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SOMERTON ELEMENTARY DISTRICT #11 
TRANSPORTATION DEPARTMENT HANDBOOK 

Revised 7/20/21  
 

Introduction 
 
This handbook applies to employees assigned to the transportation department and to other district 
employees who operate student transport white fleet vehicles. The purpose of the handbook is to define 
working conditions, policies, procedures, guidelines, etc., for these employees. All federal laws, state 
laws, and district governing board policies take precedence over this manual in the event of conflict.  
 
Each transportation department employee and white fleet student transport vehicle operator should read 
this handbook carefully, as each is expected to be familiar with, and abide by, its contents. Should any 
material be unclear, the employee should seek clarification from his/her supervisor.  
 
Employees are required to follow all procedures contained herein, in addition to district policies related to 
transportation matters, whether or not specifically covered in this handbook. 
 
Along with, and in addition to, the contents of this handbook, bus drivers are expected to adhere to the 
requirements of the Arizona Minimum Standards (Minimum Standards) for School Bus Drivers; the U.S. 
Department of Transportation (DOT); the Arizona Department of Transportation (AZDOT), the Federal 
Motor Carrier Safety Administration (FMCSA); the National Highway Transportation Safety Administration 
(NHTSA); the Arizona Department of Public Safety (DPS); and the Arizona Revised Statutes (ARS) 
generally, at all times.  
 
Each employee should sign, date, and return the Transportation Department Handbook 
Acknowledgement page to his or her supervisor (see Exhibit A). This is required prior to beginning 
employment within the transportation department.  
 
The transportation director will review and revise this handbook at least every year. 
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Our Goal 
 
Transportation of students is an essential part of the education system. The transportation department’s 
goal, therefore, is to provide for the safe and timely pick-up and delivery of students to and from school 
every day. A safe and pleasant ride on the school bus lays the groundwork for a positive and productive 
day in the classroom.  
 
As a team, the transportation department staff dedicates itself to meeting this task on a daily basis. Every 
member of the team should be equipped with the knowledge and skills needed to provide for the safety of 
students, timely arrivals at school and home, and compliance with the law.  

 
Transportation Department Telephone Numbers 

 
Attendance   928-580-5584 
After-hours emergency 928-580-5584 
Garage   928-341-6065 
District Secretary  928-341-6003 
Director   928-580-5584 

 
Employee Expectations 

 
Attendance  
 
Each employee is expected to arrive at work each day on time and ready for duty. If a bus driver arrives 
at work 10 min. late, he or she will be counted as tardy for his/her shift. A bus driver or bus aide whose 
route must be reassigned due to tardiness will be considered absent without notice.  
 
Unexcused absences and tardiness of any departmental employee may lead to reassignment of the 
employee’s duties and/or disciplinary action in accordance with district policy. 
 
Reporting absences 
 
Unless an absence has been previously approved by a supervisor, all department employees must report 
absences to Maria at the above-listed number prior to  
5 days (on the day of the absence.  
 
Bus drivers who will be unable to report for their afternoon route must contact Dispatch 2:00 Hr. before 
the scheduled start of their route. 
 
Appearance guidelines 
 
Transportation employees are required to present a positive and professional image by wearing 
appropriate clothing and provided safety equipment. This clothing and equipment must not interfere with 
public relations, student management, driving, pre-trip evaluations, evacuation of the bus (if necessary), 
or anything else associated with daily, safe bus operation. Drivers and aides must also maintain a clean, 
well groomed, and professional appearance at all times while on duty and at district functions held offsite. 
Employees will abide by the following specific guidelines: 
 

1. The district-supplied uniform, when provided, must be worn. 
2. District-supplied safety equipment (e.g., vests, reflective gear, and other personal protective 

equipment), when provided, must be worn. 
3. District ID badges, when provided, should be worn while on district property or at district events 

(lanyards must be the “breakaway” type). 
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4. Appropriate personal hygiene should be practiced, including limiting the use of perfumes and 
body sprays to minimize allergic reactions of students and fellow employees. 

5. Clothing and hats must be free of images or words relating to alcohol, drugs, weapons, sexual 
content, or anything deemed inappropriate by district administration. 

6. All employees must wear closed-toe, closed-heel shoes that are secured to the foot; any footwear 
that could prevent the safe operation of the school bus may not be worn. 

7. Bus drivers and aides may not wear shoes with heels higher than 2 inch. 
8. Clothing must be clean and in good repair and show no undergarments. 
9. Pants and shorts must be hemmed and free of stains, rips, or holes. 

10. Shorts must reach at least the top of the knee when in a standing position. 
11. Tank tops must have a minimum three-inch shoulder band. Halter tops/dresses are not 

acceptable. 
12. Jewelry, scarves, hats, and long hair must not obstruct the employee’s ability to safely perform 

the essential functions of his/her job. 
 
Drug and alcohol use: general 
 
This policy is intended to implement the federally mandated drug and alcohol testing program for 
applicants or employees in positions that require a commercial driver’s license (CDL). Federal regulations 
supersede this policy in the event of conflict. 
 
The following alcohol and controlled substance–related activities are prohibited by the district for 
employees required to possess a CDL as part of their job responsibilities. Violations will result in 
appropriate corrective action. This may range from removal from the performance of safety-sensitive 
functions, up to discharge. Violations include:  
 

• reporting for duty or remaining on duty while having an alcohol concentration in excess of the 
standard set by the FMCSA; 

• being on duty or operating a vehicle while in the possession of alcohol; 
• consuming alcohol within eight hours following an accident or prior to undergoing a post-accident 

alcohol test, whichever comes first; 
• refusing to submit to an alcohol or controlled substance test required by post-accident, random, 

reasonable suspicion, or follow-up testing requirements; 
• consuming alcohol, or being under the influence of alcohol, within four hours prior to going on 

duty, operating, or having physical control of a vehicle requiring a CDL; 
• reporting for duty or remaining on duty when using any controlled substance, except when 

instructed by a physician who has advised the employee and the district that the substance does 
not adversely affect the employee’s ability to safely operate a vehicle (employees are required to 
notify the district of use of any medication that could affect an employee’s safe job performance 
and/or any medication prohibited while working); and 

• reporting for duty, remaining on duty, or performing a safety-sensitive function if the employee 
tests positive or has adulterated or substituted a test specimen for controlled substances.  

 
 
 
 
Drug and alcohol use: testing requirements 
 
The transportation director is responsible for the development and implementation of procedures for 
conducting tests and administering exemptions consistent with federal rules. The following subsections 
identify the occasions on which an employee will be subject to alcohol or controlled substance testing. 
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Pre-employment testing. Prior to the first time an employee performs a safety-sensitive function for the 
district, the employee shall undergo testing for alcohol and controlled substances. This testing 
requirement may be waived under FMCSA rules for CDL drivers recently employed elsewhere for whom 
testing records are available from their previous employers. 
 
Annual testing. Each CDL driver is required by the Department of Public Safety to submit to alcohol and 
controlled substances testing as required by A.R.S. § 28-3228(C)(2) and as prescribed by DPS Minimum 
Standards R13-13-1-2C and 49 CFR 382 October 2006. The testing shall be conducted in accordance 
with the procedures given at 49 CFR 40 October 2006.  
 
Post-accident testing. Each CDL driver involved in an accident, as defined by the FMCSA, will be tested 
for alcohol and controlled substances. 
 
Random testing. Annually, the district will arrange for the unannounced, random alcohol and controlled 
substances testing of its CDL employees who drive district vehicles. Fifty percent (50%) of those 
employees must be randomly selected for controlled substances testing each year, and ten percent 
(10%) of those employees for alcohol testing. (These numbers will be adjusted if/as necessary, 
depending on the level of testing required in a given year by the FMCSA). Alcohol testing under this 
program shall take place just prior to, during, or immediately after the employee engages in a safety-
sensitive function for the district. 
 
Reasonable suspicion testing. An employee must submit to alcohol or controlled substance testing 
whenever a trained supervisor has a reasonable suspicion of alcohol misuse or controlled substance use 
based on specific, contemporaneous, and articulable observations concerning the appearance, behavior, 
speech, or bodily odors of the employee. Observations related to use of alcohol must be made just prior 
to, during, or immediately after the employee engages in a safety-sensitive function for the district, and 
the alcohol test must be given within eight hours following the determination of reasonable suspicion. 
 
Return-to-duty testing. If an employee is to be returned to performing safety-sensitive functions for the 
district after violating this policy or the federal regulations, the employee shall be evaluated by a 
substance abuse professional (SAP) who shall determine what assistance, if any, the employee needs in 
resolving problems associated with alcohol misuse and/or use of controlled substances. SAPs must 
require education and/or treatment in all such cases. If an employee is to be returned to performing 
safety-sensitive functions for the district following a violation of this policy and/or the federal regulations, 
the employee will be evaluated by an SAP to determine that the employee has properly followed any 
rehabilitation proscribed. Before an employee may return to performing safety-sensitive functions for the 
district following a violation of this policy and/or the federal regulations, the employee must undergo a 
return-to-duty alcohol and/or controlled substance test resulting in an alcohol concentration below the 
standard set by the FMCSA, and/or a negative controlled substances result.  
 
Follow-up testing. Any employee who continues performing safety-sensitive functions for the district 
following a determination that the employee requires assistance in resolving problems associated with 
alcohol misuse and/or the use of controlled substances will be subject to unannounced follow-up alcohol 
and/or controlled substances testing as directed by an SAP. Follow-up alcohol testing shall be conducted 
just prior to, during, or immediately after the employee’s performance of a safety-sensitive function. 
 
 
Bullying and sexual harassment 
 
The district will follow district policies and take prompt corrective measures on findings of harassment, 
intimidation, or bullying. Depending on the severity of the conduct, corrective measures may include 
counseling, education, discipline, and/or referral to law enforcement. 
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Performance Evaluations 
 
Annual workplace performance evaluations will be conducted for all transportation employees. New hires 
will receive an initial evaluation at 90 days and then annually thereafter. Additional evaluations may be 
conducted on an as-needed basis.  
 
“Workplace” is defined to mean the site for the performance of work done, which includes work done in 
connection with a federal grant. This includes school buildings or any school premises; any school-owned 
vehicle; any other school-approved vehicle used to transport students to and from school or school 
activities; and off-school property during any school-sponsored or school-approved activity, event, or 
function, such as a field trip or athletic event where students are under the jurisdiction of the school 
district. 

 
Progressive Discipline 

 
Transportation employees are subject to district disciplinary policies, as outlined both in this handbook 
and the district employee handbook. Discipline may include verbal warning, written warning, reprimand, 
or other consequences, as appropriate to the infraction.  
 
Bus and white fleet drivers are subject to additional consequences for vehicle accidents for which they 
are cited by the police department and for damages caused to a school vehicle for which they are found 
at fault.  
 
(insert district’s progressive discipline policy for citable accidents or damages for which the driver is found 
at fault [e.g., broken mirrors, dented bumpers, etc.]) 
 
The superintendent may suspend a driver during an investigation and pending a hearing if the 
superintendent deems the suspension to be reasonably necessary to protect the best interests of the 
district. The superintendent may exercise other powers concerning discipline and termination as 
permitted by law and district policy. 

 
Facility Operations 

 
Transportation office hours 
 
The transportation office is open from 6:30 am to 5:30 pm. The director and mechanics are available from 
6:30 am to 5:30 pm and can be reached at the numbers located in the Transportation Department 
Telephone Numbers section above. 
 
Clocking-in 
 
Drivers will clock in no earlier than 30 min before their assigned route time. All bus drivers, bus aides, 
mechanics,  must clock in and out. While clocked in, all transportation employees must be available to 
perform any additional tasks that may be assigned, such as transferring vehicles to or from another 
campus, driving a different route, assisting in the office or shop, etc. 
 
Children/guests in the workplace 
 
Employees will not be permitted to bring friends or family members into the facility. Certain exemptions 
may apply, but must be preapproved by the transportation director.  
If it is necessary for the student of an employee to board or disembark the bus at the transportation facility 
before or after school, the arrangement must have prior approval by the transportation director and must 
be documented in the route sheets or route book. 
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TWO WAY RADIO 
 
Radios should be used to communicate with the mechanical shop for immediate maintenance needs. If 
mechanics do not answer, Dispatch should be radioed for assistance. 
 
Office area 
 
Employees should be considerate of office staff’s working time. Employees are not to loiter in offices or 
hallways at any time, but instead should use the designated employee layover and break room. 
 
Badges and building keys 
 
Employees are required to wear their ID badges at all times when on district property or at district 
functions held offsite. The badge must be fully visible when worn.  
 
Building keys will be issued to employees when necessary. Any badge or key that is lost must be 
reported to a supervisor immediately. The employee will be charged a $10 replacement fee for a new 
badge. There may be additional rekeying fees related to lost keys.  
 
Badges and keys remain the property of the school district and must be returned upon request. 
 
Bus idling 
 
In general, buses are not permitted to idle for longer than 5 minutes. 
 
If a bus is in line waiting for students and continuous movement is made toward the loading zone, the bus 
should continue to idle.  
 
If a bus is at a school for more than 5 minutes waiting for dismissal, the bus must be shut off.  
 
Please note: Cooling the interior of a bus while driving requires approximately 5-15 minutes depending on 
extreme weather conditions; heating the interior while driving requires approximately 10 minutes. 
 
Students who are heat- or cold-sensitive are identified on the route sheet in accordance with the student’s 
Individualized Education Plan (IEP). 
 
Two-way radio usage 
 
In most cases, buses are equipped with a two-way radio, or the district provides DPS- approved two-way 
walkie talkie devices. These units are used to communicate with Dispatch and/or mechanics, and must be 
turned on at a volume that allows the driver to hear incoming transmissions.  
 
When using the communication device, the driver should key the mic and wait two seconds before 
speaking. This ensures that the driver’s complete information will be heard by Dispatch.  
 
At no time should a radio or communication device be used for personal communication between 
employees. 
 
Drivers should avoid conversations with Dispatch while it is communicating with other drivers. Dispatch 
will prioritize all communications, so patience may be necessary.  
 
In the event of an emergency, drivers should hold all non-emergency radio traffic.  
 
Finally, transportation employees will be responsible for using the proper radio codes. 
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The 10 Code is a number identification system used to make radio conversation brief  
and to clarify messages. The list of most commonly used  
 
10-1        Unable to understand. (This is the message used when the signal received is breaking up. 
                Generally this can be corrected by moving the vehicle.) 
 

10-2        Receiving well. 
10-3        Stop transmitting 
10-4        Acknowledge receipt and understanding of message 
10-6        Busy, stand by 
10-7        Out of service at (location) 
10-8        In service at (location) 
10-9       Repeat message 
10-12     Special assistance needed 
10-13     Running late 
10-17     Remain in area 
10-18     Fuel up 
10-19     Return to base 
10-20     My location is____,or what is your location 
10-21     Call by phone 
10-22     Report in person 
10-23     Stand by 
10-24     Finished last assignment 
10-33     All units clear air for emergency traffic only 
10-36     Time check 
10-37     Wrecker needed at (location) 
10-38     Ambulance needed at (location) 
10-39     Police needed at (location) 
10-42     Traffic accident at (location) 
10-43      Traffic tie-up at (location) 
10-50      Accident 
10-70      Fire at (location) 
10-86      No show 

 
CLEAR--Message for closing conversation by last unit to talk. 
 
 
The Federal Communication Commission (FCC) establishes rules and guideline for two-way radio use. 
The material contained herein is not intended to cover every type of situation, but rather to establish basic 
operating rules. Per the FCC, it is unlawful to: 
 

• transmit superfluous signals or messages of any kind; 
• use profane, indecent, or obscene language; 
• willfully damage or permit the radio apparatus to be damaged; 
• cause unlawful or malicious interference with any other radio communications; 
• intercept and use or publish the contents of any radio message without the express permission of 

the district; 
• make unnecessary or unidentified transmissions; 
• transmit without first making sure that the intended transmissions will not cause interference (i.e., 

"listen first"); and 
• transmit a call signal, letter, or numeral that has not been assigned to the district’s station. 
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Bus facility speed limit 
 
The speed limit within the bus facility is 5 MPH for all vehicles operated in this area. Due to the frequency 
of accidents in the bus facility, this speed limit will be strictly enforced. Those in violation will be subject to 
disciplinary action in accordance with district policy. 
 
Fueling 
 
The fueling station will operate only between 6:30 am-2:00 pm Tuesdays & Thursdays If assistance is 
needed during operation times, or special arrangements are needed, a driver should contact 
Transportation Director. 
 
All vehicles that transport students must be refilled when the gauge indicates one- half tank. The following 
additional protocols must also be followed: 
 

1. Vehicles may not be fueled while the engine is running. 
2. Drivers should ensure that the correct fuel product is being used for the vehicle being driven. 

(Each bus is clearly marked for the appropriate type of fuel.) 
3. Vehicles may not be fueled while passengers (including aides) are on board. 
4. All electrical items must be turned off while vehicles are being fueled. 
5. Cleaning or pre-tripping may not be performed while at the fueling station. 
6. Mobile phones must be not be used while fueling. 
7. Vehicles may not be left in the fuel lane unattended. 
8. The fuel handle may not be left unattended while fueling, and alternate means to prop the nozzle 

open (e.g., rocks, rags, fuel cap, key tag, etc.) may not be used. 
9. When fueling is completed, the nozzle should be hung up and the fuel cap replaced.  

10. Fuel spills should be avoided; if an employee does spill fuel, he or she must contact the shop or 
management immediately. 

 
 

 
Fleet Maintenance 

 
The Transportation Director is responsible for maintaining vehicle files for each district fleet vehicle. Files 
should include documented preventive maintenance and driver-initiated maintenance requests.  
 
The transportation supervisor, mechanic, or qualified bus driver is responsible for determining if a bus 
may be utilized to transport students when a bus driver initiates a repair request based on Minimum 
Standards.  
 
The mechanic is responsible for ensuring that vehicles pass DPS annual inspections, and for performing 
maintenance required by DPS. 
 
District vehicles must be maintained according to manufacturers’ guidelines, recommendations, and 
Minimum Standards. 
 
Bus drivers are required to report all maintenance issues and repairs on the Mechanic Drivers who initiate 
repairs will be notified when repairs have been completed. 
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Types of Transportation and Vehicle Selection 
 

Types of vehicles owned by the district include: (1) Buses (2) Vans(3) Trucks 
 
District employees may only operate vehicles on which they have been specifically trained and 
authorized. 
 
Vehicle selection and assignment will be managed by the Transportation Director based on the number of 
students being transported, travel distance, and availability. 
 

Route Determination 
 

The Transportation Director will determine all routes and student bus stops. 
 
Bus drivers may not alter their assigned route or stop assignments in any manner without permission from 
dispatch or their supervisor, unless directed by emergency services. 
 
Routes will be evaluated annually, when a new driver takes over the route, or as issues arise. 
 
Bus drivers are required to report new construction on their route(s) to their supervisor/ router. 
 
White fleet drivers transporting students must provide their supervisor with a written route and map for 
each trip. 

 
Bus Driver Qualifications 

 
Bus drivers are required to meet the following minimum qualifications: 
 

1. Be a minimum of 18 years old. 
2. Obtain a Class B CDL with endorsements for school bus, passenger, and air brake. 
3. Obtain an Arizona Bus Driver’s Certificate. 
4. Obtain a level 1 fingerprint clearance card. 
5. Pass an AZDOT physical exam. 
6. Pass AZDOT and DPS drug tests. 
7. Pass a physical performance test. 
8. Complete first aid, CPR, and AED training. 
9. Complete all additional training as required by DPS and/or the district transportation department. 

 
Bus drivers must maintain these requirements throughout their employment. 
 
 

Bus Driver Responsibilities 
 

Certification 
 
Bus drivers are responsible for keeping their bus driver certification current. The transportation 
department will assist drivers with this requirement, but it is drivers’ responsibility to ensure that they are 
properly certified to drive a school bus. Drivers are encouraged to annually request a review of their 
district driver qualification file to help ensure compliance. 
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Regulatory, statutory, and other requirements 
 
Bus drivers are responsible for following all previously mentioned requirements, including AZDOT, 
Minimum Standards, etc. These requirements include, but are not limited, to the following: 
 
Vehicle maintenance. Drivers must identify and report vehicle maintenance or safety issues to mechanics 
for repair utilizing the Deficiency Report Form.   

 
Pre-trip/post trip inspections. A full pre-trip inspection must be performed on each driver’s assigned bus 
prior to its first departure of the day. Each time a bus is operated subsequent to the first time the bus is 
operated each day, a modified pre-trip must be performed, and each different bus a driver may operate in 
a day must have a full inspection performed prior to taking it out on the road.  
 
All pre-trip inspections must be documented, and findings recorded on the Weekly Pre-Trip Inspection 
Log sheet. All issues must be addressed either through approved self-maintenance (e.g., adding fluids) or 
by filing a report with the mechanic.  
 
Mileage Sheet must be turned in after the end of the last bus route daily, Inspection forms must be turned 
in at the end of the  
 
It is the bus driver’s responsibility to know the difference between major and minor defects according to 
the Minimum Standards, and the proper procedure for both. 
It is the responsibility of the driver to truthfully complete each inspection. Falsification of the inspection 
record can result in damage to the district’s property, unsafe operation of a district-owned vehicle, and 
inability of the vehicle to pass state-mandated inspections, and risks to student safety. Drivers found to be 
falsifying inspection records will be subject to disciplinary action in accordance with district policy, up to 
and including termination. 
 
Post-trip inspections must be performed at the end of every route. Drivers are required to walk the aisle of 
the bus to look for sleeping students, damaged equipment, or student belongings left behind.  
 
Accident reporting and emergency procedures. Each bus contains an emergency packet with instructions 
that must be utilized in the event of an accident (see Exhibit B). Drivers should familiarize themselves with 
this information in advance of a possible accident or emergency. 
 
The school bus driver’s role at the scene of a school bus accident is first and foremost to protect students 
from harm. For life-threatening injuries, drivers should call 911 immediately. Additionally, all accidents, 
regardless of how minor, must be reported immediately to Dispatch or to the after-hours emergency 
number.  
 
Following an accident, the bus should not be moved unless there is imminent danger of additional 
damage or injuries.  
 
Non-accident emergencies may include medical emergencies, flooding, fire, bomb threats, weapons on 
bus, active shooter, etc. Drivers should use code 10-50 to report the issue to Dispatch, with the location if 
possible. Dispatch will contact the proper emergency services to respond.  
 
Mechanical emergencies in bus route, report the issue to Dispatch, Drivers should use code 10-33 to 
report issue to Dispatch, give location, and Dispatch will send a spare bus and will notified school and 
parents of bus delay. Evacuate students if students are in danger. 
 
Mechanical emergencies in school grounds, report issue to Dispatch, send students to school office, 
Dispatch will send a spare bus if there is bus available, as soon as is ability of a spare bus it will be sent.  
Parents will be notified of bus delay.  
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Additional instructions for each type of emergency are contained in the bus emergency packet. 
 
In the event of an accident or emergency, drivers should only evacuate the bus if this can be done safely, 
and if the environment outside the bus is safer than inside the bus.  
 
Student management. Drivers are the first school representatives that students come into contact with 
each day. Furthermore, the relationship between the bus driver and the student has a strong impact on 
maintaining proper discipline. Each driver, therefore, must constantly strive to achieve good student 
relations. This will contribute to the overall safety of the bus.  
 
In most cases, students who misbehave can be corrected with simple verbal direction. If students 
continue not to follow directions, the driver and/or aide should begin documenting student actions in 
writing. Proper documentation lends support to drivers/ aides when writing a formal bus referral.  
 
Referrals must be made on Bus Incident Report and be provided to a supervisor at the end of each route. 
Timeliness is critical in the referral process.  
 
Transportation Director will manage all disciplinary action for student referrals. The driver will receive a 
copy of the completed referral with the disciplinary action documented.  
 
Electronics usage. Bus drivers may not use audio headsets, earphones, earplugs, Bluetooth devices, 
cellular phones, tablets, personal digital assistants, or other hands-free interactive wireless devices while 
operating a bus. Drivers must exit the bus prior to using these devices.  
 
Traffic citations. Other than parking tickets, bus drivers are required to report to their supervisor any traffic 
citations received while operating any vehicle in any state within 5 days of receiving the citation. Drivers 
must also notify their supervisor within 30 days of conviction for any traffic violation (except parking). This 
is true no matter what type of vehicle the bus driver is operating.  
 
Bus drivers must notify their employer/supervisor within two business days of their license being 
suspended, revoked, or canceled, or if they have been disqualified from driving.  
 
 
Outside employment. All bus drivers who maintain secondary employment outside of driving a bus for the 
district must provide their supervisor with the name of the employer, phone number, and hours worked. 
Drivers are required to update their supervisor with the hours worked at outside employment on a weekly 
basis. 
 
Maximum driving/working hours. Bus drivers may not exceed a maximum of 10 driving hours as regulated 
by AZDOT. This includes drive time at outside employment. An 8-hour rest period is required to restart 
driving hours.  
 
Bus drivers may not exceed the maximum of 15 working hours as regulated by AZDOT. This includes 
work time at outside employment. An 8-hour rest period is required to restart working hours. 
 
Bus cleaning. Drivers are responsible for cleaning their assigned route and trip buses in accordance with 
Minimum Standards. Cleaning supplies are available in the custodial are, Drivers are required to use the 
chemicals/supplies provided by the district and may not use their own supplies. Chemicals may not be 
stored on the bus at any time. All bus windows must be closed at the end of the day. Buses must be 
swept out—not hosed out—after the last route every day. 
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Bus Driver Training and Testing Requirements 
 

DPS requirements 
 
Drivers pursuing DPS bus driver certification must meet the following requirements: 

 
• be a minimum of 18 years of age; 
• obtain a level 1 fingerprint clearance card; 
• submit a signed and dated application per R13-13-102(A)2(b); 
• have a completed physical examination form and a completed physical performance test form; 
• pass a controlled substances test; 
• possess a current Arizona commercial driver license and any Arizona driver license 

endorsements required under A.R.S 28-3101; 
• meet all driving requirements listed under R-13-13-102; 
• complete the training requirements listed under R-13-13-102(F) that shall include 14-hour 

classroom training with test, and 20 hours of behind-the-wheel training; and 
• receive first aid and CPR training. 

 
Drivers with existing DPS bus driver certification must meet the following requirements: 
 

• receive 6½ hours of classroom refresher training every 24 months; 
• receive first aid and CPR training prior to current training certification expiration; and 
• complete a physical performance test every 24 months, minimum. 

 
Note: DPS-required training will only be provided by DPS authorized trainers. 
 
 
Other requirements 
 
The district or transportation director may also require fitness for duty training, defensive driving training, 
and any topic that helps a bus driver’s ability to safely perform the essential functions of his/her job. 

 
White Fleet Driver Responsibilities 

 
Certified bus drivers and other district staff who transport students using white fleet vehicles are required 
to comply with the provisions included under the Bus Driver Responsibilities section of this document. All 
other district employees must be authorized by the transportation director or his/her representative 
through a white fleet training program to operate fleet vehicles. Such employees are responsible for the 
provisions contained in this section and elsewhere within this handbook that are applicable to all fleet 
vehicle operations. Personnel who are not district employees may not operate district vehicles.  
 
Specific requirements for white fleet vehicles include, but are not limited, to the following: 
 
Vehicle maintenance 
 
Drivers must identify and report vehicle maintenance or safety issues to mechanics for repair utilizing the 
Deficiency Report Form.  
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Pre-trip/post-trip inspections 
 
A full pre-trip inspection must be performed on each driver’s assigned vehicle prior to its first departure of 
the day. White fleet pre-trip inspections must be documented and the findings recorded on the Daily 
Inspection Sheet. All issues must be addressed either through approved self-maintenance (e.g., adding 
fluids) or by filing a report with the mechanic or authorized white fleet vehicle staff member in charge.  
 
It is the responsibility of the driver to truthfully complete each inspection. Falsification of the inspection 
record can result in damage to the district’s property, unsafe operation of a district-owned vehicle, and 
inability of the vehicle to pass state-mandated inspections, and risks to student safety. Drivers found to be 
falsifying inspection records will be subject to disciplinary action in accordance with district 
policy, up to and including termination. 
 
 
Accident reporting and emergency procedures 
 
Each vehicle contains an emergency packet with instructions that are required to be utilized in the event 
of an accident (see Exhibit B). Drivers should familiarize themselves with this information in advance of a 
possible accident or emergency. 
 
The driver’s role at the scene of an accident is first and foremost to protect students from harm. For life 
threatening injuries, drivers should call 911 immediately. Additionally, all accidents, regardless of how 
minor, must be reported immediately to Transportation Director or to the after-hours emergency number.  
 
Following an accident, the driver should not move the vehicle unless there is an imminent danger of 
additional damage or injuries.  
 
Non-accident emergencies may include medical emergencies, flooding, fire, bomb threats, weapons on 
bus, active shooter, etc. Drivers should use code 10-12 to report the issue to the white fleet staff contact 
in charge, with the location, if possible. The white fleet staff member in charge will contact the proper 
emergency services to respond.  
 
Bus mechanical failure: 
 
Additional instructions for each type of emergency are contained in the vehicle’s emergency packet.  
 
Student management 
 
The relationship between the white fleet driver and the student has a strong impact on maintaining proper 
discipline. Each driver, therefore, must constantly strive to achieve good student relations. This will 
contribute to the overall safety of the white fleet vehicle.  
 
In most cases, students who misbehave can be corrected with simple verbal direction. If students 
continue not to follow directions, district staff should begin documenting student actions in writing. Proper 
documentation lends support when writing a formal behavior referral.  
 
Referrals must be made on Bus Incident Report and be provided to the student’s principal upon return to 
the school. Timeliness is critical in the referral process.  
 
All disciplinary action for student referrals will be managed by Transportation Director 
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Electronics usage 
 
White fleet drivers may not use audio headsets, earphones, earplugs, Bluetooth devices, cellular phones, 
tablets, personal digital assistants, or other hands-free interactive wireless devices while operating the 
vehicle. GPS units must be pre-programmed, and any change of routing must be accomplished via the 
driver pulling over to a safe location, inputting the changes, and then returning to the road. 
 
 
Traffic citations 
 
White fleet drivers are required to report any traffic citations received while operating a district vehicle to 
Supervisor within five days of receiving the citation. Additionally, authorized white fleet operators must 
notify their supervisor within two business days of their license being suspended, revoked, or canceled.  
 
 
Vehicle cleaning 
 
Drivers are responsible for cleaning their vehicles prior to checking them back in at the transportation 
department or the home location of the vehicle. Cleaning supplies are available Cleaning supplies room 
Drivers are required to use the chemicals and supplies provided by the district and may not use their own 
supplies. Chemicals may not be stored in the vehicle at any time.  
 
All windows must be closed at the end of the day, and the driver must report any vehicle maintenance or 
upkeep issues that require attention. 
 
 
 
Licensing, training, and drug testing 
 
Authorized white fleet vehicle operators are responsible for ensuring they meet all state licensing 
requirements for driving operations, and for having in their possession a valid driver’s license at all times 
during vehicle operation. Further, white fleet vehicle drivers are required to provide a copy of their license 
to the Transportation Director attend defensive driving training a minimum of 12 months, and after any 
accident. Finally, white fleet drivers are subject to the district board–approved drug and alcohol testing 
policies. 

 
DPS Accident Reporting and Incident Review 

 
Bus drivers are required to follow the procedure outlined in Exhibit B when their bus is involved in an 
accident. All required paperwork will be submitted to Transportation Director within 24 hrs. of the 
accident. 
Transportation Director is required to report any death or injury as a result of an accident to the nearest 
DPS district office or duty office as soon as possible via phone. Transportation Director will submit a 
follow-up report within 72 hours to DPS on the School Bus Accident/Incident Report form. In addition, all 
other accidents and incidents involving a school bus will be reported to DPS using the School Bus 
Accident/Incident Report form regardless of accident severity or vehicle damages.  
 
For damage to vehicles belonging to the district and/or third parties, and for reporting associated third 
party bodily injury, the Automobile Liability Loss Report form on the Trust website should be completed 
and submitted to the Trust Claims Department. 
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Vehicle accidents will be reviewed by Transportation Director to determine root cause(s) and develop 
corrective measures. Corrective measures will be based on the root cause(s) and may include retraining, 
performance improvement plan.  
 

Records Retention 
 

The contents of certified bus driver qualification files will be retained for a minimum of two years. This 
includes copies of all DPS-required documentation, training records, and testing records. Accident 
records will be maintained for a minimum of three years or two years-post litigation.  
 
All other transportation department employee records will be retained in accordance with district policies, 
but may be kept electronically provided they are accessible to DPS for auditing purposes. Electronic files 
must be kept in a password-protected program and restricted to essential employees only. 
 
All fleet vehicle records will be maintained for the length of time the district owns the vehicles. When sold, 
copies of repair and maintenance records will be included with the vehicles according to district policy.  

 
Driver Qualification File Management 

 
Transportation Director is responsible for the management of bus driver qualification files. A copy of each 
of the following documents is required to be maintained in these files: 
 

1. current motor vehicle report with point accumulations; 
2. current CDL with endorsements (S and P); 
3. Arizona DPS bus driver certification; 
4. current first aid, CPR, and AED training card/certificate; 
5. current medical clearance; 
6. physical performance test dated within past 24 months; 
7. annual drug test results; 
8. random/post-accident drug test results; 
9. random/post-accident alcohol test results; 

10. DPS application for bus driver certificate (for new hires without certificate); 
11. training log from 14-hour classroom training (for new hires without CDL); 
12. test scores from 14-hour classroom training; 
13. training log from 6½-hour classroom training within past 24 months; and 
14. behind-the-wheel training log showing evidence of 20 hours, and topics covered. 

 
SPECIAL NEEDS  

 
Your primary purpose is to transport children to and from school safely, efficiency and dependably. While 
you might make allowances for specific problems of the exceptional child, the goal is the same for all 
children. 
The success of programs for the exceptional child depends on the people who have daily contact with 
them. Such people should possess characteristics that are different in kind and degree from the average. 
They should have extra patience, mental alertness, flexibility, resourcefulness, enthusiasm, 
understanding and sympathy. As a bus driver, you should be able to develop and maintain a rapport with 
children, and be able to exercise mature judgment in relation to both the care of exceptional children and 
the responsibilities of driving. 
Bus driver should see themselves as a part of a cooperative team who can help the students 
tremendously. For may exceptional children, the bus ride is the “highlight” of the day and a sincere, warm 
and empathetic bus driver can add much to their day. 
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LOADING AND UNLOADING 
Most transportation systems load and unload special educations students in front if each child’s home 
due to the fact that child cannot be let unattended. 
These children sometimes need driver assistance to board the bus. Some students might even need to 
be held during this process. Most buses used for this purpose are equipped with seat belts which should 
be used whenever possible 
 
LOADING WHEELCHAIR STUDENTS: 

-Driver/Attendants should visually access student for secureness and safety in their wheelchair, 
i.e. straps, buckles, trays, headrest, postures. 
-Wheelchair brakes should be engaged to prevent rolling while on the lift. Never leave a student  

   unattended while on the lift. 
-Be sure all straps and tie downs are tightly secure on all wheelchairs before moving the bus. 

SPECIAL NEED WALKERS 
-Usages of handrails when going up or down the stairs. 

PROPER ORDER -LOADING 
 -Load ambulatory students first. 
 -All semi-ambulatory students follow with assistance. (student’s with crutches, cane, leg braces,  
              Walker. Also passengers who suffer from partial paralysis, loss of muscle control, arthritis, etc. 
UNLOADING AT SCHOOL: 
 -Transport students off the bus into the charge of a teacher or other school attendant. 

- Report to the teacher/school staff members receiving the students any applicable observation    
   which may be appropriate, whether medical or behavioral. 

UNLOADING AT HOME: 
 -If an authorized person is not at home to receive the student, keep him/her on the bus. Contact 

  dispatch for instructions. (You may have to return the student to school.) 
ON THE ROAD: 

-If a student shows symptoms of illness that requires immediate attention, pull bus as far to the  
  right of the road as possible and stop; activate four-way hazard lamps. Notify the proper      
  authorities. 
-Always be aware of your passengers. Watch for unusual behavior that can and does occur.  
Be prepared. 

ACCIDENT SCENE MANAGEMENT 
-A disabled vehicle or involvement in a minor accident may not be enough reason to remove  
 students from the bus. 
-In a serious accident, however, evacuation may be imperative. When a vehicle is on its side 
 Or upside down, evacuation must occur immediately, when abnormal body position is 
  maintained, possible respiratory arrest, strangulation, restriction of circulation and other life  
  threatening conditions warrant the evacuation of only those students being threatened. Other  
  students being threatened. Other students not being threatened should not immediately be     
  evacuated. 

BUS DISABLED IN ROUTE: 
1.Call dispatcher and report the bus problem 
2.Dispatcher will send another bus  
3.If students are in danger, evacuate the students immediately 
4.Dispatcher will notify the school and parents 

BUS DISABLED ON SCHOOL GROUNDS: 
 1.Call dispatch and report the bus problem 
 2.Students will be returned to classroom/school office 
 3.Dispatcher will send a bus/if there is no bus available the school and Parents will be notified of 
    bus delay. 
EXTREME HEAT WEATHER: 
  A/C FAILURE 
 1.Call dispatch and report A/C unit not working 
 2.Another A/C bus will be sent,  if one is available 
 3.If no A/C bus is available, the student will return to school, and parents will be notified of bus  
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   delay. 
BUS DISABLED COMPLETELY:  
 1.Call dispatch and report the bus problem 
 2.Open windows, doors and roof vents and turn fans on. 
 3.Evacuate the students to shade by following the correct evacuation procedures. 
 4.Have students remove any extra or unnecessary clothing (sweatshirt, light sweater etc.) 
 5.Watch for extreme weather disorders and treat it as appropriate. 
 6.Symptoms: 
  -Skin sweaty and cold 
  -Student feels weak 
  -Fainting or vomiting 
 TREATMENT: 

- Cool down or attempt to warm student immediately, depending on weather condition 
- Apply cool wet cloths to armpits, back of neck and groin areas 
- Fan the student 
- Give sips of water 

 
 
 

Accident Procedures 
 
In the event of an accident, the school district driver’s first responsibility is student and/ 
or passenger safety.  
 
Immediately after an accident, the school district driver should check students and other 
passengers for injury and report accordingly using the following steps:  
 

1. If there are any serious injuries, the school district driver should call 911 before reporting the 
accident to dispatch or Transportation Director using the two-way radio. 
 

2. If there are no serious injuries, the accident and all injuries should be reported to dispatch or 
Transportation Director using the two-way radio. The transportation office will make contact with 
the police and other necessary entities. The following information is required to be provided:  

 
• district vehicle number, 
• location, 
• number of students and adult passengers on board, 
• injuries, 
• district vehicle evacuation status, 
• other vehicles involved, and 
• extent of damage. 

 
Once notification has been made, the school district driver should attend to the accident scene. He or she 
should not move the vehicle, and should remain at the scene. Evacuation should occur only if more 
danger exists inside the bus/vehicle than outside. First aid should be provided to individuals who have 
injuries. 
 
If another driver was involved, obtain the driver’s information, such as name, address, phone number, 
vehicle license plate number, and insurance information. The school district driver’s own information 
should be provided to the other driver as well.   
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If the other driver attempts to leave the scene of the accident, this should be permitted (confrontation 
should be avoided). The school district driver should, however, write down the other driver’s license plate 
number, a description of the vehicle, and a description of the driver, if possible. 
 
Names of witnesses, license numbers, etc., should be requested from police officers. 
 
Facts of the accident should not be discussed with anyone except law enforcement or school officials. All 
media inquiries should be referred to Mrs. Rodriguez Director of Human Resource and Special Projects at 
341-6026 
 
The bus/vehicle should not be moved until police have released it and a district mechanic has inspected 
the damage.  
 
The school district driver should complete a seating chart for all busing accidents, including all students 
who were on the bus at the time of the accident and their seating position.  
 
Students may only be released to another bus after approval from the police, school administrator and /or 
to the parents. 
 
All paperwork should be turned in to the Transportation Director. Office staff will ensure the proper report 
gets filed with DPS. The school district driver may be asked for additional information in order to 
adequately complete these reports. Additionally, school district drivers may be required to submit to a 
post-accident drug and/or alcohol test. 
 
ADULT NOT APPROVED TO ATTEMPT TO BOARD THE BUS ON ROUTE  

DEFINITION: An unscheduled passenger attempting to board the school bus without prior consent from 

the transportation supervisor. This may apply to non-custodial parents that are attempting to delay the 

bus on it’s route to gain access to a child or an adult attempting by force to gain access to the driver or a 

student on board to settle a dispute.  

GOAL: To provide a safe, secure and timely bus ride for each student on each route. No student or driver 

should have to be afraid of being verbally or physically assaulted by someone or something outside the 

school bus.  

SIGNALS: When an unidentified adult attempts to gain access to the inside of the bus either by stopping 

a vehicle in the path of the bus or by attempting to board the bus while a regular stop is being made either 

to pick up to deliver.  

STEPS OF ACTION:  

• A car pulls in front of the school bus in an attempt to block the path of the bus:  a. Do not open the 

door of the school bus.  

•  Make radio contact with base and give your location along with the  description of the person(s). 

•  The dispatcher will call 911 with the information. 

•   If a weapon is present have the students slide down in the seats below the  window line. 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•  Keep the students calm and as soon as it is safe to do so go around the vehicle  and proceed with the 

route, keeping the dispatcher informed as to your  location.   

 

AN UNIDENTIFIED ADULT ATTEMPTS TO BOARD. 
a. The driver must ask the adult NOT to enter the school bus and to ask them to contact the 

transportation department by telephone.  

b. If the adult refuses the driver is to contact base by radio giving the location of bus and a description     

    (name if known) of the adult.  

 

ROLES:  
• Driver: Identify the situation and contact base with clear, accurate information. Stay and  protect the 

students   

• Dispatcher: Contact 911 and the Supervisor to relay information as needed. 

•   NOTE: Do not make comments to the press; refer all press/media to the supervisor or board 

office personnel. 
 
  FIRE ON THE BUS   

If a bus catches fire, the safety of the students is your first consideration. Only after all students 

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

completed, apply the extinguisher as needed. Aim under the fire, rather than hitting it from above. 

If in doubt, let it burn. Under no  circumstances should you let a student get near a burning bus, 

regardless of  possessions that may be in the fire. No piece of equipment is worth injury to either 

you or your passengers.  Pupils are to be held in a safe area and under your control at all times.  

 BUS EVACUATION  Federal standards call for each state to implement programs on safe 

riding practices and bus evacuation. The driver instructor and school bus drivers will conduct 

instruction and drill participation in bus evacuation at a scheduled time for each school. School 

bus accidents happen and when they do it is too late to begin teaching an emergency procedure. 

You as a driver must review these instructions in advance with your students, since you are the 

key to a successful evacuation program.  

 HIJACKING OR KIDNAPPING  You must know what to do in the event that you are faced 

with a hijacking or kidnapping situation. All situations are different and could be dangerous if not 

handled properly. Be aware of unusual circumstances and avoid situations that could create 

serious problems for you and your passengers. Past discussions with hostage negotiators 
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indicate that the best course of action is to cooperate with the hijacker and when the police 

become involved, cooperate with them.  

Review your crisis plan.  OPERATING PRACTICE  Operating Rules and 
Regulations  

1. Moving Regulations   
              a. Maximum Speed-----------65 MPH  
    b. State Highway--------------55 MPH  

  c. County Paved---------------50 MPH  
  d. Dirt Roads-------------------45 MPH  
  e. School Zone----------------15 MPH  

            f. Residential Districts-------25 MPH or as posted 
   g. School Loading Areas----10 MPH maximum 

               i. All signals or regulatory signs shall be strictly observed and obeyed     
                 j. When leaving and entering a school parking zone and bus lot the maximum   
                  of 10 MPH speed.  

2. Operating Regulations: Any school transportation vehicle involved in an accident which renders 

the vehicle unsafe for further transportation or develops mechanical difficulty which creates an unsafe 

condition shall immediately cease its operation and the driver shall immediately notify the dispatcher at 

the Transportation Department.  The headlights and clearance lights shall be on any time the bus is 

operating. The school bus rear interior lights shall be on any time the headlights are being used for 

roadway visibility.   
a. No vehicle either on or off the lot shall be moved until all doors are closed.   
b. The driver is to allow no one to stand or sit forward of the first passenger seat at  any time.   
c. The use of any tobacco on any school vehicle or school property or within the  sight of students 

while on duty is prohibited.   
d. Alcoholic beverages of any kind are prohibited on any school vehicles or school  property.   
e. Animals or insects, dead or alive, are not allowed on any school vehicles.   
f. No weapons of any kind are permitted on any school vehicle.   
g. Drivers are not permitted to make repairs or adjustments to a school vehicle  except in certain 

emergencies. Road repairs may be authorized as deemed  necessary at the verbal direction of 
the supervisor or mechanic.   

h. No bus driver shall drive more than ten (10) consecutive hours or more than  aggregate of ten 
(10) hours spread over a period of fifteen (15) consecutive hours  and are subject FMVSS 
hours of service regulations.   

i. The driver shall not leave the school bus unattended with students on board. The  driver shall not 
leave the key in the ignition at any time except when parked in the garage bays. The driver will 
not leave the vehicle until the engine is off and the brake is set.   

j. Buses shall not be backed under any circumstances unless given permission from the dispatche  
k. Stop and turn signals shall be used whenever turning, stopping, or changing traffic lanes.   
l. The driver shall report all route hazards and unsafe conditions to the transportation supervisor 

immediately. The vehicle will not move when the passenger load count exceeds the 
manufacturers load limit.   

m. School transportation vehicles shall at all times yield to other vehicles and be driven in a safe and 
courteous manner.  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STUDENT DISCIPLINE  
The bus driver approach to student discipline on the bus is one of the more critical elements that affect 

the safety of the students and the driver. A school bus transporting unruly students is an unsafe bus. In 

the event a driver is faced with the situation where a student violates a rule and does not respond to the 

driver’s efforts to maintain discipline, the driver may write a discipline referral to the school principal.  

The proper preparation and follow-up on discipline referrals plays a vital role in determining the driver’s 

success. Drivers are encouraged to provide a factual, fair and concise description of the student’s 

behavior on the discipline referral. Drivers must accurately report a student’s actions and/or vulgar 

offensive remarks on the referral for even though they may have personal objections to writing out such 

behavior or language.  

In the event a school administrator encounters parents who wish to challenge the allegations on the 

referral form, the bus driver may be required to attend the discipline conference with the school 

administrator and parents. If a bus driver is called to a discipline conference, the bus driver will be 

compensated at the current minimum wage rate.  

Bus drivers are encouraged to consult with the transportation supervisor and/or the building 

administrators wherever they sense a situation developing on their routes which may result in a serious 

discipline or safety issue.  

 

1. Drivers will maintain a safe environment on the bus at all times. It is the responsibility of all drivers to 

enforce the district’s bus conduct policies.   

2. Drivers will attempt to make parent contact the first time a student is written a conduct  referral.   

3. Students can’t be expected to follow the rules if the driver doesn’t.   

 
STUDENT CONDUCT  

It is the responsibility of each driver to establish and enforce rules that will lead to a safe and comfortable 

ride for ALL passengers. It is suggested that during the first (1) day or two (2) of the school term you take 

time to familiarize each student with district bus rules. Copies of bus rules are available in the 

Transportation Office. Students cannot be expected to obey rules they do not know! Take a moment to 

explain the reason behind each rule so students will understand and be interested in cooperating.  

THE TONE YOU SET THE FIRST TWO WEEKS OF SCHOOL WILL BE THE ONE 
YOU WILL DRIVE WITH THE REST OF THE YEAR  

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 adults. You must set 
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reasonable limits at this time. Do not let the rambunctious one in the group exceed the limits you have 

set, and you will soon find that the whole load has settled down. It is best to have a PRIVATE talk with 

any student needing correction. Never chastise a student in front of a busload of children.  

PUPIL MANAGEMENT  

  You must earn respect and confidence to establish a good relationship with the students on your 

bus. This will help you to maintain control of a large number of students, which is perhaps the most 

difficult part of successfully driving a school bus. If you do not have the students' respect, and if you do 

not act like a mature and responsible adult, you make your job very difficult.  

Each driver, because of differences in personality, must establish their own methods of control. What 

works for one driver may not work at all for another. Each student is an individual, the same as you, and 

should be treated as such. Never try to discipline a whole group for the infraction of a few. Keep in mind 

that most of the time you are the only adult aboard the bus. You must exercise self-control above all. A 

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

Children (and adults too) respond well when treated with fairness and consistency. It is our policy to have 

uniform rules and procedures that are enforced in a consistent manner. If we all work together as a team 

using the same procedures, the child will know the rules no matter which driver is in charge. If only ONE 

(1) driver neglects their pupil management responsibilities, the system will break down. Children 

immediately pick up on the inconsistencies and changes and those differences often create student 

discipline problems.  

The primary reason for good pupil management is safety. A driver who must constantly watch the inside 

mirror to try to catch a violator is spending too much time with their eyes off the road. If a situation 

develops which requires more correction than "a word to the wise" over the PA system, pull the bus over 

to the side of the road. This is better than trying to drive and discipline at the same time. Another 

alternative is to wait until you get to school or the next bus stop.  

The following list is a guideline to use beginning the first day of school. Every day and every group should 

be handled the same so that eventually no matter which group you have - the rules are the same.  

 

PROCEDURES FOR GOOD PUPIL MANAGEMENT  

All drivers are expected to establish and use the following recommended procedures:  
  1.  Only the bus driver is to operate the door, windows or any other part of the bus or its 

equipment, except in the case of an emergency when the driver is unable to perform normal 
tasks.   

  2. Work at all times with students not to rush the bus when loading.   
  3. Unload students from the front to the back of the bus on a rotational basis. This is  excellent 
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training for bus evacuation.   
  4. Stop to load and unload students only at designated bus stops. Unauthorized stops are  

prohibited. Only students authorized to ride should be permitted on the bus.    

  5. Students are to get off the bus only at their normal bus stop. Notes presented to driver for 
students to get off at a stop other than the designated stops are acceptable if signed by 
Transportation personal.   

  6. Communicate the entire school year with students to establish and maintain good bus riding 
manners.  

 
School Bus Safety 

Rules and Regulations 
 
It is VERY IMPORTANT that you remind your child that Bus Rules are made for the 
children’s safety and must be observed. 
 
 1. Sit in assigned seat and remain seated while bus is in motion. 
 2. Do not commit or threaten to commit harm to another student or adult. 
 3. Do not damage or destroy property. 
 4. Follow directions given by the driver. 
 5. No screaming, spitting, or throwing things in or out of the bus. 
 6. No eating/drinking on the bus 
 7. No body parts hanging out to the window 
 8. Pen/pencils are to remain in backpacks, at all times. 
 9. Food/candy/toys/electronic items/skateboards/living things including pets/objects (i.e. 

balloons, oversize school projects) off the bus.    
     10.      Written permission from parent/guardian is required if student need to change bus stop.  
                   Alternative bus stop must be consistent. 

                   11. No prescription drugs allowed on the bus. “ If your child is in need of 
medication/prescription drugs parents are responsible for delivering medication to the 
school for your child to take.  

   
SAFETY PROCEDURES: 
 

• Arrive at your bus stop no more than 10 minutes earlier 
• Line up to wait for the bus, be respectful to everyone 
• If you have to cross the street, wait until the bus stop arm is out 
• When getting on and off the bus, walk 10 feet away in front of the bus 

 
IF RULES ARE NOT FOLLOWED, THE DRIVER WILL: 
 

• Speak to the student. 
• Move student to a different seat. 
• Report the incident to the Transportation Supervisor/School Principal 
• A written report will be sent home with student and parent will be contacted by phone, if possible. 
• If student refuses to obey, the driver will have the student sit in the front seat. 
• At the third offense the student will be suspended from the bus, for five school days 

 

ASSERTIVE DISCIPLINE  
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1. Know and review the bus safety rules with your students.                                   

 a. Make sure each student on your bus has a copy of the rules.  
b. Explain the safety reason for each rule.  
c. Give the rules to each new student when they start to ride.  
d. Give a copy of the rules to any student that seems to be having trouble  remembering what the 
rules are.   

2. When talking to a student about a discipline problem NEVER:  
           a. Lose your cool. If they can get you mad the student(s) have just won.   

     b. Be drawn into an argument.   
     c. Allow the students to bait you.   

 
3. Whatever the circumstances, just keep repeating what you want the student to  do: 
a. “Sit down”, “Please remember to sit on your bottom”, “To be safe you need to sit in your seat”, “If you 
are not sitting and the bus has a crash you could be very seriously hurt”. 
 
 REPORT DISCIPLINE INCIDENTS TO ADMINISTRATOR  

1. Use Discipline Reporting Form 
2. Submit to School Site Office 
3. Work With Administrator to report clearly. 
4. Disciplinary consequences will be followed 

 
If the Driver has to call the Transportation Supervisor or School Administrator to a bus during 

a bus run, due to a child’s unacceptable behavior or a fight on the bus, the student will immediately 
be removed from the bus and will be suspended for five (5) school days. The parents will be called 
to come for the child. 

 
Transportation on a school bus is a privilege, not a right. The law states that children from ages 

6-16 years shall attend school. If, for any reason, your child has been suspended from the bus be 
advised that the law will hold the parent(s) responsible for getting the student to school.  
 
 
Signs of School Bus Bullying 
 

• Students who are being bullied may not be willing to approach adults for help because they 
• are concerned with being labeled weak or tattle-tales. Adults however, can recognize signs of 
• bullying – whether it is on the bus, on the playground or in the classroom – to help them know 

when children may need help. Bus bullying signs include: 
 

• Fear of going to school or of riding the bus. 
• Habitually delaying or otherwise deliberately trying to miss the bus. 
• Continually asking for rides to school or finding excuses to ride with friends instead of on the bus. 
• Ripped clothes, missing possessions or signs of physical abuse that a teacher is unable to report 

happening in class or at school. 
 

• How to React to Bullying 
• It is estimated that nearly one in five students is subjected to school bus bullying, and many 

parents’ initial reaction may be to rush into the situation and protect their child. While this is 
• admirable, such heroics may not help the situation because the parent cannot be present every 
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• time an incident may occur. There are steps that students and drivers can take to prevent or 
• stop bus bullying. 

 
• Students can… 
• Sit as close to the bus driver as possible and on the right-hand side of the bus so they are visible 

to the driver. 
• Pair up with a neighborhood friend and ride the bus together. 
• Be polite to someone who tries to bully them rather than reacting with anger; fighting back should 

never be an option and will only make the situation worse. 
• Tell adults when bullying happens, including parents, teachers and the bus driver. 
• Stand up for other students who are being bullied to keep it from spreading. 

 
• Drivers can… 
• Check the school’s bullying prevention policies and report incidents to the proper officials. 
• Keep the student’s name confidential to avoid increased bullying. 
• Be a good listener to encourage the child to tell adults if an incident occurs. 
• Avoid blaming the child for being bullied. 
• Avoid encouraging retaliation or fighting and focus on positive bullying prevention methods 

instead. 
• In cases of extreme bullying, even these tactics may not be enough to protect children to from 
• physical, verbal and emotional intimidation. There are, however, other ways drivers can get 
• involved to end this harassment. 

 
 
 REPORT ALL BULLYING TO SCHOOL ADMINISTRATION IMMEDIATELY 
 
 
   RETURNING THE BUS TO SCHOOL  

NEVER return a group of unruly students to a school without direction from dispatch. This action 
announces to the students that you are not in control, and it has the effect of punishing students who are 
not participating in the negative behavior. Many times security and administrators have left the campus or 
in meetings – and cannot assist you. And even when they can speak to your passengers, when they 
leave, you will still transport them home – by yourself. Once you give your authority to the school staff, 
they cannot fully give it back to you.  Remember that you are never alone. When you need assistance 

with student behavior, always 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.  Good conduct aboard a school bus is a MUST for safe driving!   

BUS OVERLOADING  
Never drive a school bus with more passengers than the rated capacity of the bus. The capacity is posted 
on the Vehicle Inspection Approval Certificate inside each bus. If you find you have too many students, 
you should first notify dispatch on the 2-way radio, who will usually ask you to stay at the bus stop or send 
them to the school office until another bus arrived to pick up the students.  
Never remove students from the bus who were picked up at a previous stop.  
If your load is increasing and you foresee a possible future overload developing, let dispatch know.  
 
SEATING STUDENTS IN A FULL BUS  
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The preferred (and fastest) way to load students: 
1.  Load from rear of the bus to the front.  
2. Siblings may sit together  
3. Seat kindergartners in the front of the bus.  
 
By loading this way, students do not have to pass legs and backpacks in the aisle. You also 
know all the seats behind you are full, and the only remaining seats will be in the very front of 
the bus, where the last students to board the bus can be seated quickly so you can leave.  

 
KINDER STUDENTS 

1. Kinder students must sit in front seat, if they have an older sibling they can seat together.  
2. All kinder students are required to be picked up by a Parent/Guardian or an authorized person at 

their designated bus stop.  
3. Students not picked up at their bus stop will be returned to school. 

 
LOST ARTICLES  
After each run you should: 

1. Check your bus completely from back to front.  
2. Pick up articles left behind. Items not claimed after a few days should be taken to transportation 

lost and found. Lost articles should not be left in the buses for more than a week.  
 
STUDENTS LEAVING THE BUS  
Before unloading a student from the bus, ask the student if they need to cross the street. If they do, teach 
them to cross in front of the bus with your hand signal. Under no circumstances are you to permit 
students to get off the bus at a location other than their designated stop unless you are requested to by 
dispatch.  
 
DRAWSTRINGS  
Tragically, throughout the nation several students have been fatally injured in recent years when their 
clothing or back packs became caught in the bus handrail by the front door, or the door itself, and the bus 
pulled away with the student still snagged. All SSD buses are equipped with snag-resistant handrails; 
however, you should be especially aware of this potential problem and double check that the door is clear 
before moving away from a bus stop. 
 
LOADING /UNLOADING STUDENTS 
Eight light systems activated a minimum of 100 feet before school bus stop. On roads with higher speed 
limits, it is recommended that lights be activated 300 feet prior to making the stop. 
BUS STOP: When approaching a designate bus stop: 

1. Check all mirrors for traffic gradually. 
2. Reduce speed with minimal brake usage without interrupted the flow of traffic. 
3. Activate the overhead flashing lights prior to the stop.  
4. Apply right turn signal indicators showing that you are going to move to the right. 
5. When picking up students, always stop 10 feet from the nearest student.  
6. Stress to the passenger that they should stay in line, waiting 10 feet back from the bus until it has 

come to a complete stop and the front door opened.  
7. Have passengers go directly to their seats.  
8. After the bus has come to a complete stop, the driver shall extend the stop arm and activate the 

alternately flashing red lights.  
9. Keep the right foot on brake pedal.  
10. Put the transmission in neutral and apply the parking brake.  
11. Give motoring the public a chance to the flashing red warning lights.  
12. Scan all mirrors to see if traffic is stopped and the road is clear in both directions before opening 

the door to load or unload.  
13. In most cases the driver shouldn’t allow students to get off the bus until passing cars have 

stopped.  
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14. The driver is responsible for the safety of all students crossing the roadway, regardless of their 
grade level. 

 
DRIVING IN SPECIAL CONDITIONS: 
 
HIGH WINDS 
Wind is a hazard, when driving a bus. The side of the bus is like a large billboard. There is a large surface 
for the wind to blow against and this can cause steering problems. Under such conditions it may be 
necessary to hold pressure against the wind with the steering wheel.  
 
RAIN: 
*Use your heating, defrosting, defogging equipment to clear the inside surface of the glass moisture,. 
*Slow down allow extra following distance. 
*Avoid driving through deep puddles and accumulated water. 
*Be aware of the procedure used to dry the brake linings 
 
HYDRPLANNING: 
Speed- below 30 MPH, a tire should disperse water under and around it, and maintain contact with the 
road. Above 30 MPH, Partial hydroplaning can occur. Above 55 MPH, the tires may lose contact with the 
road, causing total hydroplaning. 
 
FOG: 
Two things should be kept in mind: visibility and speed. Windshield wipers should be started and bus 
speed should be reduced. Buses should be well lighted so that other can see you first. Give plenty of 
warning when stopping and turning while driving in the fog. 
Hot Weather 
Check the tire mounting and air pressure. Inspect the tires every two hours or every 100 miles. Air 
pressure increases with temperature. Do not let air out of the tires or the pressure will be too low when 
the tires cool off. If a tire is too hot to touch, remain stopped until the tire cools off. 
 
 
 
                                        RAILROAD GRADE CROSSING 
 
IN ADDITION TO REQUIREMENTS FOR RAILROAD GRADE COSSINGS 
CONTAINED IN A.R.S. 28-853, A SCHOOL BUS DRIVER SHALL COMPLY WITH THE 
FOLLOWING: 
 

1- Use hazards warnings lights as described in A.R.S. 28-947 (D) within 100 feet of all railroad 
grade crossing to warm motorist on an intended stop. 

2- Shut off any radio and other source of sound within 50 feet of the railroad grade crossing. 
3- Stop the school bus, with or without passenger aboard, at railroad grade crossing when traffic at 

the railroad grade crossing is not directed by a police officer. 
4- A school bus driver shall stop at railroad no closer than 15 feet no further than 50 feet from all 

railroad grade crossing. 
5- While stopped at railroad grade crossing at which traffic is not directed by police officer, 

completely open service door and the window to the left of the driver and, by hearing and sight, 
determine that is safe to cross. Before proceeding, close the service door. 

6- Do not stop to load or unload passenger with 200 feet of a railroad grade crossing. This provision 
does not prohibit stops at a railroad station or on a highway that parallels the railroad tracks. 
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Safe Transportation of Students in Wheelchairs or Other Mobility Assistance 
Devices  
Whenever possible or feasible, minimize the liabilities and risks involved in transportation of wheelchair 
passengers by removing the person from the wheelchair or mobility device and transporting them in a 
regular bus or car seat (which meets all present standards). A person transported in this manner must be 
fitted with a dynamically tested occupant restraint (i.e., a lap/shoulder belt assembly or a child car seat). 
Wheelchairs may be transported unoccupied when appropriately secured.  
When wheelchair transportation is necessary, use a four point wheelchair tie down. The system must 
have been dynamically crash tested at 30 miles per hour (mph), 20 gravity (g) force conditions with 
installation reproducing the crash-test environment as closely as possible.  
Factors to consider are:  

• Forward facing placement of the wheelchair on the vehicle.   
• Attachment of the tie down to the frame only of the wheelchair.   
• If possible, use equipment with a positive lock mechanism. If equipment's floor hardware does not 

have a positive lock mechanism, it is vital to place hardware in a manner consistent with the 
crash test environment.   

• Be certain that the tie down and restraint systems have been crash tested in a manner similar to 
the passengers being transported. The wheelchair tested should also be of similar size and style 
as the ones which are used. If these crash test factors are not similar, don't modify the systems 
(unless crash tested), but rather change to more appropriate tie downs or restraints, if available. 
Transportation of occupied, three- wheeled vehicles or extra heavy electric wheelchairs should be 
avoided.  Whenever possible or feasible, use an occupant restraint system involving a lap belt 
and shoulder harness which has been crash tested at 30 mph and 20 g force conditions with the 
four point wheelchair tie down. Factors to be considered with this occupant restraint system are:   

• The occupant needs to be secured separately from the chair, and at no time should the occupant 
carry any of the load of the wheelchair or its securement system. One way to easily assure this is 
to have the occupant restraint attached to the rear wheelchair tie down belt rather than the floor to 
assure that no load transfer occurs through stretching or release of the wheelchair tie down belts. 
(NOTE: The tie down belt system must be able to accommodate the increased weight of the 
occupant and their securement.) If it attaches to the floor, further investigation is necessary.   

• A variety of belts and positions should be available through use of a retraction system and/or 
multi-attachment track system to attach the shoulder belt to the bus wall. Again, be certain crash-
tested equipment is used.   

• Installation of the shoulder restraint to the bus wall should be at/or above and slightly behind the 
level of the shoulder joint of the occupant. The goal is to have the shoulder belt contact the 
occupant over the clavicle (or collar bone) while avoiding the neck area. The lap belt portion must 
contact the hard structures of the pelvis (namely the iliac crests) and avoid the soft abdominal 
areas.  Forward facing passengers should have a head rest or proper head/neck support to 
prevent "whiplash" injuries. In addition, head or neck supports must allow for release of the head 
and flexion  of the neck during an impact. The passenger's head must never be restrained 
separately from their torso. As always, support structures must be properly fitted to guard against 
inappropriate obstruction to the face or neck.  

• Lap trays must be removed from wheelchairs during transport and secured separately on the 
vehicle.  

• Do not transport lead acid batteries in the passenger compartment of any vehicle. Work with 
equipment vendors to acquire gel electric batteries for all power wheelchairs.  

• Form a transportation advisory team to research and formulate general policies and procedures 
for your facility. The team should be made up of transportation personnel (i.e., driver, mechanic), 
occupational therapist, physical therapist, teacher, and other appropriate personnel. The purpose 
of this team would be to look at each person being transported in a wheelchair to ascertain the 
safest and most effective manner of securement of equipment and client. The client and/or 
caregiver/family member should be included in the decision making process when specifics are 
being discussed. This team should meet whenever a new student is being recommended for the 
transportation service or if a major change in medical status of the student takes place to 
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establish a transportation plan. This transportation plan should be in written form with specifics 
given, including but not limited to: the location of the wheelchair or car seat tie down spots, 
transfer information (if necessary), additional belt needs, ancillary equipment recommendations, 
emergency medical information, general range of allowable ride times, evacuation plans, etc. This 
should be laminated and carried on the vehicle or vehicles transporting the student. Proper in 
service of personnel and family members should be planned by the team with suggestions 
provided regarding effective transportation practices in other vehicles as well as school buses.  

 

 
CONCLUSION  

You are entrusted with a great responsibility. Safe transportation of children to and from school is our 

primary purpose. The SSD transportation department exerts every effort to provide safe, efficient and 

convenient transportation service to eligible students. To accomplish this, all members of our department 

must work together as a team.  

We will continue to work with diligence to earn the respect and confidence of our patrons: school 

administrators, teachers, parents, the public, and of course, the students. We are professionals who will 

see that this image is maintained and improved through our efforts. We CAN make a difference!  
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Somerton School Transportation Department Handbook 
Employee Acknowledgement Form 

Revision- 3rd 
Dated - 8/01/22 

 
 
I acknowledge that I have received and read a copy of the SSD Transportation School 
Bus Driver Handbook. If at any point I do not understand the Handbook I shall go to 
management for interpretation.  
 
I further understand that I, as a professional school bus driver, am responsible for 
following all rules, regulations, laws and other directives pertaining to the safe and 
proper operation of school buses, including those listed in this handbook.  
 
 
Signed: __________________________________ 
 
Date: ____________________________________ 
 
 

 
 


