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Introduction 
 

PURPOSE OF MANUAL 

This Manual was developed to assist you, as a bus driver, in fulfilling your duties at Northwestern School 

Corporation.  Policies including hiring/employment, salary, fringe benefits, ethics and accountability, 

evaluation, and other employee procedures are contained in the NORTHWESTERN SCHOOL 

CORPORATION SUPPORT STAFF HANDBOOK and is available on the school website at:  

www.nwsc.k12.in.us / Info/Document Library/Human Resources-Faculty Docs/Support Staff Handbook.  Not 

all district policies and procedures are included in handbooks; additional policies may be found in the 

Northwestern School Corporation Bylaws and Policies on the school website at:  www.nwsc.k12.in.us / 

Board/Board of Trustees/NWSC Policies and Guidelines.  It is the employee’s responsibility to review the 

district’s policies and procedures.  

The Transportation Manual was written for several reasons: 
1. To provide employees with information regarding their job. 
2. To inform the employees of expectations.   
3. To improve district operation and student safety. 
4. To improve community relations. 
 

The contents of this Manual serve as a guide to assist with situations that may arise daily.  When in doubt 

about a situation contact the Director of Operations.  All instructions given to a driver other than those 

contained in this School Bus Safe Practices and Procedures Manual must come from an administrator within 

the school district.   

PREFACE 

The driver of a school bus assumes an unusual responsibility for safety on the highways of the Northwestern 
School Corporation and the surrounding communities.  A school bus driver has a dual responsibility; the first 
responsibility is for the safety of the passengers who are being transported and the second is as a model to 
future drivers.  Student passengers notice all of the driving practices demonstrated by a school bus driver, 
safe as well as unsafe. The impression that is made on student passengers will be a lasting one. Model 
examples of safe, courteous, disciplined driving. 

A good school bus driver makes no exception to the safe operation of his/her bus at any time.  Defensively, 
he/she is observant of other drivers at all times, not only when the bus is stopped, but also when it is 
moving, and especially when loading and unloading passengers.  Every properly executed action on the 
road, every courteous act of defensive driving, every calm response to an emergency will make a positive 
impression on the formative minds of student passengers. The opposite is also true! 

In keeping with the Northwestern School Corporation's motto, "Where Excellence in Education is a 
Tradition," all school bus drivers are expected to model driving safety and responsibility.   

Included in the following list are some of the more important reminders of "Excellence" in driving by 
example: 

1. Share the road by driving in the proper lane. 
2. Operate at the speed safe for existing conditions.  Never exceed the speed limits as outlined by 

the Indiana State laws for school buses. 
 3. Yield the right of way to other drivers and pedestrians. 
 4. Give proper signals for turns, stops, and railroad crossings. 
 5. Watch out for the safety of pupils while loading and unloading--always signal to waiting students 

that it is okay to cross a busy highway, roadway or street to board the waiting bus. 
 6. At all times maintain proper discipline on the bus -- everyone's safety depends on it.  

 

http://www.nwsc.k12.in.us/
http://www.nwsc.k12.in.us/
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QUALIFICATIONS FOR A SCHOOL BUS DRIVER 

 

CERTIFICATION / LICENSE / TRAINING 

 

School bus drivers must possess a valid Commercial Driver’s License (CDL) with a passenger endorsement 

and a Standard Certificate from the Indiana State School Bus Committee in order to transport school children 

on a school bus. The process for obtaining this licensure is described below. 
 

 Pass the written DOT/CDL general knowledge test, passenger transport test, air brake test, and 
school bus endorsement (S) test at the Bureau of Motor Vehicles.  Manuals to prepare for this 
examination are available at the Bureau of Motor Vehicles and on the BMV website. 

 

 Pass a DOT/CDL physical examination from a medical examiner who has successfully obtained 
their certification by the FMCSA.  The certified medical examiner must complete the DOT/CDL 
physical form and physical fitness certificate.  Physical and physical fitness certificate forms are 
available in the Transportation office.  Every two (2) years (unless the driver has a medical 
condition that does not prohibit driving but does require more frequent monitoring), drivers with a 
CDL license are required to undergo a physical examination from a licensed physician and submit 
the completed DOT/CDL physical form to the Indiana Bureau of Motor Vehicles.  Drivers are 
expected to maintain personal fitness, including emotional stability and physical capacity while 
employed as school bus drivers. 

 

 Pass a drug and alcohol screen as specified on the DOT/CDL physical form.  Any person who holds 
a CDL and operates a school bus, is subject to school corporation policies regarding drug and 
alcohol use, and to pre-employment, random, post-accident, reasonable suspicion, return-to-duty, 
and follow-up drug and alcohol testing.  All testing shall be done in accordance with USDOT-
approved procedures.  Employees selected for random testing will be notified by the Transportation 
Office and advised where to report for testing.  Failure to report for, pass, or submit to such testing is 
grounds for immediate dismissal.  Information derived through driver drug testing is confidential 
medical information and will not be made part of the employee’s personnel file or disclosed to any 
other party without the driver’s written consent, unless required by law.  Drivers may obtain copies of 
their tests for alcohol or controlled substances by submitting a written request to the Director of 
Operations. 

 

 Successfully complete the three day pre-service school bus driver safety education training, 
presented by Division of School/Traffic Safety and Emergency Planning. 

 

 Observe a properly licensed school bus driver for eight (8) hours and drive a school bus under the 
supervision of a properly licensed school bus driver for (4) hours. The Director of Operations will 
assign a school bus driver for the trainee to observe and drive with to meet this requirement. 

 

 Pass the DOT/CDL skills test at a certified CDL testing site. With the permission of the Director of 
Operations, a trainee may use a school corporation school bus as long as a driver, currently 
employed by the Northwestern School Corporation, accompanies the trainee to the test site. 
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STATE OF INDIANA DRIVER REQUIRMENTS 

(IC 20-27-8-1, 575 IAC 1-8-1 through 575 IAC 1-8-6) 

 

In order to drive a school bus for the transportation of students an individual  must satisfy the 

following requirements: 

1. Is of good moral character. 

2. Does not use intoxicating liquor during school hours. 

3. Does not use intoxicating liquor to excess at any time. 

4. Is not addicted to any narcotic drug. 

5. Is at least 21 years of age. 

6. Holds a valid public passenger chauffeur’s license or commercial driver’s license issued 

by the State of Indiana. 

 

In order to drive a school bus an individual must possess the following physical requirements:  
1. Sufficient physical ability to be a school bus driver. 
2. Full normal use of both hands, both arms, both feet, both legs, both eyes, and both ears. 
3. Freedom from any communicable disease that may be transmitted through airborne or droplet 

means and/or requires isolation of infected person under 410 IAC 1‐2.3. 
4. Be free of any mental, nervous, organic or functional diseases which might impair the person’s 

ability to properly operate a school bus. 

5. Visual acuity, with or without glasses, of at least 20/40 in each eye and a field of vision with 150‐
degree minimum and with depth perception of at least 80%. 

 

Physical Performance Standards and Measurements apply to drivers who receive a State School Bus 
Committee Standard Certificate after July 1, 2001 and must be renewed every 2 years: 

1. Ability to climb and descent the bus service steps in a forward facing position. 
2. Ability to exit the bus via the rearmost emergency door from a seat belted position in the driver’s 

seat. 
3. Quick reaction time between accelerator and service brake. 
4. Ability to open and close the bus service door. 
5. Ability to operate (1) hand control on each side of the steering wheel while the bus is in a safe 

forward motion. 

 

NORTHWESTERN SCHOOL CORPORATION REQUIREMENTS 

Bus drivers are required to: 

 

Take a physical exam, as required by IC 20‐27‐8‐4, given by a medical examiner who has successfully 

obtained their certification by the FMCSA. The corporation, may also, at any time, require any driver 

operating a school bus for its corporation to submit to a physical examination at the school corporation’s 

expense. (IC 20‐27‐8‐6).  Physical exams are good for a maximum time of 2 years or less, at the 

discretion of the medical examiner. 

 

Complete Annual Safety training from the DOE, Office of School Traffic Safety and keep in his possession 

while driving a school bus, a record of completion of school bus safety education. (Yellow Card). Training 

will be done by the start of school each year. A bus driver may not drive if yellow card is not obtained by 

December 31.  (For additional information see pg.14).  

 

Safely operate all corporation owned and contractor owned buses. It is the responsibility of 
contracted as well as substitute drivers to become familiar with all of the school buses and how 
they operate.  Drivers safely operate school buses in all types of weather, traffic and road 
conditions and transport students and authorized personnel on regular and special program routes 
to and from school and on other authorized activity trips. 
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Complete pre‐ and post‐trip inspection.  
 
Practice safe and courteous driving habits while driving. 
 
Maintain safety inside the school bus while transporting students. 
 
Maintain appropriate discipline on the school bus. 
 
Drivers should maintain order and safety and protect the rights of others on the school bus. They 

should exercise good judgment in this pursuit, using appropriate verbal intervention. This includes, but 

is not limited to, the following: 

 

1. Minimizing interior noise  

2. Controlling passenger movement 

3. Requiring orderly entrance and exit procedures 

4. Eliminating movement or potential movement of object 

5. Requiring silence at railroad crossings 

6. Prohibiting transportation of unauthorized materials 

 
Attend all mandatory meetings. 

 
Report any unsafe conditions while driving your route to transportation office personnel.  

Transport students in a timely manner from home to school and school to home. 

Be able to evacuate a school bus in case of an emergency. 

 
Develop and maintain a positive professional relationship with students, parents, school personnel and 
transportation personnel. 
 

Comply with all federal, state and local regulations for the safe operation of a school bus. 

 
Comply with all Northwestern School Corporation’s policies and procedures.  

 

Conduct yourself as a role model for students. 

 

Contracted carriers are also required to comply with all the 2017-18 specifications for owner/operators. 

 

ATTENDANCE 

 

In addition to Attendance Policy as stated in the Support Staff Handbook, bus drivers should report their 
absences due to illness by phone no later than 5:30 am for morning run and/or all day absences and no 
later than 12:00 pm for afternoon run absences. 

 
Requests for Personal Business day(s) should be made in advance of the day(s) requested. 

All absences must be entered in Skyward Employee Access by the employee prior to the absence as 

stated in the Support Staff Handbook. 
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DRUG AND ALCOHOL TESTING OF CDL LICENSE HOLDERS ( Administrative Guideline 4162A) 

All employees must comply by Northwestern School Corporation’s Drug/Alcohol-Free Workplace 

Policy (4122.01) as stated in the Support Staff Handbook.  In addition, bus drivers are required to be 

included in a random drug testing pool as outlined in Administrative Guideline 4162A. 

The purpose of the Corporation's drug-testing program is to institute and maintain a program for achieving 

the objective of a drug-free work force and to provide a workplace that is free from the illegal and improper 

manufacture, distribution, dispensing, possession, sale, and use of alcohol and controlled substances. 

Random Testing 
Each year, ten percent (10%) of the average number of CDL license holders shall be subject to random 
alcohol testing and fifty percent (50%) shall be subject to random drug testing. 
 
Definitions 

A. Alcohol use means the drinking or swallowing of any beverage, liquid mixture, or preparation 
(including any medication), containing alcohol. 

B. Controlled substances mean the following substances:   marijuana metabolites,  cocaine metabolites, 
amphetamines, opiate metabolites,  phencyclidine (PCP). 

C. Driver means any person who operates a commercial motor vehicle. This includes, but is not limited 
to: full time, regularly employed drivers; casual, intermittent, or occasional drivers; leased drivers and 
independent owner-operator contractors. 

D. Performing (a safety-sensitive function) means a driver is considered to be performing a safety-
sensitive function during any period in which s/he is actually performing, ready to perform, or 
immediately available to perform any safety-sensitive functions.  

E. Safety-sensitive function means all time from the time a driver begins to work or is required to be in 
readiness to work until the time s/he is relieved from work and all responsibility for performing work.  

 
PROHIBITED ACTIVITIES 
 
All CDL license holders are required to abide by Board policies related to drugs and alcohol, including 
observing the following prohibitions. Any violation will lead to disciplinary action including termination of 
employment. 

A.  Alcohol Concentration:    No driver shall report for duty or remain on duty requiring the 
performance of safety-sensitive functions while having an alcohol concentration of 0.04 or 
greater. No supervisor, who has actual knowledge that a driver has an alcohol concentration of 
0.04 or greater, shall permit the driver to perform or continue to perform safety-sensitive 
functions. 

B. On Duty Use:    No driver shall use alcohol while performing safety-sensitive functions. No 
supervisor, having actual knowledge that a driver is using alcohol while performing safety-
sensitive functions, shall permit the driver to perform or continue to perform safety-sensitive 
functions. 

C. Pre-Duty Use:   No driver shall perform safety-sensitive functions within four (4) hours of using 
alcohol. No supervisor, having actual knowledge that a driver has used alcohol within four (4) 
hours, shall permit the driver to perform or continue to perform safety-sensitive functions. 

D. Use Following an Accident:   No driver required to take a post-accident alcohol test shall use 
alcohol for eight (8) hours following the accident, or until the driver undergoes a post-accident 
alcohol test, whichever occurs first. 

E. Refusal to Submit:    No driver shall refuse to submit to a pre-employment controlled substances 
test, a post-accident alcohol or controlled substances test, a random alcohol or controlled 
substances test, a reasonable suspicion alcohol or controlled substances test, a return-to-duty 
alcohol or controlled substances test, or a follow-up alcohol or controlled substances tests. No 
supervisor shall permit a driver who refuses to submit to such tests to perform or continue to 
perform safety-sensitive functions. 

F. Controlled Substances Use:   
1. No driver shall report for duty or remain on duty requiring the performance of safety-
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sensitive functions when the driver uses any controlled substance, except when the use is 
pursuant to the instructions of a licensed medical practitioner, who is familiar with the 
driver's medical history and has advised the driver that the substance will not adversely 
affect the driver’s ability to safely operate commercial motor vehicle. 

2. No supervisor, having actual knowledge that a driver has used a controlled substance, shall 
permit the driver to perform or continue to perform a safety-sensitive function. 

3. A supervisor may require a driver to inform him/her of any therapeutic use drug. 
G. Controlled Substance Testing:   No driver shall report for duty, remain on duty or perform a 

safety-sensitive function, if the driver tests positive or has adulterated or substituted a test 
specimen for controlled substances. No supervisor having actual knowledge that a driver has 
tested positive or has adulterated or substituted a test specimen for controlled substances, shall 
permit the driver to perform or continue to perform safety-sensitive functions. 

 
CONSEQUENCES OF PROHIBITED ACTIVITY 
A driver who participates in any of the prohibited activities enumerated above will be immediately 

removed from the performance of any safety-sensitive function and will be subject to disciplinary 
action including termination. Disciplinary action including termination also will be imposed on any 
CDL license holder who: 
A. fails to enroll, when requested by the Corporation, in an alcohol or other drug treatment or 

counseling program and/or fails to adhere to the requirements of the program; 
B. is indicted or convicted under any criminal drug statute or alcohol statute for a violation occurring 

in the workplace or outside the workplace; 
C. fails to notify the Corporation of any indictment or conviction under any criminal drug statute or 

alcohol statute within five (5) days of the event; or 
D. does not comply with regulations promulgated under any testing program. 

 

USE OF TOBACCO BY SUPPORT STAFF – POLICY 4215 

The Board recognizes that the use of tobacco presents a health hazard that can have serious consequences 
both for the user and the nonuser and is, therefore, of concern to the Board. 

For purposes of this policy, "use of tobacco" shall mean all uses of tobacco, including a cigar, cigarette, pipe, 
snuff, or any other matter or substance that contains tobacco, as well as electronic, "vapor," or other 
substitute forms of cigarettes. 

In order to protect students and staff who choose not to use tobacco from an environment noxious to them, 
and because the Board cannot, even by indirection, condone the use of tobacco, the Board prohibits the use 
of tobacco at all times within any facility owned or leased or contracted for by the Board. Such prohibition also 
applies on school grounds, in school vehicles, on school buses, and at any school-related event. 
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SUPPORT STAFF USE OF PERSONAL COMMUNICATION DEVICES – POLICY 7530.02 

The Responsible Use Guidelines set the standards that ensure that all users benefit from the technology in 
place in our school system.  The policy encourages use of technology appropriate for a school environment, 
discourages harmful practices, and sets consequences for those who choose to violate the guidelines. 

During work hours personal communications made or received, regardless of whether on a PCD (personal 

communication device) or a regular telephone or network computer, can interfere with employee productivity 

and distract others. Employees are expected to use discretion in using PCDs while at work for personal 

business. Employees are asked to limit personal communications to breaks and lunch periods, and to inform 

friends and family members of the Board's policy in this regard. (PO 7530.02) 

All Corporation employees are prohibited from using a cellular telephone, electronic device, mobile 

telephone or telecommunications device to type, transmit or read a text message or an electronic mail 

message while operating a motor vehicle, including a school bus, to transport Corporation students, except 

in the case of a bona fide emergency voice operated technology, or unless the device is used to call 911 to 

report a bona fide emergency (PO 8606). 

SUPPORT STAFF DRESS AND GROOMING – POLICY 4216 

The School Board believes that support staff members are an important and integral part of the Corporation. 

Also, since the support staff is a highly visible staff to the students, the professional staff and the public, the 

Board believes the support staff should at all times be well dressed and groomed. A support staff member 

who understands this precept and adheres to it enlarges the importance of their task, presents an image of 

dignity and encourages respect. 

The Board retains the authority to specify the following dress and grooming guidelines for support staff. All 

support staff members shall, when assigned to Corporation duty: 

A. be physically clean, neat, and well groomed; 
B. dress in a manner consistent with their support responsibilities; 
C. dress in a manner that communicates to others a pride in personal appearance 
D. dress in a manner that does not cause damage to Corporation property; 

E. be groomed in such a way that their dress or hair style does not disrupt the educational process 
or cause a health or safety hazard.  

School Bus Drivers are prohibited from wearing open-toed shoes, sandals, flip flops, slides, mules, “Crocs” 

or “crocks style shoes, shoes without backs and high-heeled shoes.  Shoes that are closed-toe and tie or 

strap are mandatory.  Boots are acceptable. 

BUS SAFETY PROCEDURES - Administrative Guideline 8600B 

 Proper transportation of students is a matter of continuing concern and it is imperative that all staff 

members associated with student transportation adhere to the following guidelines which have been 

designed to maximize the safety of students.  

A. Each bus driver must maintain effective communications with the Transportation Office at all times 
and particularly when s/he encounters any situation that is out of the ordinary. To that end, each bus 
shall be equipped with a C.B. radio. 
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Cellular telephones shall not be used by the bus driver while the bus is in motion. In cases of a bona 

fide emergency, if possible, the driver should move to the side of the road and stop the vehicle 

before using the cellular telephone. 

Such device is to be kept in operating condition at all times. 

Each driver is to test the equipment by making contact with his/her supervisor prior to the start of 

each run. 

B. Each bus driver will be provided a manual containing all information relating to the safety and 
welfare of student riders. The Transportation Director is to ensure that each driver thoroughly 
understands the information in the manual as well as how the manual is to be used. 

Prior to the beginning of each school year, each driver shall be required to demonstrate proficiency 

in CPR and first aid, including emergency procedures for dealing with such conditions as epileptic 

seizures, fainting, and insect bites. Those who do not meet School Corporation standards will be 

provided opportunities for appropriate training. 

Each bus driver is to carry in the bus a copy of the completed emergency medical authorization for 

each student rider. 

C. At the completion of each bus run, the driver is to do a complete walk-through of the bus to 
make sure that no student has remained. 
1. The walk through must completed before the driver exits the bus. 
2. The driver shall report all instances of a student or passenger being left on the bus to the 

Superintendent or designee. 
3. The Superintendent or designee shall report all instances of a student or passenger being left 

on the bus to the Indiana Department of Education not later than five (5) working days after the 
incident occurred. 

D. The Transportation Office shall maintain a record of each student rider for ready reference 
whenever a question arises about a student. Such a record shall include name, address, telephone 
number, name and location of contact person, the bus driver's name and the number of the bus the 
student rides. This record shall also contain confidential information regarding physical and/or 
mental characteristics of the student which would require special attention. 

E. In addition, the Transportation Director shall: 
1. conduct routine and periodic surveys of the Corporation area and routes to determine the safety 

of current bus routes and bus stops; 
2. ensure that each bus driver's records of qualifications and certification are up-to-date and on file 

in the Superintendent's office with a physician's certificate that the bus driver has passed an 
annual physical; 

3. ensure compliance with all Department of Education safety specifications for school buses as 
well as statutory requirements for first-aid kits, fire extinguishers, traffic flares, and other safety 
features; 

4. maintain and update a booklet containing traffic rules and regulations and distribute a copy to 
each driver; 

5. ensure that there is no smoking or drinking of alcoholic beverages on any school bus or in the 
refueling area. 

Evacuation of Bus 

The following procedures are to be followed when evacuating the school bus. 

A. Stop bus, if not already stopped, off the road and out of the mainstream of traffic, if possible. 
B. Put on emergency flasher lights and immediately issue orders to which exit is to be used. 
C. Maintain calm and direct students to "walk - not run," not to take books, lunch boxes, etc., and to be 

careful when disembarking. 
D. Send someone or call for help after making sure that all students are evacuated. 
E. Form students into a group at least 100 feet from the bus and as far away from traffic as feasible. 
F. Check bus list to ensure all students are accounted for and are in good condition. 

 G. Emergency evacuation of disabled students may require modification of the above procedures. 
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Evacuation Drills 

The bus driver shall organize and conduct at least one (1) evacuation drill per semester for all students who 

ride school buses to and from school. 

A. All school bus passenger evacuation drills shall meet the following minimum standards: 
1. Be completed in two (2) minutes or less. 
2. Be conducted within forty-five (45) school days of the beginning date of each semester. 
3. Use only emergency exit doors or service door for the passenger evacuation drill. 
4. Driver must be present at all passenger evacuation drills. 

B. At the completion of each school year, the bus passenger evacuation drills for the Corporation shall 
have included the following: 
1. The use of all emergency exit doors and service door. 
2. One (1) drill with the school bus driver not directing the passenger evacuation drill. 
3. Each student receiving appropriate instruction for the passenger evacuation drill. 

C. All drills shall be arranged and scheduled by the Transportation Director in cooperation with building 
principals. School bus drivers will conduct the drill sessions. 

D. Drills shall be held on school property when possible and not on the bus route. 
E. The driver shall stay in the bus during evacuation drills. The parking brake must be set, ignition 

turned off, and transmission in gear or park. 
F. Children shall not take lunch boxes, books, etc., when they leave the bus. 
G. Students shall assemble at a distance of at least 100 feet from the bus in an "emergency drill" and 

remain there until given further directions. 
H. Documentation of the bus passenger evacuation drill shall be reported by the driver to the 

Transportation Office. 
I. Documentation of the bus passenger evacuation drill for the Corporation shall be reported by the 

Transportation Office to the Indiana Department of Education by June 30 of each year. 
J. Any student exempted from physical participation in a passenger evacuation drill shall have 

documentation on file at the school. 

Safety Belt Instruction 

A school bus driver operating a school bus that is equipped with safety belts meeting the standards set forth 

in I.C. 9-19-10-2, not including the driver's safety belt, shall at least once a semester provide instruction to 

the passengers on the school bus on the proper fastening of the safety belt. 

A. The instruction shall include the following: 
1. Proper position of the safety belt when fastened. 
2.  How tight the safety belt should be when fastened. 
3. Improper safety belt placement. 
4. Requirements for use of safety belts. 
5. Consequences of failure to use or improperly using safety belts. 

B. Documentation of the completed training for each bus shall be reported to the Transportation Office. 
C. Documentation of the completed training for the Corporation shall be reported by the Transportation 

Office to the Indiana Department of Education by June 30 of each year. 

Accidents 

A. In the event of an accident involving the bus, the bus driver shall: 
1. evaluate the need for medical assistance; 
2. if necessary, evacuate the students to a safe area away from the scene of the accident; 
3. notify the Howard County Sheriff’s Department (law enforcement agency); 
4. notify the Transportation Director (school official). 

B. The Transportation Director (school official) shall collect the data concerning the accident, notify the 
parents, and if necessary, arrange for another bus to transport the students. 

C. In the event of a serious accident, the procedures stipulated by the Howard County Sheriff’s 
Department (law enforcement agency) shall be followed. 
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Railroad Crossings 

Before crossing a railroad track at grade, the driver shall: 

A. stop the vehicle not more than fifty (50) feet and not less than fifteen (15) feet from the nearest rail; 
B. activate hazard warning lights, turn off all interior switches including fans, heaters, and radios; 
C. open passenger door and driver-side window and, while stopped, listen and look in both directions 

along the track for an approaching train or signals indicating a train approach; 
D. proceed only after ascertaining that no train is approaching and using a gear that does not require 

changing gears while crossing the tracks. 

The driver does not have to follow the above procedure if: 

A. the track is abandoned as designated in the Corporation's route plan, or 
B. there is a police officer or traffic-control signal directing the traffic to proceed. 

Tornado 

In the event of a tornado sighting or warning, the bus driver shall: 

A. contact transportation office; 
B. pull the bus off the roadway; 
C. evacuate the bus; 
D. bring the first aid kit; 
E. take students to the nearest building, if possible; 
F. if in the open, take the students to a ditch, ravine, or embankment which is at least 200 feet from the 

bus; 
G. instruct students to lie down on their knees with their hands clasped behind their heads; 
H. once the danger is past, assess students for any needed medical attention; 
I. contact the Transportation Director as soon as possible. 

Bus Breakdown 

In the event of a bus breakdown, the bus driver shall: 

A. move the bus off the roadway, if possible; 
B.  notify the Transportation Director (school official), who shall arrange for another bus to transport the 

students; 
C.  evacuate the students to a safe area, if necessary; 
D.  stay close to the scene until assistance arrives; 
E. assist in transferring students to the backup bus; 
F. arrange, together with the Transportation Director to have the bus towed/repaired. 

Inclement Weather 

Whenever the weather forecast indicates inclement weather approaching, the transportation supervisor is to 

inspect the condition of the roads. If the forecast relates to the current school day, s/he should notify the 

Superintendent in sufficient time so students can be transported home before road conditions would make 

such transportation hazardous. If the forecast relates to the next school day, the transportation supervisor is 

to make his/her recommendation to the Superintendent prior to 5:00 AM. The recommendation should be 

based on both personal observation of the roads and discussion with the Highway Department and/or the 

State Highway Patrol or Sheriff. 

If transportation is cancelled, bus drivers will be notified by means of the telephone chain and parents by 

means of the radio and TV stations. 

Dangerous and Illegal Weapons 

The safety of students and staff is of paramount importance, and control of dangerous and/or illegal 

weapons is a particularly sensitive and critical responsibility. No weapon or other device that poses a danger 

to anyone in the vehicle shall be permitted. If a staff member discovers such a weapon or device, s/he 

should take the following actions: 
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A. Radio for help immediately. 
B. Isolate the student, if possible, and if necessary, evacuate the bus. 
C. Avoid attempts to disarm the student unless the situation appears to be life-threatening. 

Quelling a Disturbance 

If, during a bus trip, any students become unruly or two (2) or more students become involved in a fight or 

create a disturbance, the driver should proceed as follows: 

A. Stop the bus and command the students to stop the disturbance and sit properly in their seats. 
B. Do not attempt to use physical force to quell the disturbance or dispossess students of any weapon 

or threatening object unless assured that such action is likely to be successful and not endanger the 
other students or the driver. 

C. If the students do not obey, drive the bus to a safe area while notifying the transportation office of 
the disturbance and request assistance. 

D. If the disturbance is or may be jeopardizing the safety and well-being of the other students, 
evacuate all uninvolved students from the bus using the standard evacuation procedure. 

E. Do not, under any circumstances, discharge an unruly student from the bus other than at his/her 
regular bus stop, a law enforcement agency, or a Corporation school, and only then, if an official at 
that location takes custody of the student(s). 

F. Make a full report of the disturbance to the Transportation Office upon completion of the trip. 
 

UNIVERSAL PRECAUTIONS AND BLOOD-BORNE PATHOGENS EXPOSURE 

 

All Northwestern School employees must complete Universal Precautions Education annually, complete 

documentation that the training has been completed, and have a basic understanding of procedures for 

exposure to and handling of blood and body fluids. 

 

ANNUAL SAFETY MEETING 
 
School bus drivers are required to attend an annual safety meeting and/or complete the annual safety 

meeting online training sponsored by the Indiana Department of Education.  Information regarding the times 

and locations available for this meeting will be communicated each year in the month of June. All drivers, 

regular route and substitutes, are required to complete the training and pass the tests before the start of 

school each year.   

 

DRIVER AVAILABILITY DURING THE DAY 
 
Although it rarely happens, the unexpected early dismissal of students from one or all schools in the 

corporation may be necessary, particularly during adverse weather. Other reasons for early dismissal 

include electrical or mechanical problems with a building and crisis situations, such as fires or bomb 

threats.  School bus drivers provide a critical service in the safe and orderly evacuation of students at 

these times.  Accordingly, the Transportation Office must have a way to reach drivers during the day, 

when early dismissal is necessary. 
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CHAIN OF COMMAND 
 

School bus drivers report to, and are under the direct supervision of the Director of Operations, who, in 
turn, reports to the Superintendent.  Building administrators will work cooperatively with the 
Transportation Department, and are responsible for: 
 

 Supervision at school loading and unloading zones 

 Addressing student conduct issues 

 Enforcement of traffic regulations on the school site 

 Communication with parents and students regarding student behavior, safety, and schedules. 
 
In matters related to student behavior and student supervision school bus drivers will report to the 
building administrator.  Concerns over parental communication, site management, unsafe conditions, 
and bus overcrowding should be discussed with the Director of Operations. 
 

STUDENT TRANSPORTATION 

 
GENERAL INFORMATION 

 
Know your students by name and at which stop they are assigned. 

 

Students should be transported to and from their assigned stops only, unless advised differently from the 
offices. 

Requests for guest riders or a student request to get off the bus at a different stop, must be in writing 

from the parent and approved by the school.  The only exception to this is if you have permission from 

Transportation office personnel. 

Make sure you are consistently on time. 
 

If you arrive at a stop at the designated time and no students are present you must turn on amber lights 

and stop, extend stop arm signal, open door, honk horn and look for students that may be approaching the 

stop. If no student(s) appear after 10 seconds you may proceed.  Appropriate disciplinary action with 

students who are consistently late to the stop should be taken.  

 

Follow the loading and unloading instructions at each school. It is the responsibility of building 

administration to determine when students will load and unload at the schools. 

 

LOADING AND UNLOADING PROCEDURES 

 

Flashing lights (IC 9‐21‐12‐15). The driver of a school bus shall use flashing lights as prescribed by the state 
school bus committee to give adequate warning that the school bus is stopped or about to stop on the 
roadway to load or unload a student. Turn on student warning lights approximately 200 ft. or earlier if 
conditions warrant. According to IC 9‐21‐12‐12, when a school bus is operated on a highway, the driver shall 

load and unload school children as close as practical to the right‐hand curb or edge of the roadway. 
 

Stop Arm Signal.  According to IC 9‐21‐12‐13, drivers are to come to a complete stop before extending the 

stop arm at each designated stop whether students are visible or not. Whenever a school bus is stopped on a 

roadway to load or unload a student, the driver shall use an arm signal device, which must be extended while 

the bus is stopped, except when a school bus is stopped at an intersection or another place where traffic is 

controlled by a traffic control device or a police officer or when loading or unloading a student in a designated 

bus loading area. 

 

 The governing body of a public school may authorize a school bus driver to load or unload a student 
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at a location off the roadway that the governing body designates as a special school bus loading 

area. The driver is not required to extend the arm signal device when loading or unloading a student 

in the designated area. 

 

 It is Northwestern School’s Facilities and Transportation procedure that when stopping to load and 

unload at an intersection or other place where traffic is controlled by a traffic control device or a police 

officer, the driver shall use the arm signal device. 

 
Check all mirrors before pulling away from a stop where students have loaded or unloaded.  

 

Instruct your students to: 

 Be at their stops 5 minutes prior to scheduled time. 

 Wait on the sidewalk or driveway, not in the street. Have them line up when they see you coming. 

 Wait until the bus comes to a complete stop, the stop arm is extended and the door is open. The 

driver will make sure that traffic is cleared and stopped, then motion for students to cross the street 

(where applicable)with his/her designated signal.  Students should not assume that motorists will 

stop just because a stop arm is activated. 

 Walk quickly across the street – not run, stop or turn back. They are to walk in front of the bus 

parallel to it, at least 10 feet from the front of the bus, and not at an angle while crossing the street. 

 Use the handrail when boarding the bus. 

 

Once on the bus, the student should go to their assigned seat. Students are to be seated in a forward 

position with both feet on the floor and within the confines of the seat as space allows. Book bags and 

other items are to be held on their laps or placed under their seat. All ledges and aisles are to be kept 

clear. 

Do not pull away from the stop until all students are seated. 
 

Students will remain seated until the bus comes to a complete stop and has arrived at the student’s 

school or designated bus stop. 

 
When the door opens, students can begin to unload one seat at a time. 

 

If a student does not need to cross the street, he/she may start to move away from the bus and go to 

his/her home. If a student must cross the street, follow the crossing procedures as outlined above. 

 
Do not pull away from the stop until all students are safely across the street and/or away from the bus. 

 

Students required to have a parent or guardian receive them at their assigned bus stop may be returned to 

the student’s school if the parent or guardian is not present at the scheduled stop time to receive the 

student. 

 

MORNING UNLOADING PROCEDURES 

Drivers should make every effort to arrive at school five (5) minutes before students are permitted by the 

building administration to enter the school, but should not arrive more than ten (10) minutes before the 

release.  The bus driver must be on the bus while unloading students. 

   Secondary school students may unload upon arrival but not before 7:20 a.m. 

  Elementary school students may unload at 9:00 a.m.  
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The building administration may adjust release times in consultation with the Director of Operations. 

AFTERNOON LOADING PROCEDURES 

The principal or his designee will instruct students on procedures to load the school buses at dismissal time.  

Every school bus driver should be at school in his/her position in the bus line up at least five (5) minutes 

before the time students are dismissed from the building. This provides a safety margin and time for the 

principal or his designee to contact drivers. 

 Each bus will attempt to load at the same spot each day so that pupils know where to go as school is 

dismissed.  Buses should line up in the prescribed order at the designated loading points at each school. 

 Each bus driver shall be on his/her bus when students begin loading. 

 A bus shall not be left unattended while the motor is running.   

Students may not be on an unattended bus.   

 Dismissal times will be designated by school principals and drivers are not to leave until the proper signal for 

departure has been given by the principal or his designee. 

STOP ARM VIOLATIONS 

 

Arm signal device (stop arm) duty to obey (IC 9‐21‐12‐1): A person who drives a vehicle that meets or 
overtakes from any direction a school bus stopped on a roadway and is not stopped before reaching the 
school bus when the arm signal device specified in IC 9‐21‐12‐13 is in the device's extended position; or 
proceeds before the arm signal device is no longer extended; commits a violation. 

 
If you have a stop arm violation report the violation immediately by radio to the transportation 

office.  After your route contact the transportation office with as much information as possible about 

the violation.  Valuable information includes any or all of the following: 

 
License plate number 

 Description of the driver  

Date and Time of violation Place of violation 

Make of car 

Color of car 

Model of car 

Any other identifying observations 

 

 

SPEED OF BUSES   (   IC 9 ‐ 21 ‐ 5 ‐ 14) 

 

No school bus shall be operated at a speed greater than sixty (60) miles per hour on a federal or state 
highway or greater than forty (40) miles per hour on any county or township highway. When the posted 
speed is lower than the absolute limits or when the absolute limits do not apply, the maximum lawful speed 
of a bus is the posted speed limit. Weather and road conditions are always a factor when determining 
speed. 
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TRAFFIC VI OLATIONS 

 

All citations issued for traffic violations to drivers while either on or off duty must be reported to the 

Director of Operations or his designee. A driver may be subject to disciplinary action if traffic violation(s) 

are received. A driver may be dismissed if they are cited and convicted of a traffic violation while on 

duty. Decisions regarding violations while off duty will be handled according to the severity and number 

of violations and/or as prescribed by Federal or State regulations for persons with a Commercial Driver’s 

License. 

 
U.S. Department of Transportation Part 383.31 Notification of Convictions for Driver Violations 

 
(a) Each person who operates a commercial motor vehicle, who has a commercial driver’s license 

issued by a State or jurisdiction, and who is convicted of violating, in any type of motor vehicle, a State 

or local law relating to motor vehicle traffic control (other than a parking violation) in a State or 

jurisdiction other than the one which issued his/her license, shall notify an official designated by the 

State or jurisdiction which issued such license, of such conviction. The notification must be made within 

30 days after the date that person has been convicted. 

 
(b) Each person who operates a commercial motor vehicle, who has a commercial driver’s license 

issued by a State or jurisdiction, and who is convicted of violating, in any type of motor vehicle, a State 

or local law relating to motor vehicle traffic control (other than a parking violation), shall notify his/her 

current employer of such conviction. The notification must be made within 30 days after the date that 

the person has been convicted. If the driver is not currently employed, he/she must notify the State or 

jurisdiction which issued the license according to US DOT Part 383.31(a). 

 
(c) Notification. The notification to the State official and employer must be made in writing and contain 
the following information.  
  
 (1) Driver’s full name; 

 (2) Driver’s license number;  

 (3) Date of conviction; 

 (4) The specific criminal or other offense(s), serious traffic violation(s) of State or local law relating                      

to motor vehicle traffic control, for which the person was convicted and any suspension,                  

revocation, or cancellation of certain driving privileges which resulted from such conviction(s); 
 

 (5) Indication whether the violation was in a commercial motor vehicle;  

 (6) Location of offense; and 

 (7) Driver’s signature 
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RAILROAD CROSSING (IC ‐ 21 ‐ 12 ‐ 17) 

 

Drivers must stop at all railroad crossings with or without students on board the bus. 

 

The Office of School Transportation, under the authority of the Indiana Department of Education has 

adopted the following policy called 5 ALIVE. 

 

1. Prepare to stop (tap brakes, slow down, activate emergency warning lights) 

2. Quiet (turn off interior switches such as fans, heaters and radios; students remain silent; open 

door; stop; look and listen). 

3.  Stop.  A person who drives a school or private bus that is carrying passengers; shall, before crossing       

at grade a track of a railroad, stop the vehicle not more than fifty (50) feet and not less than fifteen 

(15) feet from the nearest rail of the railroad. While stopped, the driver shall look in both directions 

along the track for an approaching train and look for signals indicating the approach of a train. 

4.    Double take (look again, rock and roll to see around hazards, close door) 

5.    Go! (Get across the tracks.  Do not shift gears if a manual transmission) 

 
The driver is not required to stop when a police officer is directing the flow of traffic across the railroad 
tracks.  
 
If a driver is stopped at a crossing and lights continue to flash even though there’s no sign of a train 
anywhere the driver may not proceed until it is safe to proceed.  The flashing signals, apart from all driver 
observations, do not alone create a situation where it would be unsafe to proceed.  Once the bus has 
stopped, and the driver has performed all the necessary actions and observations to make sure it’s safe to 
proceed, the driver may proceed to cross the tracks if there are no crossing gates.  If there are crossing 
gates radio the corporation office for direction or call the nearest law enforcement agency.  
 

USE OF STROBE LIGHTS 

Indiana Administration Code – 575 IAC 1‐7‐24 Strobe Lights‐ “The strobe light must operate only when the 

bus transports students during periods of reduced visibility caused by conditions other than darkness or in 

emergency situations.  Strobes should be turned off when parked at a school or other facility. 

 

USE OF SERVICE DOOR 

The school bus shall be driven with the service door closed, with or without students on the bus. Violation 
of this will be cause for disciplinary action. 

 

USE OF TURN SIGNAL   ( IC 9 ‐ 21 ‐ 12 ‐ 14) 

Before a driver changes the direction of a school bus, he shall use a directional signal to indicate the 
change not less than one hundred feet (100’) before he turns.  

 

FORWARD AREA OF BUS (IC 9 ‐ 21 ‐ 12 ‐ 1) 

When a school bus is in motion, school children are prohibited from occupying any space forward of a 

vertical plane drawn through the rear of the driver’s seat and perpendicular to the longitudinal axis of the 

bus. Every school bus shall be marked with a line or shall be otherwise equipped in order to indicate this 

prohibited area to school children. Every school bus shall have clearly posted, at or near the front, a sign 

stating that it is a violation of Indiana law for a school bus to be operated with any school children 

occupying the prohibited area. 
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BACKING OF SCHOOL BUS 

 

It is the driver’s responsibility to drive the bus in such a way that backing is unnecessary.  Unnecessary 

backing of the school bus is prohibited and subject to disciplinary action. The Director of Operations must 

approve the backing of any school bus (example: turnarounds) if it is to be a part of a designated route. 

The following procedures must be used when backing a school bus:  

 Back off a traveled road; never onto it. 

 If backing on school property, a responsible adult must be outside the bus and at the rear of the 
bus to assist except at transportation lot or supervised student loading areas. Emergency flashers 
shall be turned on when the bus is backing. 

 When picking up students in the morning, the driver shall load all the students first, make sure it is 
clear, and then back the bus slowly and carefully. 

 When dropping off students in the afternoon, the driver shall back the bus slowly and carefully into 
the necessary position before unloading the students. 

 

GUIDELINES FOR TRANSPORTING ITEMS 

 

Any item too large to be held on the student’s lap must be placed on the floor or between the sidewall of 

the bus and the student’s legs. 

 
Band instruments are transportable if they meet the above criteria. 
 

Assign seats to students with instruments next to the windows when possible. Do not seat the 

students next to an emergency exit window. 

 

Instruments must not hinder the evacuation process. 

 

All items must be kept out of the aisles and off of the back ledge of the bus. 

 

No item or person may be placed or seated in front of the emergency rear exit. 

 

Items that may not be transported include but are not limited to: 

 Animals ‐ except service animals 

 Glass containers  

 Any item that could be considered a weapon including knives, firearms, ammunition, explosives, or 

dangerous materials 

 Any item that might cause a mess or damage to the bus 

 Any item that would obstruct the visibility for the driver or is determined by the driver to be a safety 

hazard 

 Any item the driver believes is dangerous or too disruptive to transport 

 

DRIVER PERSONAL ITE M S 

 

Window decorations, any items on the dash or items that can be seen through any glass from the outside 
should not be transported. Purses or any other personal items must be secured in a way as not to obstruct 
or restrict the driver’s movement. 
 

No eating or drinking while driving the bus. You may only drink on the bus when you are on a layover 
and there are no students on the bus. 
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BUS ROUTE AND BUS STOP DETERMINATION 

 

Routes and stops are determined by personnel in the transportation office. Consideration is given to the 

geographic location, number of stops, number of students, capacity of the bus, and travel time when 

establishing routes. An attempt will be made to equalize routes or to keep from overloading any bus; 

however, balancing the number of students and the time it takes to drive a route is impossible to due to the 

density of students in an area and the geographic location of the route. 

 
Drivers are encouraged to carefully review routes, maps, passenger lists and driver directions for 
his/her route and make recommendations to the Director of Operations on changes that can 
improve safety and/or make the route more efficient.  All changes to the route must be approved 
by the Director of Operations   
  

 

Assignment of buses and bus routes to drivers is at the discretion of the Director of Operations.  

 

INCLEMENT WEATHER PROCEDURES 

 

If weather conditions become severe enough to delay the starting of school, or cause it to be cancelled, the 

Skylert system will be activated and the number you have listed with the corporation office will be called.  

Please keep these numbers up-to-date so you will be notified. 

 

 

TWO ‐ WAY RADIO USAGE 

 

The two‐way radio is installed on the school bus for emergency use and official business.  Personal 

use of the two‐way radio is prohibited. 

 
The radio must be on at all times while the bus is in motion. 

 
Be concise and keep transmissions to a minimum. 

 
Begin all transmissions by identifying yourself with your bus number.  

Use of inappropriate comments including profane language or harassing comments will not be tolerated.  

Do not violate a student’s or family’s right to privacy over the two‐way radio.  Minimize the use of personal 
information about students as much as possible.  (Please reference Confidentiality Disclosure Statement in 
NWSC Support Staff Handbook). 
 
Field trip drivers should stay on the regular bus channel while in range of the school district but may use 
another channel to communicate with other drivers on the same trip. 
 

USE OF SCHOOL BUSES TO/FROM HOME OR OTHER EMPLOYMENT 

 

Requests to take a bus home or to another place of employment must be approved by the Director of 

Operations. Requests to take a bus to another place of employment other than Northwestern 

Schools shall include a written statement from the property owner granting permission to park the 

bus on the premises of the business. 
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STUDENT MANAGEMENT / DISCIPLINE  
 

DISCIPLINE ON THE BUS (IC 20 ‐ 27 ‐ 10 ‐ 2) 

 

When students are being transported on a school bus, the students are under the supervision, direction, 

and control of the school bus driver and are subject to disciplinary measures by the school bus driver and 

the governing body of the school corporation. 

 
If students disobey stated bus rules or otherwise become uncooperative or a hazard to safety, they shall 

be dealt with in a manner prescribed by the discipline procedures for Northwestern Schools. The driver 

shall use discretion when attempting to handle the problem using the following step‐by‐step procedures: 

 The driver shall explain the desired conduct and the importance of good conduct for the safety of 

all the students. 

 The driver may assign the pupil another seat or take other action in an attempt to correct the 

misbehavior. 

 If misbehavior continues, the driver should call the parent/guardian within 48 hours of the 

infraction as a 1st Referral.  Future misbehavior will be referred to the building Principal. 

 

SUGGESTED MANAGEMENT TECHNIQUES 

 Know your students by name. Acknowledge each student as they board or leave the bus. 

 

 Be proactive instead of reactive. Know your students and anticipate their behaviors. 

 Watch for body language and voice tone. Separate students as necessary. Certain students 

may need to sit near the driver. 

 

 Be kind, yet be direct and clear in your instructions.  Avoid sarcasm and be aware of your volume 
and tone of voice.  

 

 Avoid personality conflicts. Separate the student from the behavior. 

 Repeat requests and directions calmly and with authority, if necessary. 

 

 Never put a student off the bus except at his or her residence/school bus stop. If you feel that the 

offense is serious enough that you cannot safely drive the bus, call the school office and/or 

transportation office for assistance. 

 

 Do not physically handle students unless there is an emergency requiring you to do so.  You may be 

legally liable if you "touch" a student for disciplinary reasons. 

 Documentation of repeated violation of bus rules is very important. Complete the Bus Conduct 

Report form when necessary. Effective management involves modeling the positive behavior you 

want on your bus. Look carefully at your sense of humor, fairness, attitude, manners, understanding, 

personal appearance, voice control, promptness & optimism.  

 

 Be a positive role model. Show respect to get respect. 

 

 Expect safe behavior and make that known to all of your students. 

 

 Be consistent. Consistency is the key to successful student management. 

 

 You can influence positive student behavior by building a positive rapport with students on the bus. 
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BUS CONDUCT RULES AND REGULATIONS 
 

It is the philosophy of Northwestern School Corporation that transportation is a service provided by the 

Board of School Trustees for students living within the Northwestern Corporation boundary and must not be 

abused by those using the service. Furthermore, Northwestern School Corporation will transport out-of-

district students that are waiting at an established stop within the corporation’s boundary and are in the care 

of a parent or adult guardian.  The driver will only release out-of-district students when a parent or adult 

guardian is present. 

 

School bus drivers are to maintain proper discipline of all school children riding the bus to and from school.  

The driver shall keep order among the students on the bus and treat all of the students in a civil manner.  It 

is the driver's responsibility to see that no child is imposed upon or mistreated physically or verbally while in 

his/her charge.  In order to satisfy the philosophies and goal of safe travel and maintain proper student 

behavior on the school bus, drivers shall assure that the following regulations are observed by all student 

passengers. 

 

1. Each student shall be seated immediately upon entering the bus in the seat assigned by the 

driver. 

2. Students shall not stand or move from place to place during the trip. 

 

3. Loud, boisterous, profane, or indecent language/conduct shall not be tolerated. 

 

4. Students shall not be allowed to tease, scuffle, trip, hold, hit, or use their hands, feet or body in 

any other objectionable manner. 

5. Windows or doors will not be opened or closed except by permission of the driver. 

6. Students shall not enter or leave the bus until it has come to a full stop and the door has been 

opened by the driver. 

 

7. The student should be waiting at his/her boarding station when the school bus arrives.  If the 

student is not waiting at the stop, the driver will honk his horn one time and wait a minimum of 

10 seconds.  If the student does not appear the bus will continue on the route without the 

student in tow. 

8. Students who refuse to observe the rules of good conduct and behavior will be subject to the 

guidelines of discipline. 

 

9. Smoking and/or possession of tobacco and consumption and/or possession of alcohol or other 

drugs is forbidden in school buildings, on school grounds, and on school buses at all times. 

 

10. Electronic devices (cell phones, iPads, handheld gaming systems, laptops, etc.) must not be a 

distraction to the driver or other students. The driver has the right to not allow these devices 

while the bus is moving. 

 

11. Leaving the bus, students will: 

   a. Remain seated until the bus has come to a complete stop 
                  b. Take turns and not push or shove others 

                  c. Move away from the bus and into clear view of the drive 

d. If crossing the street, students need to stand at least ten feet in front of the bus and                                                                               

wait for a signal from the bus driver before crossing; never cross behind the bus. 

 

Violators of the above instructions will be disciplined and could lose their transportation privilege.  
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STUDENTS WITH ALLERGIES 

Northwestern School Corporation recognizes that students with life‐threatening allergies (LTA) require 

reasonable accommodations. The goal is to minimize the risk of exposure to allergens, prepare for 

allergic reactions and respond to emergencies should they arise. 

 

School bus drivers will be informed in a timely manner that he/she is transporting a child with a LTA.   

School nurses will provide education and instructions to the driver regarding LTA symptoms and 

emergency procedures.  

PRE ‐ TR IP AND POST ‐ TRIP I N SPECTIONS 

POST TRIP INSPECTION – STUDENT 
 

Inspection for students left on the bus (IC: 9‐21‐12‐19): 
 

A person who operates a school bus or a special purpose bus shall visually inspect each seat within 

the interior of the school bus or special purpose bus at the end of a trip during which students or 

passengers are transported to determine that no student or passenger has remained on the bus. The 

visual inspection must be conducted: 

 At the conclusion of each trip during which students or passengers are transported; and 

 Before the operator exits the school bus or special purpose bus. 

 

Failure to complete the post trip inspection for students will result in disciplinary action 

which may include termination.  

PRE-TRIP AND POST TRIP INSPECTION–MECHANICAL 

 

Complete a pre‐trip and post‐trip inspection of your bus before and after each run, trip, or route. 

 
Report any mechanical concerns, unsafe conditions, damage, deficiencies, or other problems that affect 

the safe operation of the bus immediately to the Transportation Department.   

 

Warm the bus engine before starting on the routes in cold weather. Do not race the motor. Do not move the 
bus until the air pressure has built up. 
 
Pre-Trip Inspection: 
 

 Start engine  

 Check air pressure – 100-140 PSI is 
normal  

 Check and adjust all mirrors and frames  

 Check all lights  

 Step in front of bus and check for leaning  

 Listen for air leaks  

 Look under bus for pooling fluids or 
anything hanging down  

 Check all tires and lug nuts  

 Check all around the body of the bus for 
sharp edges  

 Check for body damage  

 Check battery compartment, engine 
compartment, electrical panel and any 
other access panel doors for closure.  

 Open Emergency door and check buzzer  

 Re-enter bus and check all gauges, 
interior lights and indicator lights  

 Check emergency window exits 

 Check wipers  

 Check horn  

 Check heaters, heat pump and defrosters 
(also check floor for heater leaks)  

 Check all safety equipment including fire 
extinguisher, first-aid kit, body spill kit, 
and emergency triangles  

 Check seats for damage, make sure 
backs and bottoms are fastened and 
secure 

 Check for loose handrail  
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 Check all child safety restraint devices for 
frayed securement belts  

 
 

4-Point air brake check. Begin test with air pressure at or below 90 PSI. 

 With the engine running, let the air pressure build and check that the air compressor governor cuts 
out between 100-140 PSI. 

 Turn engine off, turn the key back on so gauges work and release brakes (push in) then fully apply 
the foot brake to see if the air pressure drops (no more than 3 PSI in one minute)  

 Fan off air pressure by pumping the foot brake to approximately 60 PSI and check the low air 
pressure warning alarm and/or light activates.  

 Continue to fan off the air pressure to approximately 20-45 PSI and check that the parking brake 
pops out.  

 
Post Trip Inspection: 
 

 Turn off all electrical equipment  

 Close all windows and roof vents  

 Pick up loose objects on the floor.  

 Check each seat for students.  

 Walk around exterior of bus to check for body damage  
 

  

ANTI-IDLING AND SMART DRIVING PROCEDURES (SCHOOL BOARD POLICY 8615) 

The Board seeks to limit vehicle emissions that might be brought into school corporation buildings to reduce 
exposure to these emissions and to improve indoor air quality for students, staff, and visitors. This policy 
applies to all public and private vehicles on any school property and to school buses while transporting 
students at any time. 

The school shall post signs in areas where idling is prohibited. Drivers of vehicles are to turn off the engine if 
the vehicle is to be stopped for more than five (5) minutes. 

In order to reduce air pollution from diesel buses and reduce the potential for school bus emissions to be 
introduced into the air at schools, all bus drivers shall adhere to the following procedures: 

1. Limit idling time to the maximum time recommended by the manufacturer. 

2. Turn off buses upon arrival at the unloading/loading area and do not start them unit it is time to 
depart. 

3. Adhere to the preceding procedures not only at the school when transporting students on field 
trips but also at the site of the field trip. 

4. Limit the idling time while on school grounds to five minutes.  

During times of severe cold or hot weather, the following provisions may be made: 

1. Bus drivers may wait in a designed, heated or air conditioned area inside the school after the 
bus engine has been turned off or unit it is time to load. 

2. Bus drivers may request permission from their supervisor to idle their bus for a longer period to 
warm their bus. 

In emergency situations and for safety purposes, buses may idle for longer than five (5) minutes. Examples 
of such situations may be to: 

1. use lift equipment while loading or unloading students with special needs 

2. have the engine idling in order to operate the flashing lights 

3. conduct pre-trip safety inspections 

4. make emergency repairs to the bus 

5. during hot weather and the bus has air conditioning to keep students cool while on the bus 
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6. during cold weather to warm the bus 

7. use of defroster, heater, air conditioning, or other equipment during loading or unloading for 
health or safety concerns 

In accordance with the Environmental Protection Agency’s initiative to reduce air pollution from diesel school 
buses, the Northwestern School Corporation Transportation Department shall remind drivers regularly that 
following other diesel vehicles too closely, either on regular runs or field trips, can contribute to higher 
concentrations of diesel exhaust inside and outside the bus.  

FUEL LEVEL AND RE-FUELING 

It is the driver’s responsibility to keep his/her bus at proper fuel levels. It is the responsibility of a 

substitute driver or a contracted driver who is driving a substitute bus to maintain the level of fuel on the 

bus. 

Attempt to maintain at least a ½ tank of fuel. 

Drivers who use a bus other than their regular route bus for a non‐route assignment shall re‐fuel the bus 

upon completion of the assignment. 

Be careful to avoid any fuel spillage.  Report any spillage immediately to garage personnel so they may 
apply absorption material.  

Turn the engine off before fueling. 

Never leave the pump unattended while fueling. 

 

BUS HOUSEKEEPING 

The interior of the bus will be maintained and cleaned by the driver as needed.  

Cleaning materials will be provided and are available at the bus garage. 

Windows must be cleaned to maintain clear visibility as often as needed. They shall be free of 
objects that obstruct vision.  

The dash is to be clear of all objects and dusted as needed.  Purses or any other personal items 
must be secured in a way as not to restrict the driver’s movement. 

No tape shall be used on the interior of the bus. 

Torn or damaged seats are to be reported to bus maintenance personnel. 

One trash can is permitted. It must be secured at the front of the bus, out of the aisle.   

Trash should be disposed of in the dumpster at the bus garage or at one of our schools.   

If trash disposal is necessary on a trip make sure to dispose of it appropriately.  

 

BODY FLUID S P I LLS 

It is the driver’s responsibility to clean up any body fluid spills on the bus. You may seek assistance from 
school custodians if the body fluids incident occurs during route times. 

Proper supplies are available from the garage.  A disinfectant spray should be used after cleaning. 

Wear gloves to avoid contact with blood or other body fluids. 

Keep all students away from any seat or area that has been soiled with blood or other body fluids until the 
bus driver has completed the cleaning of the area. 

Solid waste such as feces or vomit should be covered with absorbent. 

If body fluids other than your own come in contact with your skin, clean the skin immediately with hand 
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sanitizer. Follow up with the hand washing technique described below: 

Wet both hands, using a generous amount of soap and work up lather. Wash for 20‐30 seconds. Be sure 
to clean carefully under and around your fingernails. Rinse well.  Dry your hands with paper towels. Then 
use a towel to turn off the water. This protects your now clean hands from further contamination by 
potentially dirty fixtures. 

Gloves, paper towels or other materials used for clean-up should be placed in a leak‐proof bag, closed 
tightly and then placed in another leak proof bag.  This double bagging allows for disposal in any 
dumpster. 

 

 

ACCIDENTS / INCIDENT S 

Accidents and incidents involving the school bus shall be reported to the Director of Operations or his 
designee.  

All accidents will be reviewed for assessment of driver responsibility. Drivers found to be at fault may be 
subject to disciplinary action up to and including termination. 

An accident/incident is defined as an unintended event resulting in injury or death, and/or property damage. 

If you think or feel or hear that you’ve hit something or something has hit the bus, pull over and stop 
immediately.  Turn off the motor. Radio the transportation office that you’re stopping.  If you exit the bus take 
the keys with you. Carefully look in front and in back of the bus for debris or damage. 

 

 

MECHANICAL  BREAKDOWN 

The following procedures are to be followed if a bus becomes inoperative: 

When a bus is out of operation before it begins the morning route: 

1. As early in the morning as it is possible to determine that the bus is inoperative, call the 
maintenance garage so that alternative plans may be made. 

2. Contact the transportation office indicating that the bus may arrive to school late. 
3. Keep the transportation office and school informed of the breakdown situation. 

 
When a bus breaks down while on the route:   
 

1. STAY WITH YOUR BUS! 
 

2. As soon as you determine that the bus cannot continue on the route, call the maintenance 
garage and/or transportation office on the radio.  The driver is to remain with the bus to 
insure the safety of the students.  A spare bus will be dispatched or other arrangements will 
be made.  Maintenance personnel will notify schools of the delay. 

 
3. Emergency directions for continuation of the route will be given on the radio for the 

replacement bus and driver. 
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ACCIDENT / I NCI D ENT NOT REQUIRING EVACUATION 

 

1. Radio the Transportation office immediately with preliminary information. 
 

2. Secure the area around the driver’s seat and activate your 4‐way emergency lights.  
 

3. Assess the students for injuries. 
 

4. Radio Transportation with the exact location of the accident and if there is a need for medical 
attention.  

 

5. Once an accident has been reported, all other drivers must stay off the two‐way radio unless they 
are involved in an emergency.  

 

6. Do not allow students to leave the bus unless absolutely necessary.  Under no conditions shall 
students be permitted to wander around or walk to their home or school. 

 

7. If the two‐way radio does not work and you do not have a cell phone and there are no passing 
motorists, send (2) responsible students to the nearest phone, business or residence to ask for 
help. Tell the students what kind of help you need.  Sending students is an option only in a severe 
emergency when there is no other option. 

 

8. Remain calm and assure the students that everything is being done to get help. 
 

9. If a student is injured, use the necessary precautions for handling bodily fluids and 
attend to them until help arrives. Put out reflectors. 
 

10. Students are to remain seated on the bus unless evacuation is necessary. 
 

11. Use your passenger list and seating chart to determine who is on the bus at the time of 
the accident. You must prepare a list of students on board. 

 

12. Exchange only information from the Accident Form that is on your bus. 
 

   a. Name ________________________________________________ 

   b. Address_______________________________________________ 

   c. Driver’s License No.______________________________________ 

   e. Make of other vehicle_____________________________________ 

   f. Insurance agent of other vehicle_____________________________ 

 

13. Remain calm and do not place blame or discuss fault about the accident. Talk to police 
and/or Director of Operations.  Do not talk to the media. 

 

14. When proper authorities arrive, let them direct what to do next. 
 

15. The Director of Operations will decide who will take the student’s home after the 
accident. No students are to be released until authorized. 

 
An accident report must be filled out for every accident/incident involving the bus. If a police report is made, 
a police report form will be obtained by the transportation office.  You are required to provide completed 
forms to the Transportation office. 
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ACCIDENT / I NCI D ENT RE Q U I R I N G E V ACUATI ON 

Assessing the Need to Evacuate 

 
Keeping the students on the bus is best when you are in an accident if it does not expose them to 

unnecessary risk or injury. Consider the following when deciding to evacuate. Remember that you may only 

have seconds to make a decision. 

 Is there a fire or anticipated fire? 

 Is fuel leaking or is there a smell of leaking fuel? 

 Is the bus likely to tip or roll over? 

 Is the bus likely to be hit by another vehicle? 

 Is the bus in a direct path of a tornado or another natural disaster? 

 Is it better not to evacuate in order to keep the students from additional harm of speeding traffic? 

 Does the emotional, physical and/or medical health of the students warrant them staying  on the  bus 

or evacuating? 

 Is the bus stalled on railroad tracks? 

 Is the bus in danger of being flooded (flash flood area)? 

 Is there an earthquake? 

 Have electrical wires from an electric pole fallen on the bus? If so, do not attempt to evacuate 

unless the bus is also on fire. If there is a fire make sure the students evacuate by jumping clear of 

the bus with both feet. You will be electrocuted if one foot placed on the bus and the other one is on 

the ground. Do not have a student helper on the ground touch a student on the bus. 

Ask yourself if the students are in danger by staying on the bus.  If they are, evacuate. If they aren’t and it is 

safer for the students to remain on the bus then keep them there. 

 
Evacuating the Bus 

You have decided to evacuate the bus. Stay calm and focused on the task at hand. 
 

 Assess the students for injuries 

 Radio the Transportation office with the exact location of the accident and if         there is a 

need for medical attention. Once an accident and evacuation has been reported, all other 

drivers must stay off the two‐way radio unless they are involved in an emergency. If you’re 

two‐way radio does not work or there are no passing motorists, send (2) responsible 

students to the nearest phone, business or residence to ask for help. Tell the students what 

kind of help to get.   

 Inform the Transportation office you are going off the air and turn the engine off. Take the 
key with you. 

 Take your passenger list and seating chart with you if possible. 

 Decide what emergency exits will be used and put your emergency evacuation plan into 
action. 

 Direct students to go to a safe and secure location at least 100 feet from the bus. 

 Do not let students walk away or parents come and take them until directed by Director of 
 Operations or a police officer. 

 Keep students calm and assured that help is on the way. Be sensitive to the fact that some 

 will be upset and emotional. 

 Attend to injuries and wait for medical help to arrive. 

 While waiting for help to arrive, use your passenger list and seating chart to account for the 

 students who evacuated the bus. 

 When authorities arrive, let them direct what to do next. 
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NON ‐ ACCIDENT INJURIES 

 

If a student is visibly injured or complaining of pain as a result of stopping suddenly or some other event on 

the bus or prior to his/her boarding the bus request help from the Transportation office or school office 

personnel for assistance. 

 
The driver must report to the Transportation office immediately following the completion of the route to file a 

student accident/injury report. 

 

EMERGENCY EVACUATION DRILLS AND EVACUATION PROCEDURES 

EVACUATION DRILLS 

At least twice during each school year, each pupil who is transported in a school vehicle shall be instructed 
in safe riding practices and participate in emergency evacuation drills.  If the school bus is equipped with 
safety belts the driver must also provide instruction to the passengers on the proper fastening of the safety 
belt about the passenger’s body. 

Instruction guides, a review of the law, material to assist with evacuation procedures and seat belt use, and 
forms to document completion of the required drills will be distributed and discussed at the annual fall bus 
drivers’ meeting prior to the start of school.  If you need any of these materials or have questions contact the 
Transportation office staff for assistance. 

Periodic instruction with simulated emergency conditions will help develop an intelligent, automatic response 
in student behavior patterns during real emergency conditions.   

 

GENERAL EVACUATION PROCEDURES 

1. The objective of evacuating the bus is to be prompt and orderly.  Speed is not the only objective. 
 

2. Exit from the door that is closest. 
 

3. Alternate entering aisle--students on door side enter aisle first. 
 
4. Emergency door exit: 

 a. First student hold door--extend hand for help; 

 b. Second student assist other students.  Helpers extend hand palm up.   

  NOTE: Avoid gripping - a student will hold on if he/she wants help. 

 c. Third student--lead group 100 ft. away from the roadway. 

 d. Front door exit, first student lead group 100 ft. away from roadway. 

5. If a door or doors cannot be used (roll over, damaged, fire, etc.) students may have to 
evacuate thought the roof hatch(s) and/or emergency exit windows.   

 

STUDENT’S RES P O NS IB IL I T I E S WH IL E EVACUATING THE BU S 
1. Remain quiet and listen for instructions to evacuate. 

 
2. Do not attempt to remove belongings from bus.  Leave backpacks and other belongings on bus 

when evacuating.  
 

3. Go directly to the secure and safe spot designated by the driver. 
 

4. Remain quiet and listen for their name to be called by the driver and respond when called. 
 

5. Have a positive attitude in knowing that help is on the way and they will get safely home. 
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FIELD TRIPS/ ATHLETIC TRIPS 

TRIP ASSIGNMENTS 

Field trips and athletic trips are voluntarily assigned to a corporation driver who requests that his/her name 

be added to the trip list(s).  Substitute drivers are eligible to drive trips.  Contracted carriers may request to 

drive trips but preference is normally given to corporation drivers and substitute drivers.  If a contracted 

carrier drives a trip he/she will be assigned a corporation bus to drive and be compensated at the same rate 

as a corporation driver. 

Information will be solicited each year from drivers concerning their desire and availability to drive trips.  Trip 

types include day trips, after school trips, weekend trips, out-of-state trips, overnight trips, and trips using 

equipment for special needs students (example: wheelchair lift). 

An opportunity will be provided to sign‐up for trips at the Annual Fall Drivers’ Meeting as well as during the 

school year.  You may add or remove your name from the trip driver list(s) at any time by contacting the 

Transportation or Athletic offices. 

 

TRI P TICKE T 

Once assigned, a trip ticket will be generated for each driver for each trip.  

Your trip ticket will include various items of information including starting and ending times, 
odometer readings, and driving time. Drivers should review the ticket at the time of assignment. In 
particular, drivers need to take note of any special needs requirements or bus assignments. 

Trip time is calculated from the time the driver does the pre-trip inspection until the bus is returned 
to the bus yard, cleaned up, fueled up, and parked. 

If you are unsure of any information about the field trip assigned to you contact the bus mechanic or 
transportation secretary with questions. 

 

PAYMENT FOR TRIPS 

Trip tickets should be turned in at the Transportation office the day of the trip or the following day.   
The trip coordinator will verify all times before submission to the payroll department. Rates of pay 
are established by the Board of School Trustees are listed in the  Support Staff Handbook – 
Appendix A. 

BUS ASSIGN MENT FOR FIELD TRI P S 

 
1. Transportation personnel will assign the bus to be taken on all trips. 

 
2. You must fuel and clean any bus that you have driven on a trip immediately after returning from the 

trip.  
 

3. Complete a post‐trip inspection of the bus.  If you observed any mechanical or other issues during or 
after your trip report the issues to the Transportation office as soon as possible, no later than the 
following morning. 
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DRIVING/RIDING PRACTICES FOR FIELD TRIPS  

1. The staff member who is sponsoring the field trip has primary responsibility for discipline on the bus.  If, 
in the opinion of the bus driver, conditions on the bus become unsafe, stop the bus until order and 
safety have been restored. The driver will contact school officials by radio to determine if the trip should 
be continued. 

 
2. Reasonable non-profane conversation is permissible, but loud or boisterous activity is detrimental to 

safety and should not be tolerated. 
 
3. If necessary, students should be instructed: 

 
a. that windows, the emergency door, or the regular door of the bus are not to be opened or 

tampered with at any time unless the driver has given specific instructions to the contrary 

b. not to throw anything from the bus or have any body parts out the window 

c. that the use of tobacco, alcohol, or drugs in any form will not be tolerated 

d. about any other rules or procedures for bus riders that the driver feels it is necessary to discuss, 
including evacuation procedures 

 
4. Adequate time should be planned to return to school in plenty of time for student to enter the school 

and be prepared to reload buses for afternoon dismissal.  Under no circumstances should the driver be 
put in a position where he/she needs to rush to return to school for afternoon dismissal.  If the driver 
and trip sponsor cannot agree on a departure time to return to school the driver should contact the 
Transportation office and/or Principal for assistance. 

 
5. When preparing to unload, have pupils remain seated until the bus has come to a complete stop. 
 
6. There should be one certified staff member on each bus.  If you are concerned about adequate 

supervision contact the Principal and/or Director of Operations. 
 
7. No children, spouses or friends of the driver or the chaperones are allowed on field trips unless 

authorized by the Director of Operations.  

8. When more than one driver is assigned to a trip, unless otherwise specified, the driver with the most 

years of service will be responsible for the routing of the trip and will be the lead driver. All other drivers 

will follow him/her unless senior driver on trip agrees to a change.  Any problems with this plan should 

be reported the Director of Operations.  

 

9. Admission to events is usually provided to the driver unless seating is limited or cost is prohibitive.  

 

10. The driver may not leave an event without the permission of the sponsor and an agreed upon 

time to return to the event.  Exchange cell phone numbers if possible. 

 

11. Drivers may leave if agreed to by the trip sponsor; however, drivers should remain in the general 

vicinity of the event unless previous arrangements have been made through and with the permission of 

the Director of Operations or his/her designee.  

 

12. In the case of an overnight trip, the sponsoring organization should provide adequate overnight 

accommodations for the driver(s). 

 

13. In the event of a lengthy trip and/or trip with a long layover it may be necessary to provide the driver 

with a place to rest during the layover.  Drivers assigned a lengthy trip who have concerns about time 

to rest should contact the Director of Operation and express the concern.  
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FIELD TRIP EMERGENCY & BREAKDOWN PROCEDURE S 

 

If there is an accident on the field trip: 
 
1. Work with the other adults to evacuate the bus if necessary. If evacuation is NOT required, 

wait with students on the bus until emergency workers/police arrive. 
 
2. If there is danger of fire or explosion, evacuate the bus immediately.  
 

3. Communicate with the Transportation office if possible or use the Emergency Call List if the 
Transportation office is closed. 

 

4. Request emergency assistance reporting location, injuries, and names of students if possible. 
 
5.  Keep lists of a student(s) who is injured and record the hospital to which the student(s) is 

taken if this is required. Note a chronology of what happens, if possible jot a sequence of 
events that occur. 

 

6. Let Police and Emergency workers deal with the driver of the other vehicle. 

 

7. Do not comment to media representatives. Refer inquires to the Director of Operations.   

 

8. Prepare to write up a narrative of what happened and submit it to the Director of Operations. 
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SPEC IAL NE EDS TRA N SPORT A TI O N 
 

The special needs driver is responsible to meet all of the requirements of regular route drivers.  Due to the 
special needs of his/her students he/she has additional responsibilities and duties.  Some of those 
responsibilities and duties are outlined below. 
 

DRIVER RESPONSIBILITIES 

1. Complete Special Needs Certification annually. 
 
2. Understand that certain routes/students may require additional training.  
 
3. Frequent communication with parents, students, school staff, and transportation office personnel to 

ensure we are using a team approach to meet the needs of the student. 
 

4. Demonstrate sensitivity and respect for the student’s disabilities. 
 
5. Maintain complete confidentiality of the student’s information. 
 
6. Notify the appropriate school personnel and /or transportation personnel of behavior issues and 

concerns and keep written documentation of such. 
 

7. Attend meetings and conferences with parents, administrators and/or students, as requested.  
 

8. Demonstrate an ability to meet the additional physical demands of special needs transportation. 
 

9. Establish student pick‐up times and maintain the schedule to the best of your ability.  Drivers should 
contact the student’s caregiver with times at the start of the school year and whenever any changes 
occur. 

 

10. The driver should not be required to wait more than three (3) minutes for tardy students when on 

schedule.  If the driver arrives earlier than scheduled pick‐up or drop‐off time, he or she should wait until 
the scheduled time and then the additional three minutes, if necessary.  Caregivers may require some 
latitude on the “three minute” rule at the beginning of the school year if waiting will not make other 
students late for the start of their school day.  

 

11. Routes should be structured so that all student ride times are kept to a minimum, not based on the 
schedules of individual students and their families unless directed by a student’s Individual Education 
Plan (IEP). 

 

12. Drivers must verify the proper student restraint is being used as prescribed by the student’s IEP. The 

driver must also verify proper wheelchair tie‐down equipment and procedures. 
 

13. Be familiar with each student’s transportation requirements and medical profile.  
 

14.  Prepare an emergency evacuation plan for each student.  
 

STUDENT MA N A G E M E NT 

 
1. Report any unsafe and/or inappropriate behavior to the school administration.   A “Bus Conduct Report” 

should be submitted for follow‐up.  
 
2. Behavior problems involving students with special needs will be dealt with in accordance with applicable 

Federal, State, and local laws.  Some behaviors will require additional tolerance when the behaviors are 
a result of student’s disability.  
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3. Steps to follow when student is displaying unsafe or inappropriate behavior: 

 

a. Communicate concerns tactfully to parents in a way that shows your concern for safety. 

Present it as though you are seeking assistance as to how best to help their child. 

 

b. Communicate with the Transportation Director and Special Education personnel who will 

enlist the help of the school.  For example, does the child have an IBP (individual behavior 

plan) that can be utilized in transportation issues? 

 

c. Document with a Bus Conduct Report, when there is a pattern of behavior. It is important to 

document the facts of any incident (not opinions). This documentation may be used over time 

to make changes to the child’s IEP and transportation arrangements. 

 

PI CK ‐ UP AN D DROP ‐ OFF 

 

1. Pick‐up and drop‐off locations will be determined by the Transportation Office in accordance with the 
student’s IEP.  Most students will have off road loading and unloading in driveways. 

 
2. Students may be released only at the school and designated stops. 

 

3. Students should only be released to authorized persons when directed to do so by the student’s 

IEP (some students will not require an authorized person to receive them at their stops) 

 

4. When no one is available to receive the student, the driver should: 
 
a.  Deliver other students then return to the stop if possible. 

 
b. If there is no authorized person available to receive the student, the student will be returned to 

the school.  The Transportation Office will inform school personnel of the situation. 
 

5. It is not the responsibility of the bus attendant or driver to escort the student beyond the drop‐off 

location unless directed to do so by the student’s IEP. 

 

6. Students should not be carried up or down the bus steps during loading and unloading.  If a student 
cannot negotiate the bus steps with a reasonable degree of assistance, an alternate loading and 
unloading plan will be established by school personnel. 

 

PRE ‐ TR IP  IN SPE C TIO N  

( IN  ADDI TIO N  TO THAT  REQUIRED  FOR  A  REGULAR  BUS) 

 

1. Inspect all seat belts, tie‐downs and shoulder straps for damage.  

2. Inspect all car seats, STAR seats and cam wraps for proper securement. 

3. Operate the lift one full cycle. 

4. Report any concerns about securements, seats, the lift, or other equipment to the Transportation 
office immediately. 
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SECURITY AND THREAT AWARENESS 

 

School buses, by their nature, present an inviting target for terrorists, individuals in crisis, and people 
with mental or emotional disorders.  For terrorists, buses are appealing because they are relatively 
vulnerable, allow for easy access and escape, and represent an emotional target capable of 
demoralizing the community, state, and nation.  Likewise, they present an easily accessible target for 
noncustodial parents in crisis, and mentally unstable individuals who wish to harm others. For these 
reasons, school bus drivers should be cognizant of the condition of their buses and of their 
surroundings. 

 
Security Readiness   
 

 Be familiar with corporation and state security guidelines.   

 Understand and be capable of employing emergency procedures. 

 Remove keys for the ignition when the bus is unattended. 

 Conduct pre-trip and post-trip inspections. 

 Be aware of people and activities in your surroundings, noting any suspicious behavior or unusual 
activities (e.g. unusual condition of vehicles, unattended vehicles in unusual locations, etc…) 

 

Pre-Trip and Post-Trip Inspection Security Checklist 
 

A driver’s conscientious inspection of his/her bus may very well be the difference between tragedy 
and escape from injury and death.  While a driver’s bus may never be the target of anyone intending 
to inflict harm, isolated incidents of violence throughout the country demonstrate that no place is 
immune from tragedy.  During inspections, drivers should pay attention to the following. 

 
Overall Marks of noticeable forced entry 
  Unusual items attached to vehicle 
  Opened or disturbed compartments 

 
Seats: Lumps, bulges, damaged upholstery, suspicious packages 

 
Floor: Modification to material, unusual thickness 

 
Roof liner Rips or bulges 
Cargo compartments Strange odors, raised floor, unusual welds, excess weight, 

suspicious items 
 

Exterior surface Missing screws, unusual scratches or welds, recently painted 
surface, other signs of tampering 

 
Undercarriage Items taped/attached to frame, fresh undercoating 

Tires Unusual odor from air valve, loosened lug nuts 
 

Fenders Unusual thickness 
 

Engine compartment Odd wires/liquids, unusual welds, new tape 
 

Suspicious Persons and Activities 
 

Suspicion of persons should not be based on race, color, ethnicity, age, or gender, but on unusual 
behaviors that, when considered together, lead a reasonable person to believe that imminent danger 
exists. 

 

Possible suspicious activities include: 

 Exhibiting disruptive or distracting behavior 

  Showing unusual interest in employees and/or students 

  Soliciting information about school, facilities, buses, or schedules for no apparent reason 

  Taking photographs/video of people, equipment, facilities, or staging areas 
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  Abandoning item and leaving quickly 

  Wearing uniform but not involved in appropriate activity 

  Repeatedly sighted within school/school bus environment 

  Having the appearance of rehearsing 

Individuals who intend to detonate bombs may: 

 Wear irregular/disproportionate clothing for body type or weather 

  Carry irregular, inappropriate, or overweight luggage/bags 

  Move about without purpose 

  Sweat or act extremely nervous 

  Avoid eye contact 

  Be non-communicative and/or uncooperative 

 

Reporting and Responding to Suspicious People and Activities 

If you note a person behaving in a suspicious manner: 

 Only approach if you are comfortable doing so. 

  Helpfully challenge the person - ask if they need assistance or directions 

  If response is refusal to answer or aggressiveness, withdraw immediately 

  Notify authorities 

  Never be confrontational or attempt to physically detain anyone. 
 

When observing a person, note the characteristics for reporting. 
 
 
 
 
 

 
Eyes Ears 

Mouth/Nose 

Hair/Facial Hair 

Forehead 

Cheeks/Chin 

Neck 

Complexion 

Body Shape/Size 

Hat Jewelry 

Shirt/Blouse/Dress 

Coat 

Pants/Shirt 

Socks/Shoes 

Oddities/Tattoos 

General Appearance
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Suspicious Vehicles 
The following are indicators of suspicious vehicles: 

 
 Repeatedly seen in vicinity 

 Following or shadowing school buses 

 Parked in out-of-the-ordinary or unauthorized locations 

 Parked for extended periods in unusual places 

 Riding low on springs, especially in the rear 

 Large containers, such as drums, in rear or back seat 

 Wires, strings, or ropelike material strung from front seat to rear or from small containers on front 

floorboard 

 Accompanied by unusual odors, such as fertilizer, diesel fuel, nitro methane or other fuel-like 

odors. 

 Occupants show signs of stress, are deceptive/reluctant to answer questions, tell conflicting 

stories, have no legitimate purpose to be in area 

Reporting and Responding to Suspicious Vehicles 

When reporting a suspicious vehicle, the following characteristics should be noted. 
 

Location, if parked 
Direction, if moving 
Color 

Year 

Make 

Model 

License plate number and state 

Identifying features (e.g. convertible, damage, excessive rust, etc….) 

Description of occupants 
 

IMPORTANT:  DO NOT USE A CELL PHONE WITHIN 300 FEET OF VEHICLE 

 

Contact authorities with the above information. 

 

After reporting, evacuate bus and/or students from location. 
 
 

Suspicious Packages and Objects 
 

The following are indicators of suspicious packages or objects. 
 

 Abandoned packages or objects left by someone who quickly leaves the scene 

 Packages or objects with tanks, bottles, or bags visible 

 Items accompanied by a suspicious cloud, mist, gas, or vapor 

 Common objects in abnormal locations 

 Uncommon objects in common locations. 

 Objects that use batteries to supply power 

 Devices with switches, wires, or timers for no obvious reason 

 Packages placed in out-of-the way locations where not easily seen 

 Objects accompanied by a threatening message 
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To avoid injury from dangerous packages or objects… 

 

DO NOT touch, move, or cover suspicious objects or devises 

DO NOT use a radio or cell phone within 300 feet of the object/device 

DO NOT put hands near face if package/object is accidentally touched. 

 

DO wash hands with soap/water if object is touched and report to medical 

personnel. 

 

DO move as far away from object/device as possible without being in danger 

from other hazards (e.g. traffic or secondary sources of explosion). 

 

DO Stay out of object’s line-of-sight 

DO Stay away from glass and windows 

DO Remain alert for additional/secondary explosive devices in immediate area. 

 

Reporting and Responding to Suspicious Packages and Objects 

 

When a suspicious package or object is noticed, drivers should immediately move as far away from 
object/device as possible watching out for danger from other hazards.   Stay out of the line of sight of 
the object and away from glass.  Call authorities immediately with the following information. 

 
State reason for suspicion 

   Describe devise or package 

   Report location of package or object 
 
 

Commandeering a Bus 

 

Drivers must keep their buses from being taken over by individuals who seek to harm people or 

property.  To do so, the following should be remembered. 

 

 Survey staging area or pick up/drop off points for suspicious people/activity 

 Report concerns of suspicions 

 Drive out of the area immediately 

 At railroad crossings, open the door just wide enough to allow entry 

  

Communicate with individuals though window until you determine seriousness of the situation. 
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Do not allow suspicious individuals or individuals carrying weapons to board bus.  

If a bus is commandeered and not moving, the driver should: 

 Not confront individual carrying weapons 

 Stay calm and focused. 

 Pretend the bus has mechanical problems, if possible 

 Follow all instructions by individual 

 Open all doors, if possible, to allow escape 

 Ask if students may disembark. 

 Not push hard to end situation. 

 

If a bus is commandeered and is in motion, the driver should: 

 

 Stay on route but make regular stops. (Disembark only - do not stop for new 

passengers). 

 Attempt to alert authorities 

 Take no action to increase the risk of harm to self or others. 

 Try to create a relationship with the hijacker by talking to him/her. 

 Be patient and assertive 

 Use common sense; follow instructions of the hijacker. 
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REFERENCE SECTION 
 

 

This section contains various resources for drivers’ reference.  Additional references should be 
added to this section as needed. 

 

 
 
 

Heimlich Maneuver 

(children) 
 

 
If a child is coughing 
forcefully, the airway is 
partially blocked, but 
the child is still able to 
get some air. Tell the 
child to keep coughing. 

 
If the child is coughing 
weakly, is making a 
high-pitched sound, or 
cannot speak, breathe, 
or cough, the airway is 
completely blocked. 
You must take action. 

 
 

 
1.   Position yourself behind 

the child with your body 
against the back of the 
child for support. 

2.   Reach around the child 
and make a fist with one 
hand and place it in the 
middle of the child’s 
abdomen, just above the 
child’s navel, with your 
thumb facing inward, but 
not protruding. 

3.  Grab your fist with your 
other hand and give a 
quick upward thrust into 
the abdomen until the 
object is forced out.  Do 
not thrust hard enough 
to lift the child off of his/ 
her feet. 

Hypoglycemia 
 
Hypoglycemia, or low blood sugar, can occur in 
all people, but is particularly dangerous for 
those who suffer from diabetes. Symptoms of 
hypoglycemia are: 
 

 Shakiness 

 Dizziness 

 Sweating 

 Hunger 

 Headache 

 Pale skin color 

 Sudden moodiness or behavior changes, 

such as crying for no apparent reason 

 Clumsy or jerky movements 

 Seizure 

 Difficulty paying attention, or confusion 

 Tingling sensations around the mouth 
 

 
Quick treatment for someone experiencing low 
blood sugar is intake of foods containing sugar. 
Fruit juice, soft candy, raisins, and other such 
foods may be given to a person who   
experiences the symptoms above. 
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Pre-Trip Inspection Quick Reference 
for 

Exterior of Bus 
 
 
 

Headlights, Signal, & 
Clearance Lights 

 

 

Engine Compartment 
 
 
 

Mirrors Mirrors 
 

Driver Compartment 
 

 

Fuel Tank 
 

Clearance Lights, 
Windows, Reflectors 

Clearance Lights, 
Windows, Reflectors 

 

 
Passenger Compartment 

 

 
 
 

Rear Suspension 
 

Rear Wheels 

Rear Suspension 
 

Rear Wheels 

 
 
 
 
 
 

Signal, Brake & Clearance 
Lights, Reflectors 

 

Emergency Door 
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Typical Pre-Trip Checklist Items 
 

 
 

APPROACH & ENGINE COMPARTMENT 
 

 Leaks  - oil, coolant, hydraulic, other fluids, air, 
exhaust  (as driver approaches bus, he/she should 
look for fluids under the bus, listen for escaping air, 
and watch for exhaust from any location other than 
the exhaust pipe) 

 
 Fluid  Levels  - oil, coolant, power steering, 
automatic transmission (may require engine to be 
running), windshield washer 

 
 Water  Pump  - leaks, play, hoses 

 
 Belt s, Hoses, & Wiring - loose, excessively tight, 
cracked & worn belts or hoses, eroded insulation on 
wiring 

 
 Battery - fluid levels, connections, tie-down 
(battery may be located elsewhere) 

 
 
DRIVER COMPARTMENT 

 

 Clutch  
 

 Transmission  Control  
 

 Driver ’s  Seat  - adjustment, belt, overall condition 
 

 Steering Wheel  - play, adjustment 
 

 Gauges  - oil, temperature, ammeter, volt, fuel, air, 
dash lights (note if there is adequate fuel) 

 
 Indicator Light s - turn signal, loading, hazard, 
dimmer switch, headlights 

 
 Stop Arm  - fully extends, lights 

 
 Heater  & Defrost  - fans, vents clear 

 
 Horn  

 
 Windshield  - cracks, wipers, washer 

 
 Two-Way  Radio  - on, channel, volume 

 
 Air  Brake Test  - (see detailed procedure below) 

 Service Door  - operating device (handle or 
button), door is operable & secure 

 
 Mirrors  - Adjusted 

 
 Safety Equipment  - first aid kit, triangles, fire 
extinguisher (charged), emergency telephone 
numbers, strap cutter 
 
 
 
 

 

 
  
Entrance  - door glass clean and free of debris, 

steps clear, free of rust and damage, hand rail 
secure, step lights 

 
PASSENGER COMPARTMENT 
 

 Lights - dome, dash, step 
 
 Aisle - clear 
 
 Seats - base & backs secure, markings, rips or 
cuts, free from litter on & below 
 
 Windows - cracks or breaks, closed, graffiti 
 
 Emergency Exit Windows - unobstructed, 
operable handle, buzzer 
 
 Roof  Hatches - operable 
 
 Special Needs - wheel chair tie-downs, 
harnesses 
 
 Emergency Exit (rear  ) - operable, buzzer 
 
EXTERIOR 
 
FRONT 

(all lights operable & correct lens (color) 

 Headlights  - dim, bright 
 
 Front  Hazard  ( 4 -way)  Light s  
 
 Side  Marker /Identification  Light s  
 
 Clearance Light s 
 
 Loading  ( 8-way)  Lights  
 
 Hood  - latched & secure 
 
 Cross-over  Mirrors  - secure, free from dirt, ice, 
cracks 
 
 
RIGHT SIDE 
 
 Right -Front Wheel Well - tires inflated, no 
bulges, lugs tight, valve stem, tread, U-bolts, 
shackles, spring hangers, shocks, brake hoses 
 
 Clearance lights  - operable, amber cover 
undamaged 
 
 Convex/Flat  Mirrors  - secure, free from dirt, ice, 
cracks 
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 Windows - no cracks 

 

Lettering - intact, not pulled off or missing 
 

 Fuel Tank- cap secure, no leaks, caged 
 

 Reflectors - secure, not cracked, amber 
 

 Paint/ Body - scratches, dents 
 

 Right -Rear Wheel Well - tires same type & 
evenly matched, inflated, no bulges, spacer, 
lugs tight, valve stem, tread, spring hangers, U- 
bolts, brake hoses, shocks 

 
REAR 

 
 Clearance Lights - operable, red lens cover 
undamaged 

 
 Turn Signals - operable, lens cover secure, 
amber 

 
 Back-up Lights - operable, lens cover secure, 
white 

 
 Reflectors - secure, not cracked, red 

 
 Reflective Tape - not pulled off or missing 

 
 Emergency Door - opens, secure when 

latched, glass undamaged and clear 
 

 License Plate - secure, readable 
 

 Exhaust Pipe - not protruding or cracked, 
secure 

 
LEFT SIDE 

 
 Left-Rear Wheel Well - tires same type & 
evenly matched, inflated, no bulges, spacer, 
lugs tight, valve stem, tread, spring hangers, U- 
bolts, brake hoses, shocks 

 
 Clearance Lights - operable, amber, cover 
undamaged 

 
 Reflectors - secure, not cracked, amber 

 
 Windows - no cracks 

 
 Lettering - intact, not pulled or missing 

 
 Paint/ Body - scratches, dents 

 
 Stop Arm - fully extends & closes, 
lights operable, readable 

 
 Convex/Flat Mirrors - secure, free from dirt, 
ice, cracks 

 Left -Front W heel Well - tires inflated, no 
bulges, lugs tight, valve stem, tread, U-bolts, 
shackles, spring hangers, shocks, brake hoses 

 
Air Brake Tests 
 
 Parking Brake Test  

1.  Start engine and let pressure build to 90 psi. 

2.  Step on brake pedal and put the bus in 

gear. 

3.  Slowly take foot off the brake and gently 

depress the accelerator. 
 
**The bus should not move. 

 

 Applied Pressure Test  
1.  Release Parking Brake 
2.  Turn off engine. 

3.  Step and hold down brake pedal for one 

minute. 
 
**Loss of air should not exceed 3 psi. 

 

 Service Brake Warning System  

1.  Turn key to “on” position without starting the 

engine. 

2.  Pump the brake until pressure falls to 60 psi. 
 
**The warning light and buzzer should come on. 

 

 Emergency Brake Test  

1.  Push in yellow brake knob. 

2.  Pump the brakes until the yellow knob 

pops out. 
 
**This should happen at or before 35 psi. 

 

 Air Governor Test  
1.  Start engine and let air pressure build. 
2.  Fan brake to about 85 psi. 
 
**Compressor should come on. 
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Danger Zone 
and 

Mirror Adjustment Guide 
 

 
 
 

D A N G E R  F R O M  P A S S I N G  V E H I C L E S 
 
 

 

M O S T  
10 feet 

 

 
10 et 

 

 
 

SCHOOL BUS 

S  T 

 

10 et 

 

 
R   O   U   S 

 

D A N G E R O U S  

10 feet 
 

 
W A  L  K  I  N  G  A R  E  A 

 
 

The DANGER ZONE   is the area anywhere out- 
side the bus where children are in the most 
danger of being hit, either by other vehicles 
or their own buses. 

CORRECT MIRROR ADJUSTMENT   is essential for 
observing students, traffic, and other objects 
within the danger zone. This is particularly 
important during the loading and unloading 
process. 

 

 

Flat Mirrors 
 
 
 
 
 
 
 
 
 

200 feet 200 feet 
 
 
 
 
 
 
 

 
Blind spot can 
be up to 400’ 

The LEFT AND RIGHT SIDE FLAT MIRRORS   are 
used to monitor traffic and check clearances 
and students on the sides and to the rear of 
the bus.     There is a blind spot immediately 
below and in front of each mirror, and directly 
in back of the rear bumper. 
 
PROPER ADJUSTMENT   INCLUDES BEING ABLE TO 

SEE: 

 
  200 feet or four bus lengths behind the 

bus 

 Along the side of the bus. 
 

 The rear tires touching the ground. 
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Convex Mirrors 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

12 feet 12 feet 
 

 
Blind spot 

The LEFT AND RIGHT SIDE CONVEX MIRRORS are 
located below outside flat mirrors.   They are used 
to monitor the left and right sides at a wide angle. 
They provide a view of traffic, clearances and 
students at the side of the bus.   The view of 
objects and people do not accurately reflect the 
size and distance from the bus. 
 

PROPER ADJUSTMENT   INCLUDES BEING ABLE TO 

SEE: 
 

 The entire side of the bus up to the mirror 

mounts. 

 Front and rear tires touching the ground. 
 

 At least one traffic lane on either side of the 

bus. 

 
 

 
Left Cross 
View Mirror 

Right Cross 
View Mirror 

The LEFT AND RIGHT SIDE CROSS VIEW MIRRORS   

are mounted on both left and right front corners 
of the bus.  They are used to see the Danger 
Zone area in front of the bus that is not visible by 
direct vision, and to view the Danger Zone areas 
on the left and right sides of the bus, including 
the service door and front wheel areas. At a wide 
angle, they provide a view of traffic, clearances, 
and students at the side of the bus.    The view 
of objects and people do not accurately reflect 
the size and distance from the bus. 
 

PROPER ADJUSTMENT   INCLUDES BEING ABLE TO 

SEE: 

 
The OVERHEAD INSIDE REARVIEW MIRROR  is 
mounted directly above the  windshield on 
the driver’s side.  This mirror is used to 
monitor passenger activity inside the bus. 
It may provide limited visibility behind the 
bus if equipped with an emergency door 
containing a glass window. 

 

PROPER ADJUSTMENT INCLUDES BEING ABLE 

TO SEE: 
 

  The top of the rear window in the top of 

the mirror. 

 All of the students, including the heads of 

the students right behind the driver. 

 

  Entire area in front of the bus from the    front 

bumper at ground level to a point where direct 
vision  is  possible.    Direct vision and mirror 
view vision should overlap. 

 

  Right & left front tires touching the ground. 
 

  The  area  from  the  front  of  the  bus  to  the 

service door. 
 

  These mirrors, along with the convex and flat 

mirrors, should be viewed in logical sequence to 
ensure that a child or object is not in any area of 
the Danger Zone. 
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Placement of Cones for Proper Mirror Adjustment 
(According to FMVSS-111) 

 
 
 

12 feet 

 
6 feet 

 

 

0 feet 
 

 

 
Note: Before adjusting 
mirrors, drivers must 
have seat adjusted 
properly. 

 

 Right foot should 

depress brake 
without the need to 
stretch forward. 

 Feet should rest flat 

on floor. 

 Back should be flat 

against the seat. 

 Driver should be 

able to reach all 
pedals and controls 
with seatbelt 
fastened. 

 Hands should be at 

10 and 2, or 9 and 3 
o’clock positions 
with arms bent at 
about 90 degree 
angle. 

Centerline of 
Front Axle 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Centerline of 
Rear Axle 

 
 
 
 
 
 
 

200 
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