
5.103.5 - Adm. Procedure 
 

DUTIES OF SUPERVISOR OF TRANSPORTATION 
 

The qualifications and duties of supervisor of transportation shall be as follows:  
 
QUALIFICATIONS  
1. Sufficient education to enable him/her to keep the required records, submit the necessary 
reports, and read directions; and 
2. Necessary health and physical qualifications.  
 
DUTIES  
1. Design and supervise the transportation system of the entire school system;  
2. Will monitor and evaluate transportation services for the district; 
3. Will collect and maintain bus maintenance and inspection records; 
4. Will collect and maintain driver training records; 
5. Will ensure that documentation of the following for all drivers is on file: 

Employment application 
Current MVR check 
Criminal Record check 
CDL License with ‘P’ and ‘S’ endorsements 
Current (annual) physical and mental record 
Annual employee performance review 

6. Will ensure that drivers and monitors providing services for school administered child care 
programs are administered a new fingerprint sample every five years; 
7. Recommend transportation personnel to be employed by the Board to the superintendent;  
8. Plan all bus routes;  
9. Plan necessary in-service training programs for transportation personnel;  
10. Maintain transportation equipment;  
11. Assist in budget preparation;  
12. Authorize purchases;  
13. Work with board members in handling patron requests for bus service;  
14. Be responsible for communicating with the County Highway Department when necessary; 
and Be responsible for implementation of safety practices and procedures;  
15. Will follow all federal and state laws pertaining to student transportation; 
16. Will ensure that all buses are clean on the inside and the outside. This includes making 
certain all objects in the bus are properly secured so they do not block egress in the event of a 
necessary evaluation, and away from the driver footwell; 
17. Will ensure that all buses are inspected monthly by mechanics and will supervise the 
mechanic staff to make sure all  work requests turned in are completed. 


