. We expect excellent attendance. All leave requests must have prior 

approval.  

In order to provide clear and consistent guidance of procedures concerning absenteeism, the 

following guidelines will be used for the Transportation Department. An unexcused absence is 

defined as when an Employee does not report to his/her shift without prior approval from their 

administrator. Unexcused absences, habitual tardiness, or abuses of designated working hours are 

all considered neglect of duty and may result in disciplinary action up to and including dismissal. 

The supervisor can request a doctor’s note from the employee if there are habitual absences.   

An Absence is anytime an employee misses work with the following exceptions not being 

counted: Sickness with a doctor's note, worker's comp, jury duty, military duty, death in family 

up to five (5) days.  

The doctor's note has to state how long the employee should be out due to illness.  

The use of annual leave has to be preapproved. COMP TIME WILL BE USED BEFORE 

ANNUAL LEAVE OR SICK TIME. 

 

Employees are encouraged to make every effort to schedule doctor appointments on teacher 

workdays or during the time they are not scheduled to be on a bus route.  

 

 

 

Leave Request Approval Procedure/Securing Subs 

 
Bus Drivers/Monitors can request to use annual leave/bonus annual leave days when school is in 

session, paid or unpaid. This pertains to traditional and year-round sessions.  

Because our primary goal is to transport all students safely and on time, we must limit the 

number of Drivers/Monitors we approve to be off when school is in session.  

All requests for time off, when school is in session, must be submitted at least two 

(2) weeks in advance to allow for proper planning. Drivers are responsible for 

securing their subs.  

Drivers also need to communicate with the administrator for the school(s) they 

serve. Drivers are responsible for informing schools of their upcoming absences.  
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Summer Employment Criteria 
 

The same rules and procedures for a traditional school year apply to bus 

drivers/monitors who are employed for summer programs.    

Drivers may express their interest to drive for summer programs by contacting the 

Administrative assistant in the Transportation department.  

Transportation does not hire drivers for summer programs; drivers are selected by 

the program administrator. 

 

 

Assignment of Mid-Day and After School Runs 

 
Midday runs serve students who require the need for a modified school day or in 

an emergency situation.  School administrators will select drivers for the midday 

runs.  Drivers will be hired on a permanent status and are responsible for securing 

a sub in the event of their absence.   

 

Afterschool Programs  

 
The same rules and procedures for a traditional school year apply to bus 

drivers/monitors who are employed for afterschool programs.    

After school programs are not funded through PRC 056 Transportation Allotment. 

That said, the program administrators are responsible for hiring their drivers. The 

Transportation Dept. will provide a bus and service but, will not recruit drivers or 

subs for afterschool programs. Mileage must be recorded daily and submitted 

monthly to the afterschool coordinator.  

 

 

FIELD TRIP ASSIGNMENT 

 

Bus drivers can serve as employees for school field trips that require the use of an 

activity bus.  

Drivers are discouraged from commiting to drive for field trips that will affect 

their ability to drive their assigned bus route on a school day. 
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Transportation Employee Time Sheets 

 
Transportation employees must record the time their work begins and ends.  

 

Bus Drivers will utilize manual time sheets and submit completed timesheets 

to the school book keeper.   

 

Employees are required to check their timesheets online to verify hours worked 

and submit corrections to be made.  

The Coordinator will review employee hours on the time sheet to ensure accuracy 

of clock in and out times.  

The time sheet must be printed out, verified and signed by the employee and the 

School Administrator for each pay period.  

A copy is maintained in the bus drivers file.  

Altering, falsifying or tampering with time records is prohibited and may be 

subject to disciplinary action, up to and including discharge.  

 

If an employee has a question or concern about their timesheet, then they should 

contact their bookkeeper at the school or payroll dept.  

 

Classified employees may not begin work until their scheduled 

starting time and may not work beyond their scheduled ending 

time unless approved by their administrator 
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DRUG and ALCOHOL TESTING 
 

7241 DRUG AND ALCOHOL TESTING OF COMMERCIAL MOTOR VEHICLE 

OPERATORS 

 

 

The purposes of this policy are to help ensure the safe operation of school vehicles and to comply 

with federal law and regulations by establishing a comprehensive program for the drug and alcohol 

testing of school bus drivers and all other commercial motor vehicle operators employed by the board 

of education. 

 

A. APPLICABILITY 

 

Persons subject to this policy include any employee, volunteer or independent contractor who 

operates a commercial motor vehicle in the course of his or her duties for the board of education, 

including anyone who regularly or intermittently drives a school bus, activity bus or other vehicle 

designed to transport 16 or more people, including the driver. 

 

B. PROHIBITED ACTS 

 

Commercial motor vehicle operators employed by the board must not be impaired by alcohol or by a 

prescription or nonprescription drug while on duty or while operating any motor vehicle. For the 

purposes of this policy, an employee is considered impaired by alcohol in all cases in which testing 

reveals a blood alcohol content of higher than 0.02. Further, no driver will be permitted to perform 

safety-sensitive functions if evidence exists of his or her alcohol consumption. In addition, 

commercial motor vehicle operators, and anyone who supervises commercial motor vehicle 

operators, must not commit any act prohibited by federal law, including “Controlled Substance and 

Alcohol Use and Testing” (49 C.F.R. pt. 382, hereinafter referred to as Part 382), by this policy or by 

policy 7240, Drug-Free and Alcohol-Free Workplace. No driver may operate any school bus or 

school activity bus while consuming alcohol or while alcohol remains in the driver’s body in 

violation of G.S. 20-138.2B. 

 

C. TESTING 

 

The human resources office shall carry out pre-employment, post-accident, random, reasonable 

suspicion, return-to-duty and follow-up testing for drugs and alcohol as required by Part 382. School 

bus drivers and others employed by the board for the primary purpose of operating a commercial 

motor vehicle must undergo pre-employment testing. Employees whose duties include occasional 

driving will not be subject to pre-employment testing but must undergo all other testing required by 

Part 382. 

 

All employees must undergo drug and alcohol testing before driving a commercial motor vehicle for 

the board of education. 

 

D. PRE-EMPLOYMENT INQUIRY 
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All applicants who would be subject to this policy if employed by the board must consent in writing 

to the release of any information gathered pursuant to Part 382 by any of the applicant’s previous 

employers. 

 

Before employing any applicant subject to this policy or Part 382, the administration shall obtain, 

pursuant to the applicant’s written consent, all records maintained by the applicant’s previous 

employer of prohibited acts committed by the applicant in the two years prior to the inquiry date. 

 

E. TRAINING AND EDUCATION 

 

Each commercial motor vehicle operator and supervisory employee, including principals and 

assistant principals, must be provided with educational materials that inform the employees of drug 

testing procedures, prohibited acts, consequences and other aspects of Part 382, this policy and any 

accompanying administrative procedures. The information also will identify a school system 

employee who is responsible for providing information on substance abuse. Each employee must 

sign a statement certifying receipt of these materials. 

 

Each supervisor responsible for overseeing the performance of commercial motor vehicle operators, 

including principals and assistant principals, must undergo at least one hour of training concerning 

alcohol misuse and an additional hour of training concerning drug abuse. 

 

F. REFERRALS 

 

Each motor vehicle operator who commits acts prohibited by Part 382 or G.S. 20-138.2B, other than 

provisions governing pre-employment testing, will be provided with information concerning 

resources available for evaluating and resolving drug or alcohol misuse. This information will 

include the names, addresses and telephone numbers of substance abuse professionals and counseling 

and treatment programs. Before any motor vehicle operator who has committed a prohibited act 

under Part 382 or G.S. 20-138.2B will be allowed to drive again, he or she must be evaluated by a 

substance abuse professional and must satisfactorily complete any appropriate treatment designated 

by the substance abuse professional. 

 

G. PENALTIES 

 

Employees who have committed a prohibited act; refused any test required by this policy; or 

otherwise violated this policy, G.S. 20-138.2B, or Part 382 will be subject to disciplinary action up to 

and including dismissal. 

 

H. PROCEDURES 

 

All procedures for collection and testing provided in the Federal Highway Administration’s 

“Procedures for Transportation Workplace Drug and Alcohol Testing Programs” (49 C.F.R. pt. 40) 

and all requirements in Part 382, including testing, reporting, record retention, training and 

confidentiality, will be followed. Copies of these federal regulations will be readily available. The 

superintendent shall develop any other procedures necessary to carry out these regulations. 

 

 

Legal References: 49 U.S.C. 31306; 49 C.F.R. pts. 40, 382; G.S. 20-138.2BCross References: Drug-

Free and Alcohol-Free Workplace (policy 7240) Adopted: Monday, 13 June 2011Last Updated: 
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Requirements to Become a School Bus Driver & Activity Bus Driver 

 Enroll in a 3-day School Bus Driver Training Class. 

 Pass all required knowledge tests with 80% or better. 

 Obtain CDL Permit from DMV. 

 Obtain a Medical DOT Card 

 Perform a DOT drug test.  

 Schedule behind-the-wheel training with the Transportation Department.  

 Pass skills test. 

 Present paperwork issued to you by the DES to a NCDMV Driver License Examiner for 

issuance of a CDL-B with P and S endorsements. 

 After obtaining your CDL, present it to the proper school official who will issue your NC 

School Bus Driver Pocket Card which is evidence of the issuance of a NC Bus Driver 

Certificate.  
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EMPLOYEE CODE OF ETHICS AND STANDARDS OF CONDUCT 
(INSUBORDINATION) 

 

7305 CODE OF ETHICS FOR EDUCATORS 

Employee conduct should reflect positively on the integrity and reputation of the employee and the 

school system. Each employee shall demonstrate the highest standards of honesty, integrity, and 

fairness when engaging in any activity concerning the school system, including in relationships with 

vendors, suppliers, students, parents, the public, and other employees. The Board will not tolerate 

deceit or insubordination. The Board does, however, understand that inadvertent errors may occur 

and that honest differences of opinion will exist. 

 

Employees shall perform their jobs in a competent and ethical manner without violating the public 

trust or applicable policies, regulations, or laws, including NC State Board of Education Policy 

regarding the Code of Ethics for NC Educators. (See 7305-R Code of Ethics for Educators - R&P.) 

The absence of a specific policy, regulation, or law covering a particular situation does not relieve an 

employee from the responsibility to exercise the highest ethical standards at all times.    

 

7305 7305-R CODE OF ETHICS FOR EDUCATORS 

The purpose of this R&P is to define standards of professional conduct. The information contained in 

this document was modeled after the State Board of Education Policy regarding the Code of Ethics 

for North Carolina Educators and applies to all employees of the Pender County Schools. 

 

The professional educator exemplifies commitment to teaching and learning, accountability to the 

students, dedication to continuous improvement and professional growth, the exercise of professional 

judgment, and a high level of integrity. The educator strives to maintain the respect and confidence 

of colleagues, students, parents and legal guardians, and the community and to serve as an 

appropriate role model, demonstrating a high standard of personal character and conduct. 

 

A.   The educator demonstrates: 

 

1.    Commitment to the Student – The educator 

 

a.    Protects students from conditions within the educator’s control that circumvent learning or are 

detrimental to the health and safety of students. 

 

b.    Maintains an appropriate relationship with students in all settings; does not encourage, solicit, or 

engage in a sexual or romantic relationship with students, nor touch a student in an inappropriate way 

for personal gratification, with intent to harm, or out of anger. 

 

c.    Evaluates students and assigns grades based upon the students’ demonstrated competencies and 

performance.  

 

d.    Disciplines students justly and fairly and does not deliberately embarrass or humiliate them.  

 

e.    Holds in confidence information learned in professional practice except for professional reasons 

or in compliance with pertinent regulations or statutes. 
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f.     Refuses to accept significant gifts, favors, or additional compensation that might influence or 

appear to influence professional decisions or actions. 

 

g.    Does not use his or her position or assignment in ways that could be construed to unfairly or 

unduly influence students. For example, an employee may not: (1) receive fees from educational 

institutions for the recruitment of students; (2) recruit students to participate in private business-type 

activities that are not extensions of the instructional program but are operated by the employee apart 

and separate from the school system; (3) solicit current students or parents of students to purchase 

equipment, supplies, or services from the educator in a private remunerative capacity, including 

tutoring unless approved by the Superintendent;(4) receive fees or other considerations for the 

recruitment, enlistment or chaperoning of students for private promotions; (5) cause students to feel it 

necessary or advisable to participate in activities or events which require more than nominal costs for 

such activities as lunches, dinners, admissions, transportation or entertainment; or (6) encourage 

student athletes to circumvent the board-approved pupil assignment plan in order to participate in 

athletics in a school outside the student’s appropriate school assignment. 

 

2.    Commitment to the School and School System – The educator 

 

a.    Utilizes available resources to provide a classroom climate conducive to learning and to promote 

learning to the maximum possible extent. 

 

b.    Acknowledges the diverse views of students, parents and legal guardians, and colleagues as they 

work collaboratively to shape educational goals, policies, and decisions; does not proselytize for 

personal viewpoints that are outside the scope of professional practice. 

 

c.    Signs a contract in good faith and does not abandon contracted professional duties without a 

substantive reason. 

 

d.    Participates actively in professional decision-making processes and supports the expression of 

professional opinions and judgments by colleagues in decision-making processes or due process 

proceedings. 

 

e.    Refrains from being under the influence of, possessing, using, or consuming on school premises 

or at a school-sponsored activity a controlled substance as defined by G.S. 90-95 without a 

prescription authorizing such use; being under the influence of, possessing, using, or consuming an 

alcoholic beverage on school premises or at a school-sponsored activity involving students; or 

furnishing alcohol or a controlled substance to any student except as indicated in the professional 

duties of administering legally prescribed medications. 

 

f.     Complies with all criminal laws. 

 

g.    Refrains from misusing public funds or property, accounts for funds collected from students, 

colleagues, or parents/legal guardians, and does not submit fraudulent requests for reimbursement, 

expenses, or pay. 

 

h.    When acting in an administrative capacity: 

 

(1)    Acts fairly, consistently, and prudently in the exercise of authority with colleagues, 

subordinates, students, and parents and legal guardians. 
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(2)    Evaluates the work of other educators using appropriate procedures and established statutes and 

regulations. 

 

(3)    Protects the rights of others in the educational setting and does not retaliate, coerce, or 

intentionally intimidate others in the exercise of rights protected by law. 

 

(4)    Recommends persons for employment, promotion, or transfer according to their professional 

qualifications, the needs and policies of the LEA, and the law. 

 

3.    Commitment to the Profession – The educator 

 

a.    Practices the generally recognized professional standards of federal, state, and local governing 

bodies. 

 

b.    Demonstrates honesty. 

 

(1)    Provides accurate credentials and information regarding licensure or employment and does not 

knowingly assist others in providing untruthful information. 

 

(2)    Provides accurate information when requesting college or staff development credit, submitting 

reports, or completing applications or recommendations for college or university admission, 

scholarship, grant, academic award, or similar benefit. 

 

c.    Takes action to remedy an observed violation of the Code of Ethics for North Carolina Educators 

and promotes understanding of the principles of professional ethics. 

 

d.    Pursues growth and development in the practice of the profession and uses that knowledge in 

improving the educational opportunities, experiences, and performance of students and colleagues. 

 

The prohibition of certain conduct in this policy shall not be interpreted as approval of conduct not 

specifically cited. In addition, personnel licensed as educators by the State Board of Education are 

bound by the guidelines of State Board of Education policy, including the Policy regarding the Code 

of Ethics for Educators, and all applicable laws; any willful breach may result in consequences 

including license suspension or revocation. 

 

Legal References: State Board of Education Policy TCP-C-014 (16 NCAC 6C.0601 Policy regarding 

the Code of Ethics for North Carolina Educators) Cross References: Code of Ethics for Educators 

(policy 7305); Responsibility for Compliance with Board Policies (policy 7000) Adopted: Monday, 

02 February 2015 
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STUDENT CONDUCT ON SCHOOL BUSES 
 

4315 DISRUPTIVE BEHAVIOR 

 

 

An orderly school environment is necessary for teachers to be able to teach and for students to be 

able to learn. Students are encouraged to participate in efforts to create a safe, orderly and inviting 

school environment. Students also are entitled to exercise their constitutional rights to free speech as 

part of a stimulating, inviting educational environment. A student’s right to free speech will not be 

infringed upon; however, school officials may place reasonable, constitutional restrictions on time, 

place and manner in order to preserve a safe, orderly environment. 

 

Principals and teachers have full authority as provided by law to establish and enforce standards and 

rules as necessary to create orderly schools and classrooms. 

 

A. PROHIBITED BEHAVIOR 

 

Students are prohibited from disrupting teaching, the orderly conduct of school activities, or any 

other lawful function of the school or school system. The following conduct is illustrative of 

disruptive behavior and is prohibited: 

 

1. intentional verbal or physical acts that result or have the potential to result in blocking access to 

school functions or facilities or preventing the convening or continuation of school-related functions, 

including protests, marches, pickets, sit-ins or similar activities that have as their purpose the 

disruption of any lawful function, mission or process of a school in the system; 

 

2. Boycotts or walkouts of any lawful school function, mission or process at which attendance is 

required; 

 

3. appearance or clothing that (1) violates a reasonable dress code adopted and publicized by the 

school; (2) is substantially disruptive; (3) is provocative or obscene; or (4) endangers the health or 

safety of the student or others (see policy 4316, Student Dress Code); 

 

4. Possessing or distributing literature or illustrations that significantly disrupt the educational 

process or that are obscene or unlawful; 

 

5. engaging in behavior that is immoral, indecent, lewd, disreputable or of an overly romantic, 

affectionate or sexual nature in the school setting, which may include, but is not limited to, hand-

holding, hugging, kissing, fondling, exposing private body parts (genitals, buttocks, female breasts 

and genital pubic hair) and engaging in consensual sexual activities; 

 

6. Failing to observe established safety rules, standards and regulations, including on buses and in 

hallways; and 

 

7. interfering with the operation of school buses, including delaying the bus schedule, throwing 

objects inside the bus or from the bus, tampering with or willfully damaging the school vehicle, 

refusing to obey the driver’s instructions, getting off at an unauthorized stop and willfully trespassing 

upon a school bus. 
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B. CONSEQUENCES 

 

The disciplinary consequences for violations of this policy shall be consistent with Section D of 

policy 4300, Student Behavior Policies. The superintendent or designee shall list in the Code of 

Student Conduct the specific range of consequences that may be imposed on a student for violations 

of this policy. 

The school administrator decision on student discipline is final. The 

Transportation Department will uphold and support the administrator in their 

decision.  
 

Legal References: U.S. Const. amends. I; N.C. Const. art. I, § 14; G.S. 14-132, -132.2, -288.2, -

288.4; 115C-47, -288, -307, -390.2Cross References: Student Behavior Policies (policy 4300), 

Student Dress Code (policy 4316)Adopted: Monday, 13 June 2011Last Updated: Monday, 08 August 

2011 

 

 

 

 

 

Suspension for a Citation While On Duty 

 

A driver who is cited while operating a school bus or charged with a 

criminal offense that violates Pender County Schools policy may be 

suspended without pay pending the outcome of the court case.  

A Driver cited for a citation or charges could result in termination and 

loss of bus driver certification.  

Suspension without pay will result for an arrest in a criminal 

investigation when the crime may indicate a threat to the safety of 

students or a violation of Board of Education policies or transportation 

guidelines.  

Conviction of the crime could result in termination. Employees must 

inform their immediate supervisor of their arrest or citations issued 

while operating a vehicle.  
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Division of Motor Vehicles, Cancellation of Certification  
The DMV shall cancel the school bus driver certificate of any driver for the following reasons:  

1. Any determination that the certificate was issued on the basis of misinformation, false 

statement or fraud.  

2. A suspension, revocation or cancellation of the driver’s license.  

3. Conviction of a motor vehicle moving offense, to the following extent:  

a. Driving while impaired 

b. Passing a stopped school bus  

c. Hit and run  

d. Reckless driving  

e. Speeding more than 15mph above the posted limit  

f. Two convictions within a period of 12 months  

g. Any conviction or violation committed while operating a school bus  

 

4. A determination of physical or mental inadequacy under the provision of the physical 

requirements as defined by the Department of Motor Vehicles  

 

5. Exceeding the maximum speed of 45mph in a school bus or 55mph in an activity bus.  

 

6. Failing to stop and use proper procedures at all railroad crossings.  

 

7. Tampering with or failing to report difficulties with the governor or accelerator linkage on the 

same day it occurs.  

 

8. A driving record which, in its overall character, arouses serious questions about the reliability, 

judgment or emotional stability of the driver.  

 

9. A local recommendation of cancellation of certification, in the discretion of the local 

administrative unit, the violation of local regulations, submitted formally to the DMV Trainer for 

cancellation at the state level.  

 

10. Upon recommendation of the DMV Trainer or local school official, the DMV may require 

re-examination of any certified driver whose qualifications become questionable or who exhibits 

evidence of improper or unsafe driving practices and driving procedures. If such a re-

examination reveals a significant problem the DMV Trainer shall have the authority to suspend 

the certified from driving any school bus pending re-training of the driver. If the problem cannot 

be corrected, the DMV Trainer shall have the authority to cancel the certification of the school 

bus driver.  
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Bus Routes 

 
Bus Driver Route Assignments: Bus driver route assignments are made by the TIMS 

Coordinator or other Authorized transportation personnel. Bus route accuracy involves 

accurate student ridership data and bus stop location data.  

Bus drivers/Monitors can be moved to other routes at any time for the following reasons:  
1. To improve route efficiency  

2. To verify route information  

3. Protection of a driver  

4. To address community concerns  

5. Emergency occurrences  

6. At the discretion of the Principal or Transportation Director  

 

Drivers/Monitors should not become so personally attached to a bus route that moving will 

create unnecessary stress. Drivers/Monitors are NOT “guaranteed” a set amount of route time 

from one year to the next. Drivers/Monitors are NOT guaranteed to have their route time remain 

the same throughout a school year. Drivers are required to verify the ridership, time and distance 

of an assigned bus route at various times throughout the year.  

The bus driver is NOT authorized to make bus route changes, except in emergency 

situations or during inclement weather, without permission from Coordinator or 

Authorized transportation personnel.  

The bus driver making unauthorized changes or unauthorized stops on an established 

route may result in disciplinary action up to and including a recommendation for 

termination.  
 

Assignment of New Buses 

 

The Director of Transportation or designee may assign buses as the need dictates based on 

the requirements of the transportation system. Many factors must be considered including, 

but not limited to bus capacity and physical needs of students.  

 

Regardless of the above criteria, the Superintendent, Chief Operations Officer, or their 

designee has the authority to assign buses as necessary to support the requirements of the 

transportation system.          
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Guidelines for Bus Driver 

1. Driver will never leave students on a bus without an authorized adult present  

2. Driver will notify the School immediately after they realize a student did not get off 

at the assigned stop  

3. Driver will never let a Head start, Pre-K student off at stop unless an approved 

adult is present  

4. Driver will never let a K-2 grade student with identification off at a stop unless an 

approved adult is present.  

5. Driver will notify the school when they are carrying a PreK-2 grade student back to 

school and will not let the student off the bus until a school staff member is present  

7. Driver will notify the School when there is a medical/physical emergency on the 

bus/If no response, then the driver will call 911 if a cell phone is available and notify the 

Transportation Department as soon as possible  

8. Driver will not add stops or delete stops from the route without approval from 

school or Transportation Dept.  

9. Driver will submit a seating chart within the first 10 days of school to the school 

administrator. Driver will provide a monthly seating chart to the school administrator. 

Students are to be divided by grade level for elementary and middle.   

10. Driver Pre-Trip/Post-Trip time will not exceed 12 minutes a day without approval 

from the Administer.   

11. Driver will clean the interior of the bus at least once a day  

12. Driver will depart the school in the mornings after all students have exited the bus 

unless there is an emergency  

13. Driver will notify the Transportation Department of any mechanical issues affecting 

the safe operation of the bus as soon as they are discovered.  

15. Driver will notify the schools administrator as soon as possible when they will not be 

available to be on their route. 

17. EC drivers will ensure that a parent or guardian is at the stop to meet the student.  

18. EC drivers will ensure that students in wheelchairs will be secured with approved 

lap/shoulder belt occupant restraint system that is part of the bus equipment and the 

wheelchair’s seat belt is properly hooked  

19. EC driver will needed approval from school before restraining a student.  

20. Pre-trip inspections are required to be done before any trip.  

21. Keys: Never leave in the ignition – leave under the seat. 

22. No aerosol cans or unlabeled containers are allowed on any bus at any time. 

23. Reporting accident:  All accidents should be reported immediately. 

24. Drivers should first call 911, the Transportation Department and the school with 

information concerning the accident. 

25. Names of the student, address, DOB, phone number and location on the bus (seating 

chart) should be provided to emergency personnel and transportation. 

26. Seating charts must be turned into the school office within the first ten days of 

school, and then updated monthly and a copy remains on the bus at all times. 

27. Cleaning the bus: The bus should always be kept neat and clean.  Drivers are 

allowed an extra hour per week to clean the bus. This will be broken down as six minutes 

per trip.  Drivers cannot claim time for cleaning their bus for trips they did not drive.  This 

time should be claimed by the substitute driver.   
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28. Discipline problems should be written up and turned directly in to school 

administration.  (Assistant principal) 

29. Drivers must check for any students left behind after the route is finished 

30. It is unlawful to use any cell phone while driving a school bus or activity bus. 

(Including Bluetooth and other hands free devices) Verified instances of driver use of cell 

phones will result in disciplinary action up to and including dismissal. 

31. Breakdowns – need to be reported to the school when a bus is going to be late 

getting the students to school or late getting them home. 

32. Not allowed to stop at stores, home, businesses or other inappropriate locations for 

personal business. 

33. Whenever possible driver absences should be made known in advance and approved 

by the school administrator. 

34. Drivers are to report any citations received, whether on the school bus, activity bus, 

or personal vehicle. 

35. State Board of Education and Pender County Schools has a policy restricting bus 

idling time to five minutes. 

36. Drivers should be at work on the first and last day of school, transporting their own 

bus.  

37. Drivers must keep and submit mileage accounts for the Afterschool Programs 

(begin/end) for billing purposes.   

38. Head counts and mechanical problems must be reported daily on the TD 28 sign in 

sheet.  If there are no mechanical problems then the driver must check the “ok” box. 

39. Drivers must report any and all delays occurring on their routes to their school 

supervisor as soon as it is safe to do so.  The school is first contact for parents when buses 

are delayed or a child did not get off the bus. Schools should have someone to answer their 

phone 30 minutes prior to the arrival time of their first bus (am) and after the departure of 

their last bus (pm) every day for this purpose. 
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Guidelines for Bus Monitors 

 

1. Bus Monitor will remain alert at all times while on the bus  

2. Bus Monitor will be on time every day as instructed. 

3. Bus Monitor will be moved where you are needed as determined by the school or 

Transportation Department.  

4. Bus Monitor will never let a Head start, Pre-K-2  student off at stop unless an approved adult 

is present  

5. Bus Monitor will always go to the rear of the bus when driver is backing and will let the 

driver know if anything is behind the bus or approaching the bus  

6. Bus Monitor will become familiar with routes, both am and pm, that they are assigned to ride 

for an extended period of time in order to assist a SUB driver  

7. Bus Monitor will know how to properly evacuate the bus  

8. Bus Monitor will not use cell phones which include texting; personal radios, wireless blue 

tooth or ear buds of any kind while on the bus; unless it is for the purpose of calling a parent 

or to talk to the school or Transportation.  

9. Bus Monitor will not read books, magazines, newspapers, etc. while on duty 

10. Bus Monitor will notify the school as soon as possible when they will not be available to be on 

their route. 

11. Bus Monitor will sit where he/she can be aware of all student activity  

12. Bus Monitor will be held responsible for a student being left on a bus alone  

13. Bus Monitor will assist students as they are getting on and off the bus  

14. Bus Monitor will assist students into their seats. Misbehaving students may have to sit with 

Bus Monitor for a day, week, or entire school year 

15. Bus Monitor will assist driver when loading/unloading a wheelchair  

16. Bus Monitor ensures that students in wheelchairs will be secured with approved lap/shoulder 

belt occupant restraint system that is part of the bus equipment and the wheelchairs seat belt 

are properly hooked. 
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Expectations of Pender County School Bus Drivers 

 
 To transport all eligible and assigned students to and from school safely and on time each 

school day.  

 

 To treat the students on the bus with dignity and respect while maintaining a firm and 

well disciplined approach.  

 

 To come to work on time every Shift, AM and PM.  

 

 Failure to drive when instructed by Transportation Administration will result in 

disciplinary action.  

 

 Required to attend 4 hour training.  

 

 To maintain a professional demeanor at all times as follows:  

 Maintain professional and ethical conduct at all times  

 Conducts herself/himself in a responsible manner  

 Is dependable and reliable; uses self-control in handling his/her emotions  

 Shows common courtesy and respect for the feelings and opinions of others  

 Develops and maintains a good team relationship with the school administration  

 Considers and respects school administrator and Transportation personnel as his/her 

immediate supervisor and advisor  

 Has a caring and positive attitude towards administration, co-workers, students, parents 

and the public  

 Uses discretion when speaking to colleagues and students  

 Follows Transportation’s philosophy, objectives, federal, state and local rules and 

procedures  

 Asks questions and discusses problems with the appropriate supervisor; follows proper 

channels when making suggestions or initiating activities  

 Is continually learning effective ways of driving a bus and working with students  

 Accepts helpful comments for improving work performance as a means of addressing and 

correcting problems  

 Exhibits a professional image through appropriate attire  

 

 To work with the administrators at the schools as a team member to provide fair and 

consistent transportation for all students within the schools’ attendance area.  

 To remain free of alcohol and drugs at all times.  

 To do a complete pre-trip every time the bus is to leave the bus lot.  

 To do a complete post-trip inspection after every route to ensure there is no damage or 

mechanical problem and no children or other items are left on the bus.  
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Video Cameras/GPS on School Buses 
 

Student records  
1. The district will comply with provisions of federal law regarding student records requirements 

as applicable in the district's use of video recordings. Video recording considered for retention as 

part of a student's behavioral record will be maintained in accordance with established student 

record procedures governing access, review and release of student records.  

2. The district will include a notice in parent/student handbooks that video cameras may be used 

on school vehicles transporting students to and from school or extracurricular activities. The 

district will include as a part of its notice to students and parents a copy of the Board's video 

camera policy and regulations. 

 3. Students, drivers and monitors may not be notified when a video camera is on board and in 

use on a district vehicle.  

 

Staff and students are prohibited from tampering with or otherwise interfering with video camera 

equipment.  

 

 

Viewing Requests  

 

Requests for viewing video recordings will be limited to the appropriate bus driver, 

transportation supervisor, school administrator, and transportation director or designee. 

 

 

Viewing  
1. Actual viewing will be permitted only at school related sites including the transportation 

office, school buildings, or central administrative offices. 

 2. All viewing will include the transportation director or designee and/or school administrator. 

 3. Video recordings will remain the property of the district and may be reproduced only in 

accordance with law including applicable Board policy and regulations.  

 

Transportation employees are not to use personal video recorders, phones, or cameras to 

film or capture images of students on the bus for personal use.  
 

Buses have GPS installed for monitoring the bus for mechanical and driver 

performance. GPS will be used in the event that transportation feels a driver is 

not properly following the bus route or inflating bus time. All data is stored 

permanently and can be viewed at any time. Drivers are reminded to practice 

extreme caution when operating a bus.  
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Bus Cleanliness 
 

Bus cleanliness is indicative of a professional bus driver who has pride in herself/himself and the 

position. You are required to keep your bus clean inside and outside. Time is provided for daily 

maintenance of your bus. A clean bus is one of the criteria for your annual evaluation. Buses will be 

inspected periodically by transportation personnel.  

 

1. Bus must be kept ready for State Inspections at all times.  

 
2. Any obscene writing should be removed before starting your route.  

 

3. All mirrors should be cleaned and adjusted.  

 

4. Windshields, side glass, rear windows, and entrance door should be clean.  

 

5. All lights, including overhead lights and stop arm lights, should be clean and free of dirt or 

dust.  

 

6. Each driver is required to clean the inside of the bus each day.  

 

7. Do not put or allow anything to be kept in the rear of the bus that would interfere with 

visibility or the operation of the bus.  

 

8. Brooms, trash boxes, and other items must be secure before proceeding on a route. Cleaning 

and items which displays the warning “KEEP OUT OF REACH OF CHILDREN,” are not 

allowed on the bus when it is in use and should be removed before beginning your route.  

 

9. No aerosol cans are to be left on the school buses when in use or when parked.  

 

 

A clean bus is the driver’s responsibility and is important to the safe and 

efficient operation of the bus.  

Driver will receive warnings and also forfeit their cleaning time if the bus is 

not cleaned daily.  

Failure to maintain a bus properly may result in a recommendation of 

suspension up to and including termination.  
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Bus Parking/Security/Safety Equipment 
 

All buses must park at where the TD 29 Route description states.  Following this guideline gives 

Transportation personnel or substitute driver’s the ability to locate a bus if needed.   

Remember to park leaving enough room for others around you to exit or re-enter their buses, and to 

have clearance for mirrors.  

 Bleed down air brakes until the spring brake engages.  

 Do not sweep trash onto the parking lot.  

 Check for students remaining on the bus.  

 Do not leave personal items on the bus.  

 Close the windows and front door after you leave the bus.  

 

Leave the key on the bus during the day or night. Regular drivers are 

given a key. This key becomes your responsibility. Do not leave your 

key unattended in the ignition switch. At the end of your employment, or 

the end of the school year, the key is to be turned in. Drivers will be 

billed for lost keys.  

 

It is the responsibility of all bus drivers to maintain an awareness of the 

importance of the First Aid Kit, Body Fluid Kit and Fire Extinguisher on 

the bus. Each bus is equipped with these items. It is a violation of 

Federal and State law to operate a school bus without the proper safety 

equipment.  

 

Please adhere to the following guideline:  

 The First Aid Kit, Body Fluid Kit and Fire Extinguisher should be 

with you when you are driving the bus and they should be stored in 

their marked location.  

 

 If you use something from the kits (i.e., gloves, biohazard waste 

bag, etc.) or discharge the fire extinguisher contact the 

Transportation department to get the item replaced.  
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Unauthorized Passengers 
 
Per the Tort Claims Act: The only passengers allowed on yellow school buses are students 

of Pender County Schools and authorized employees of Pender County Schools.  

Any individual not assigned to your bus is an unauthorized passenger – this includes the 

driver’s spouse, children or friends – and is not permitted to ride your bus under any 

circumstances.  

 

Should an adult attempt to board, ask them to leave and inform them that they are trespassing.  

If the person refuses to leave, attempt to avoid confrontations and call for assistance.  

Occasionally a school employee is permitted to ride the bus, but the principal or the 

transportation department must authorize.  

Students not assigned to your bus, but wishing to ride, must have written permission of the 

school before boarding your bus.  

Ensure you have the written permission from the school administration and are aware of the stop 

location where the student is to be released.  

Insurance or state law does not cover children who are not attending school and riding school 

buses. Therefore, children who are not school age and/or not assigned to a bus are not authorized 

to ride a school bus at any time.  

This includes children of school bus drivers, monitors or other school employees. 

 Any school bus driver allowing an unauthorized passenger to ride a school bus is subject to 

disciplinary action up to and including termination.  
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Traffic Accident Procedure 
DRIVER RESPONSIBILTIES 

1. Quick assessment of driver and student well-being (render immediate first aid if necessary) 
2. Call 911 and request that EMS come to check students.  EMS should be called to all accidents 

that involve another vehicle; damage is done to the bus in any way, or student(s) showing any 
signs of distress.  Do not call 911 if the driver is on the bus alone and you are positive you are 
uninjured.  If you are not sure CALL 911.  When students are involved, if the 911 dispatcher asks 
if everyone is okay, you are to say that you do not know and would like for EMS to be sent to 
check on the students. 

3. Call the school and speak to the principal or assistant principal to update them on the situation. 
Request that the school send an administrator to the scene.  

4. Call the bus garage.  Give them your name, bus number, location and nature of the accident, 
and the number of students on the bus. 

5. Make sure all students are accounted for and safe.  Students should not leave bus unless there is 
a safety reason for them to do so. 

6. Fill out all reports for law enforcement and school system.  A seating chart where students were 
sitting at the time of the accident will be required for all accidents. 

7. Report all accidents no matter how minor 
SCHOOL RESPONSIBILITIES  

1. Send an administrator to the accident location 
2. Determine if EMS should be called in the event the driver did not do so 
3. Inform parents of all students on the bus at the time of the accident  
4. Take charge of student safety once on the scene 
5. Assist any parents that may come to the accident location.  Students must remain on the bus 

until checked by EMS.  In the event a parent insists on taking their child before they have been 
checked, they must write and sign a statement that they were advised to allow EMS to check 
their child but refused to do so. 

6. Sign off on the EMS release once all students have been checked 
7. Follow up with the parents of any injured students 

TRANSPORTATION DEPARTMENT RESPONSIBILITIES 

1. Call Superintendent 
2. Call Chief Operations Officer 
3. Determine if EMS should be called in the event the driver did not do so 
4. Work with law enforcement on the scene   
5. Sign off on the EMS release once all students have been checked if school administrator is not 

available    
6. Follow up with school administration to make sure all parents of students on the bus at the time 

of the accident are called and informed of what happened 
7. Take care of all insurance paperwork and follow up 

** During the 2016-2017 school year there was a student fatality in Onslow County when a passenger 

vehicle ran the stop arm of a school bus at a designated stop.  It was clearly NOT the fault of the bus 

driver but the investigation started with the bus driver.  Follow prescribed procedures at all times.  

Stay on your designated route, stop only at designated stops, use the hand signals, apply the parking 

break and constantly monitor traffic conditions. 
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Pender County Schools -K-2 Bus Stop Procedure 

Pender County Schools has adopted the following procedure for students riding a bus in grades 

K-2. All parents/guardians of a K-2 student must complete a Pender County Schools K-2 Bus 

Stop Form to be eligible for transportation. 

Guidelines for the Procedure: 

1. A parent/guardian or responsible adult must be present at the student’s afternoon bus stop. The 

bus driver will ensure the parent/guardian or responsible adult is at the bus stop before allowing 

the child to exit the bus. 

2. K-2 students are required to wear an identification tag indicating to the driver they are a K-2 

student. Pender County Schools will provide this identification tag. K-2 students must bring the 

tag to school every day. 

3. The teacher will ensure all K-2 students have an identification tag before the boarding the bus. 

Unattended Bus Stop Procedure: 

1. If no parent/guardian or responsible adult is at the stop, the bus driver will continue the route 

and bring the K-2 student back to the school where they will be released to the care of a school 

administrator. The administrator will contact the parent/guardian of the child for pick-up from 

the school. 

2. The following procedure will apply for unattended bus stops: 

1st offense: Verbal notification from the school 

2nd offense: Letter of notification to the parent from the school 

              3rd offense and beyond: A conference will be scheduled with a school administrator or       

social worker. Additionally, the administrator or social worker will make an in-home visit. 
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Pender County Schools K-2 Bus Stop Form (Only K-2 Students) 

 

I, ___________________________, am the parent/legal guardian of 

______________________________, grade, ____, a student receiving transportation service 

from 

Pender County Schools. 

I have read and understand the district’s K-2 Bus Stop Safety Procedures and I consent and agree 

to abide by them. I understand that my student(s) could lose the privilege to ride Pender County 

School buses if the guidelines are not followed. 

Please indicate if your child will have parent/guardian at the bus stop: 

____ Yes, my child, _________________________, will have a parent/guardian or other 

responsible adult at the bus stop. 

Please provide people who could be at the stop to receive your child: 

____ No, my child, __________________________, will be accompanied by an older sibling. I 

understand that my K-2 

student and older sibling must be riding the same bus. 

______________________________________________________________________________

__________ 

Parent/guardian signature Date 

_____________________________ 

Relationship                       Relationship  
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PASSING A STOPPED SCHOOL BUS 

 

As of December 1, 2013 the penalties for passing a stopped school bus 

are as follows:  

 

 First Offense: $500 Fine and (5) five points on Driver License  

 Second Offense: Loss of Driver License  

 

A stopped school bus is defined as a bus that has Safety Equipment active 

for the boarding or discharge of students.  

 

Report any illegal passing to the Transportation Department. A form will 

need to be completed. Please if at all possible remember the tag number and 

description of the vehicle.  

 

If a Pender County School Bus Driver passes a stopped school bus, the 

penalty will be a recommendation for TERMINATION. 
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Emergency Evacuation Procedures  
Front Door Evacuation  
1. Park the bus as close to the shoulder of the road as possible and do the following:  

 Turn hazard lights on;  

 Set the parking brake;  

 Turn engine off and secure the keys;  

 Notify School 

  Inform the garage of your location and need to evacuate the bus. 

2. Stand facing the rear of the bus and do the following:  

a) Select a safe place for the student assistant to lead other students away from the bus;  

b) Inform the student assistant where to stand.  

3. Give the command; “Remain calm and seated; prepare to evacuate; we are going to use the front 

door.”  

a) Instruct students to line up behind _________ as they exit the bus, so all will know where to stand.  

4. Turn toward the front of the bus.  

5. Move backwards to the first occupied seats.  

6. Starting with either the left or the right seat, do the following  

a) Touch the shoulder of the person nearest to the aisle to indicate that the passengers in that seat are 

to move off;  

b) Keep the passengers in the opposite seat seated by holding the hand, palm out in a restraining 

gesture, until the aisle is clear;  

c) Move out the passengers in the opposite seat, using the same signal;  

d) Remind students; “Walk. Do not run!”  

e) As the students exit the bus, they should proceed in an orderly pattern behind the student assistant 

to a distance of at least 100 feet (about 50 paces) from the side of the school bus. Designation of a 

reference point is sometimes helpful.  

7. Move backwards up the aisle, repeating this procedure at each seat until the bus is empty.  

8. Check the bus from the very back to the front, making sure it is empty.  

9. Continue to check for students while removing the fire extinguisher or first-aid kit.  

10. Call or have someone call the 911, the garage, or the school, as necessary.  
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Emergency Evacuation Procedures  
Back Door Evacuation  
1. Park the bus as close to the shoulder of the road as possible and do the following:  

 Turn hazard lights on;  

 Set the parking brake;  

 Turn engine off and secure the keys;  

 Inform garage of your location and need to evacuate the bus 

 Notify School 

 Inform the garage of your location and need to evacuate the bus. 

 

2. Stand facing the rear of the bus and do the following:  

a) Select a safe place for the student assistant to lead the other students away from the bus;  

b) Inform the student assistant where to stand.  

3. Give the command; “Remain calm and seated; prepare to evacuate, we are going to use the rear 

door.”  

a) Instruct students to line up behind ________ as they exit the bus, so everyone knows where to 

stand.  

4. Walk to rear of the bus.  

5. Open the rear emergency exit.  

6. Instruct 2 pre-selected older students to sit and scoot out of the rear door to assist other students 

out of the bus.  

7. Move backwards to the first occupied seats.  

8. Starting with either the left or the right seat, do the following  

a) Touch the shoulder of the person nearest to the aisle to indicate that the passengers in that seat are 

to move off;  

b) Keep the passengers in the opposite seat seated by holding the hand, palm out in a restraining 

gesture, until the aisle is clear;  

c) Move out the passengers in the opposite seat, using the same signal;  

d) Remind students; “Walk. Do not run!”  

e) As the students exit the bus, they should proceed in an orderly pattern behind the student assistant 

to a distance of at least 100 feet (about 50 paces) from the side of the school bus. Designation of a 

reference point is sometimes helpful.  

9. Move backwards up the aisle, repeating this procedure at each seat until the bus is empty.  

10. Continue to check for students while removing the fire extinguisher or first-aid kit.  

11. Check the bus from the very front seat to the back making sure it is empty.  

12. Call or have someone call the 911, the garage, or the school, as necessary.  
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Emergency Evacuation Plan for EC Bus Drivers  
Driver Procedures:  

1. Notify the Transportation Department and school.  

2. Given the Nature of the emergency (Details via phone when possible)  

3. Give the exact location  

4. Explain what services are needed (Police, EMS or Fire)  

5. Wait for assistance to arrive (Do not change location unless directed by law enforcement)  

  

6. Note: Wheel chair lift will be active (driver has secured bus by cutting off and leaving in the key 

auxiliary position for the wheel chair lift operation)  

 

Front Door Exit:  

1. For students that are ambulatory and do not need assistance. The driver in a calm manner should 

give students information on exiting the bus and where to stand once they have exited the bus.  

2. This is done row by row, alternating left to right, until all are with lead student.  

3. Bus Aide will remain with Non-ambulatory students  

4. The driver should choose an older student to be lead to help with ambulatory students to 

designated zone (100-120 feet away from the bus)  

5. Non-ambulatory student will be brought to front of bus. Bus Aide will help to lift or carry students 

to the designated safe zone.  

 

Rear Door Exit:  

1. For ambulatory students. The driver should follow instruction number (1) above  

2. The driver should choose an older student to guide and help with moving mobile students to a safe 

zone (100-120 feet away from the bus)  

3. Lead student first (student should be guided to rear of the bus)  

4. With door open have the ambulatory students sit down, with knees bent on the edge, slide to 

ground standing (Bus aide will help assist students with getting off)  

5. Non-ambulatory student driver and aide carry students to rear of the bus.  

6. Note: If wheel chair lift is not active electrically; the lift can be used as many times as necessary 

by operating the manual pump.  
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Note: When moving a non- ambulatory student drivers should always use general lifting guide lines 

to avoid back trauma.  

1. Standing beside student.  

2. Squat bending the hips and knees  

3. Keep student close to the body when lifting and moving.  

4. Resume standing from the squatting position.  

 

.  
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Field Trip School Bus Safety Checklist 
 

The following procedure should be used for field trips.  

 The Bus Driver, teacher, coordinator has clear detailed directions to the destination and have 

local/state maps available if needed. If several buses are going to the same destination, each 

driver is prepared to make it on his or her own, without having to follow another bus. A route 

to and from the destination has been carefully planned to avoid dangerous roads, intersections 

permitting high speeds, etc.  

 

 The Bus Driver must inform the teacher and students of bus Emergency Evacuation 

Procedures and remind students to keep the noise level low. This is your classroom. Driver 

distraction causes many accidents.  

 

 The Bus Driver is responsible for arriving on time to begin a trip, returning on time from the 

trip with the bus clean, accurate mileage recorded and all windows up.  

 

 The bus driver and school administrator must verify that the bus is not overcrowded. Only 

small children can sit three to a seat; larger children and adults should sit two to a seat with 

adults or with children. All body parts fit within seat space.(Follow capacity guidelines on 

bus)  

 

 Nothing is blocking the aisles or the emergency doors – no boxes, backpacks, coolers, 

lunches, or children. Equipment is stowed behind the last row of seats on the floor or in a 

parent or teacher’s car.  

 No large or heavy objects such as drink coolers are placed on the seats – they can easily be 

thrown about in a sudden stop.  

 

 A First Aid Kit is available as well as a list of emergency numbers.  

 

 Medication or supplies are available as needed for students with specific medical needs (e.g. 

bee sting allergy, diabetic, asthmatic children).  

 

 See section titled Emergency Evacuation Procedures included in this handbook.  
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Tips for Bus Drivers 
 
As school bus drivers, you are an important part of a total safety program for children who travel 
by school bus. If children know how to be safe pedestrians around a school bus, they can learn to 
be safe pedestrians anywhere. Here are tips for school bus pedestrian safety:  
 

 Approximately 300 feet before every stop, turn your yellow lights on. These lights tell motorists 
that you intend to stop. They also tell waiting children that you plan to stop so they can line up 
and be ready to cross the street or enter the bus  

 

 Always stop the bus as far to the right side of the road as possible to prevent cars from sneaking 
by on the right. If children must cross the street to your bus, stop 15 feet before the spot where 
the children cross. When the roads are slippery, stop well short (20 feet) of the bus stop and 
slowly ease the bus to the normal stopping point.  

 

 After stopping, open the door to activate the flashing red lights and to release the stop signal arm. 
This tells approaching motorists to stop from both directions. Open the door fully when cars from 
both directions have stopped.  

 

 Never permit a child to cross the street behind the bus. Personally correct and promptly report 
any child attempting to do so.  

 

 Before you leave the bus stop, take one last look for stragglers. Be sure to check all your mirrors. 
Remind any latecomers of the importance of being on time for the school bus. Pull out into traffic 
only when all children are seated and it is safe to go.  

 

 On the way home, activate the yellow flashing lights from 300 feet prior to each bus stop.  

 Remind children that, if they drop something near the bus, they are to tell you and to follow your 
directions. Under no circumstances are children to pick up anything they have dropped near the 
bus unless they have your permission.  

 

 Don't ever allow children to leave the bus at any stop other than their regular stop unless you 
have proper authorization according to your district's policies.  

 

 Don't ever change your route at the request of a parent or child. Always check with your school 
administrator or Transportation department. Even if you must alter the route due to an unforeseen 
problem, do not change it in a way that would require a child to cross the street when a child 
normally does not have to do so.  

 

 At the completion of your run, check to see that all seats on the bus are empty. When your 
trip is complete, you want to be sure no child is left on the bus.  
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Speed Limits 
 

 

 Drivers are instructed to drive their buses at a speed that is reasonable and prudent under the 

conditions existing. Remember, a driver can receive a citation for exceeding the speed limit.  

 

 The basic speed law requires that a driver maintain a speed that is “reasonable and prudent 

under the conditions existing”. Under unfavorable conditions, reduce speed.  

 

 The maximum speed limit for a school bus is 45 mph unless a lower limit is posted. City 

wide speed limit is 35 mph unless otherwise posted. The driver is required to adhere to the 

posted limit.  

 

 On the school grounds, bus garage or bus parking area, a bus must never be driven 

faster than 5 mph.  
 

 Maximum speed for activity buses is 55 mph.  

 

 Drive with the speed of traffic if you can do so without going at an illegal or unsafe speed. 

Speeding in a school bus is illegal and irresponsible. The safety of all students is important.  

 

 School buses are equipped with a governor to automatically control the speed that the bus is 

able to attain, but the driver is still responsible for maintaining a legal and safe speed.  

 

Use of Cell Phones  
 

It is illegal to operate a school bus while using a cell phone which includes texting. A new state 

law makes it illegal to use a cell phone (either personal or school district issued) while operating 

a school bus, activity bus or any vehicle used to transport students for compensation.  

The only exceptions are in emergency situations that are defined as medical concerns, unsafe 

road conditions, matters of public safety or mechanical problems that create a risk of harm for 

the operator or passengers of the school bus.  

No person shall operate a school bus on a public street or highway or public vehicular area while 

using a mobile telephone. No driver shall wear an earpiece (Bluetooth, etc.) for 

listening purposes unless approved by a physician. NC GC 20-137.4. 
In the event of emergency; pull the bus to a safe location, turn the bus off, stand in the stair well 

to place a call to Transportation, Administration or other needed individual. 

  

Use of Seat Belts 

 
Every school bus driver is required to wear a seat belt properly at any time the bus is in motion.  

NO STUDENT IS TO BE RESTRAINED IN A CAR SEAT OR SEAT BELT UNLESS YOU 

HAVE PERMISSION FROM THE SCHOOL ADMINISTRATOR.  
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Student Discipline 
 

 When students are misbehaving on a bus, the driver and bus aide are responsible for 

addressing this misbehavior. Returning students to school should not be used as a form 

of discipline. Students should be taken home whenever possible and referrals should 

be submitted to school administrator.  
 

 Contact the school administrator before returning to school or if assistance from Law 

Enforcement is needed.  

 

 ALL referrals are to be submitted and reviewed by the school administrator. The 

transportation department does not accept referrals or administrator discipline.  

 

 An employee should not discuss with anyone the form of discipline that has been given to 

students.  

 

 Bus drivers are to be professional when controlling student behavior. The use of profanity, 

physical force or verbal humiliation is prohibited.  

 

 Drivers need to focus on the safety of all students and handle student misbehavior with good 

judgment.  

 

Request to Ride Alternate Bus 
 

Parent or guardian will sign the request for an alternate established stop.  

 

The principal or designee will contact the coordinator to determine if the request can be 

accommodated.  

 

The principal or designee will contact the parent or guardian and let them know if the 

request was approved.  

 

Note: Bus stops will not be added for sitters, grandparents, jobs or custody issues 

unless ordered by the court system. Reasons for denied permission:  

1. No room on alternate bus  

 

2. Behavior issues  

 

3. Businesses (Daycares, restaurants etc... 

 

 
 



Page 41 

 

Overview   Bus Driver Pre Trip/Post Trip Inspection Form 
Notice the general condition. Note any damage or if bus is leaning to one side. Look underneath for fresh puddles of oil, coolant, grease, or 
leaking fuel.   

Passenger Entry 
 Steps tread and handrails should be secure and not damaged.  
 Door should be clean, unbroken, and secure. 

Emergency Equipment 
 First-aid kit must be present, secure, and contain the required items. 
 Fire extinguisher must be present, charged, and the proper type (for electrical and liquid-fuel fires). 

Pre-Driving Adjustments and Starting Engine 
 Adjust seat, adjust all mirrors, and fasten the safety belt. 
 Check the door closure. 
 Check the parking brake, depress the brake pedal. 
 Shift to neutral and start engine - listen for any unusual engine noise. 

Check Gauges  
 Oil pressure gauge should build normally and no warning lights remain on. 
 Temperature gauge should not register “hot”. 
 Fuel gauge should show enough fuel to complete the trip. 
 Battery gauge should show the battery is being charged. 

Check Inside Controls 
 Horn should be audible for at least 200 feet. 
 Steering wheel should have less than two inches of play. 
 Heaters, defrosters and windshield wipers. 
 Headlights: dimmer switch from high to low beam. Headlights stay on at all times while bus is in operation. 
 Hazard flashers, Amber lights and interior lights 

Air Brake Checks 
Let air pressure build to the governed cut-out pressure – 120 PSI (pounds per square inch).  Turn off engine. 

LAB Test: 
 Leaks:  Press the brake pedal hard - hold for one minute. Listen for leak - check air pressure does not drop more than three PSI. 
 Air warning:  Turn ignition key to “on”.  Reduce air pressure to 60 PSI.  Warning light and buzzer should come on before the air 

pressure drops below 60 PSI.  Turn ignition key “off”. 
 Button pop-out:  Reduce air to 30 PSI. The parking brake button should pop out before the air pressure drops below 30 PSI. 
 Start the engine and let the air pressure build to normal operating range (90-120 PSI). 

Parking Brake and Service Brake Checks – Turn On Engine 
 Parking Brake: Check to see that the air pressure is in the range of 90-120 psi.  Set the parking brake; shift the transmission to 

drive and then release the brake pedal.  The vehicle should not move (with engine at a fast idle). 
 Service Brake: Check to see that air pressure is in the range of 90-120 psi.  Move the bus forward about five miles per hour.  Press 

the brake pedal firmly. Note any problems with the brakes such as unusual noise, feel, pulling to one side, or delayed stopping. 
Passenger Seating, Emergency Exits and Windows, Left Turn Signal Check  

 Walk to rear of bus, check passenger compartment area to make certain all passengers have cleared the bus. 
 Turn off flashers and turn on left turn signal.  Look in outside mirror to see if it is working in front.  Go to the rear of the bus, open 

emergency door, check to see if it is working. 
 Check to see that all emergency exits open and close properly and their warning buzzers operate when opened. Emergency door 

should always be secure when the bus is moving. 
 Check seats for damage.  The seat bottoms should be securely fastened to the frames. 
 Windows, windshield and all other glass should be clean and free of any illegal stickers or anything that blocks the driver’s view. 

  Outside of Bus, Lights, Signals, Stop Arm, Walking Control Arm 
 Activate warning light switch and open the door to activate red flashing lights. Exit bus with engine running. 
 Check tires for inflation and that all lug nuts are in place and no excess grease (or oil level on new buses). 
 Check all lights (clearance, warning, etc.) and right turn signal at back of bus. 
 Check that fuel tank cover and battery box cover are in position. 
 Check that stop sign is out and lights are blinking red.  Stop sign should be firm and not loose. 
 Outside mirrors should be secure and not loose. 
 Check that all front lights are working – clearance lights, headlights, right signal, flashing red lights. 
 Check hood latches are secure. 
 Walking control arm should come out when the stop sign comes out. 
 Enter bus, close door - Door switch should turn the stoplights off, turn stop sign off, and latch properly when the door is shut. 

Bus #: ________________ School:  ____________________Date Inspected: ____________Driver Signature: 
_________________________ 

 

 

Pre Post 
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Acknowledgement Letter 

Knowing the responsibilities with which I am entrusted as a school Bus Driver, Safety Assistant and 

Bus Aide, I do hereby promise, to the best of my ability, to abide by and fulfill the laws, rules, and 

regulations related to the safety, care and operation of the school bus. I understand that an infraction 

of any one rule or regulation may result in the cancellation of my bus driver’s certificate.  

I acknowledge that I have received a copy of the School Bus Driver’s handbook and that I have read 

and understand its contents.  

 

______________________________________  

Print Name  

 

 

______________________________________ 

Signature 


