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Support Vehicle Drivers:
· Shall not operate a vehicle with a capacity of more than 10 persons including driver;
· Transport students to and from school related activities;
· Shall not transport students to and from school unless in response to an emergency affecting health and or safety;
· Must be at least 21 years of age;
· Must have a valid driver’s license;
· Shall not have had a driver’s license suspended or revoked within the preceding 5 years;
· Shall not have incurred three or more tickets within the last 3 years (See Board Policy Procedure 6640P);
· Shall complete the Power Point Presentation for Type II Drivers;

· Shall read and be familiar with the Support Vehicle Procedures, below;
· Shall give authorization for the District to obtain a current driving record;
· Shall hold & provide a copy of a current first aid card;
· Shall complete the medical form;
· Shall report to their immediate supervisor in writing, with a copy to the Transportation Director, of any violations of the requirements.
Support Vehicle Procedures
· Pick up the keys from key cabinet and Field Trip Driver Sheet from folder next to the key cabinet.  Should you not have a Field Trip Driver Sheet in the folder, use a blank form.

· Complete Pre-Trip form inside notebook.  If a problem is noted, notify the mechanic.  If problem is noted after hours, call the head mechanic, Alex, at 360-599-3375 or 360-296-1368; if there is no answer call the Transportation Lead, Dinah, at 360-303-2864.

· Fill out yellow Daily Vehicle Mileage Log in notebook.  

· Supervise students at all times to prevent graffiti, damage, etc. to vehicle.

· Complete yellow Daily Vehicle Mileage Log at end of trip.  If a warning message has come on and mileage is not visible, push the display button to get the mileage.

· Return vehicle in clean condition—remove all personal belongings and pick up and dispose of all garbage (dumpster located behind bus garage).

· Post trip inspection – check seat and seat-belts for damage, exterior for any new damage, engine warnings or brake issues; note all on field trip sheet.  

· Turn off all electrical equipment, close all windows and lock all doors.

· Return keys to key cabinet.  9X key will open gate and side door to bus garage.  If chain is up after hours, the building is armed—do not go past key cabinet.

· Fill out Field Trip Driver Sheet and return to file pocket next to key cabinet. Please note on this form any comments or problems with the vehicle.  

When leaving the Bus Compound, lock the gate.

Pre-Trip Inspection
Outside the vehicle
· As one approaches, look for vehicle problem, e.g., fluids on the ground, hoses/wires hanging etc.
· Tires are inflated

· Doors open and latch properly

· Headlights are in working order (high and low beam)

· Turn signals

· Taillights

· Stoplights

· Check body for exterior damage and report it

· Windows are clean

· Spare tire

Engine Compartment

· Oil level

· Coolant level

· Obvious fluid leaks

· Loose or bare wiring

Inside the vehicle 

· Check and adjust all mirrors

· Make sure there are enough seatbelts and they are in working order

· First aid kit

· Fire extinguisher

· Adjust drivers seat to fit you

Start Engine

· Check all gauges for normal operation

· Check fuel gauge

· Horn 

· Windshield wipers and washers

· Service (foot) brake

· Emergency brake
Post-trip Inspection
· Remove all personal belongings

· Check for cleanliness

· Remove any writing on the exterior windows

· Check seats and belts for damage

· Check exterior for any new damage

· Turn off all electrical equipment

· Lock doors, return driver sheet & key to key box in bus garage
· Please note on Field Trip Driver Sheet any concerns, problems or repairs needed on vehicle
Loading and Unloading
Loading

· Always be present when loading students.
· Always minimize the exposure of passengers to traffic; if you must load on the left side of a one-way street load on the left side of the vehicle.

· All students must have a seat belt; the capacity of the vehicle is determined by the number of seat belts.
· The driver shall ensure all passengers are belted at all times.
· All luggage should be secured so it cannot injure anyone in case of a collision; be careful what you haul.

· Always do your backing while students are on board. Example: Load and back, back and unload. 

· Do not back onto the street.
Unloading

· Always minimize the exposure of passengers to traffic; if you must unload students on the left side of a one way street unload on the left side of the vehicle.

· Students must be returned to school unless written prior authorization has been obtained.

· Have passengers remove all personal belongings, including trash, from the vehicle before it is returned.

· Always turn the vehicle around before unloading passengers.
Emergency Situations and Procedures

The level of driver awareness and anticipation usually determines the difference between a close call and a collision.  Emergency situations can occur that require instant and accurate responses.

Potential Driving Emergencies are:

· Brake Failure

· Take foot off accelerator

· Grip steering wheel firmly

· Pump bake pedal repeatedly including ABS brakes
· Turn off cruise control

· Shift to lower gear

· Rub against cliff or run into bushes before picking up speed
· Turn tire against curbing if on a steep city hill

· Engage parking brake

· Turn off ignition

· Running off the pavement

· Release the accelerator

· Keep firm grip on the steering wheel

· Straddle the pavement edge till vehicle is moving slowly

· Ease back onto the pavement—do not accelerate

· Keep eyes on path of travel

· A tire blow-out

· Keep firm grip on steering wheel

· Keep wheels as straight as possible

· Gradually release accelerator

· Pump brakes lightly

· Reduce speed to 15 mph or less before pulling off roadway

· Have vehicle well off the road to change tire

· A stuck accelerator

· Pump accelerator pedal with several sharp jabs to release

· Put into neutral gear

· Apply brakes and pull off roadway

· Turn off ignition

· Recovering from a skid

· Avoid braking unless absolutely necessary

· Steer and look in the direction that you want to go

· Don’t lock up the brakes when vehicle starts skidding

· Driving on snow and ice

· Drive at reduced speed—skidding is usually a sign of operating too fast for conditions
· Do not make sudden changes in speed or direction
· When starting, accelerate gradually for optimum traction
· To slow down, apply steady pressure to brake pedal
· To recover from a skid, immediately steer in the direction in which you want to vehicle to go
· Increase following distance—it takes three to 12 times as long to stop on ice and snow than on dry roads. So, instead of 4-second following distance, you might choose 12 to 15 seconds
· To stop, use light steady brake pressure (ABS brakes) or tap the brakes one to two times/second to slow without braking the traction between wheels and snow and avoid locking wheels without ABS brakes
· Use chains when necessary

· Chains cut stopping distances in half, and they give four to seven times more traction for starting up and climbing hills
· Slow speeds are a must when driving with chains
· Avoid driving with chains on bare pavement as much as possible (if unavoidable, drive 15mph)
· Remember, melting ice and snow (about 32 degrees) is more slippery than when temperatures are below freezing
· Driving in fog and rain

· Drive slower—fog and/or rain reduces visibility
· Drive with headlights on low beam when in fog
· Reduce speed—wet pavement requires a longer stopping distance. Heavy rain/standing water can lead to hydroplaning (partial or total) unless speed is slow enough to keep traction between the tire and the road surface

· Blinding headlights
· Slow down
· Dim lights, even though the other driver does not
· Pull to the right of traveled lane in order to give the other driver room
· Look at right edge of road or fog line
· The hood flies up

· Decelerate as rapidly as safely possible
· Look between upraised hood and engine area
· Look ahead out of driver’s side window
· Do not cross center line
· Pull off roadway as soon as possible
· Steering fails
· If hard steering develops, pull off road and check for low tire pressure, broken power steering belt, or broken fluid hose
· For complete steering failure, grip steering wheel firmly. Apply brakes with steady pressure to prevent skidding
· Vehicle stalled on railroad tracks

· If train is coming evacuate in direction train is coming and away from tracks

· If train is not coming try to restart or push/pull vehicle off of tracks
· Vehicle catches on fire
· Pull off road and turn off engine

· Evacuate the vehicle

· Use a fire extinguisher if you can do so safely

· Throw mud, dirt or snow on blaze

· Smother flames with coat or blanket

· Your first concern should be your safety and that of your passengers
· Striking an animal
· Do not swerve to avoid an animal

· Try to locate the owner of the animal; if unable, leave your name and address and school district information

· Hitting an animal and leaving the scene may be considered “hit and run” driving

· Bee in vehicle
· If you are very afraid of bees, manage your own fear and ignore the fear of your passengers

· Stop the vehicle at a safe location

· Open windows, doors, etc., to allow the bee to leave the vehicle

· Be aware of passengers with allergies

· Physical emergencies affecting the driver
· Dirt in eye, violent coughing, or sneezing attack—signal, slow down, and stop at safe location until condition is corrected

· Dropped articles—do not try to retrieve anything from floor of vehicle while vehicle is moving. Stop. Then recover or dispose of dropped item

· Submerged vehicle

· Most vehicles will float for several minutes
· Open side window
· Escape through the side window
· If the vehicle sinks rapidly, move to the area of air pocket and wait until the pressure is equal on the inside then open the door to escape. Vehicle must be in park.
· Roadway with ruts and holes

· Reduce speed
· Avoid obstructions
· Maintain firm grip on steering wheel with thumbs outside of the interior of the wheel
· Before wheel drops in rut or hole, let up on brakes so wheel will turn
Fatigue

You are responsible to operate the vehicle in such a way as to ensure a safe trip for all passengers at all times. Alertness and the ability to react quickly in case of an emergency are important. Always be prepared for the unexpected.

Signs and Symptoms of Fatigue 

· Forgetfulness

· Slowed reaction time

· Fixation or tunnel vision

· Poor mood

· Poor communication

· Inability to handle more than one thing at a time

· Yawning, eyes watering, desire to rest or close eyes

Make sure you have had enough sleep before starting out on your trip.

Collision Scene Procedures
· Stop immediately

· Shut off engine
· Evaluate the situation quickly: 
· What is your location?
·  Check for injuries. 
· Are there any other vehicles involved? 
· Are there students on board?
· Call for help. Be ready to answer more specific questions about: 
· Location: street & nearest cross street, direction traveling. Are you blocking traffic?
· Are there Injuries? Driver, students, other drivers? Do they need to be evaluated by EMT?
· Other Vehicle: How many involved and description. 
· Students on board? How many and which school?


Collision Scene Safety:

· If in danger of being struck again move the vehicle to a safe spot, after marking the location of all of the wheels of all of the vehicles involved in the incident.
· If you cannot move the vehicle evacuate the students to a safe spot at least 100 ‘ from scene
· If not in danger of being hit a second time, DO NOT MOVE THE VEHICLE until directed to do so by law enforcement.
· Secure the scene: 
· Set parking brake

·  Put the transmission in neutral

·  Turn the vehicle off

·  Remove the keys from ignition

· Turn on hazard lights
· Set up triangles
· Tend to your passengers: evaluate all injuries, give first aid to injured persons, calm students.


Collision Scene Behavior:
· Never admit fault, speak calmly & professionally

· Just give the details of how the collision happened
· Don’t discuss who is at fault
· Don’t get into a debate or argument
· Exchange information with other driver: name, insurance, etc.
· Speak only to police officers, and school transportation or administrative personnel

· Do not speak to anyone from the media; refer them to your supervisor 

· Note any comments from witnesses at scene

· Don’t admit fault or accuse the other driver

· Fill out and submit state and district collision report forms

Collision Scene Documents and Paperwork:


Risk Management information is in the front of the vehicle notebook

Emergency vest is located in the glove compartment


Collision Packet is in the vehicle notebook:

Accident Report Card-Yellow

Help Please Form-Pink

Passenger Accident Statement-Orange

Witness Accident Statement-Green

Information Exchange- Other Driver-Orange

Information Exchange-District Driver-Blue

Motor Vehicle Accident Report

Seating Chart

Pencil

Crayon

Post-Accident Testing

A driver shall be subjected to testing for alcohol and controlled substances as soon as practicable following an accident if:

1. The accident involved the loss of human life, or

2. The driver received a citation under state or local law for a moving traffic violation if the accident involved:

· Bodily injury to any person who, as a result of the injury, immediately receives medical treatment away from the scene of the accident.

Driver Liability

Liability occurs when an individual is negligent in his/her driving duties. An individual can avoid liability by knowing the motor vehicle laws, and district policies.
Criminal Law

For criminal liability, there are laws to determine guilt or innocence. Examples:

· Failure to stop at stop sign

· Failure to signal intent to turn

· Exceeding the legal speed limit

· Slapping a student

Guilt must be proven beyond a reasonable doubt before a jury can convict the defendant.

If convicted of a criminal offense, the individual may be fined, be sentenced to a term in jail, and/or have his/her license suspended or revoked.

Civil Law

For civil liability, the jury judges your actions according to what a “prudent person” should or should not have done.

· Guilt does not have to be proven beyond a reasonable doubt
· There need only be a “preponderance of evidence” (51 percent) against the individual
· Damages paid are decided at this point
Negligence and Liability

There are four aspects of negligence. The driver may be held personally responsible (liable for injuries) after being proven negligent. All four essential elements of negligence must be present for the court to consider the driver negligent. Courts generally consider these elements to be:

· The driver’s legal obligations to perform to a standard of conduct for the protection of others
· The driver’s failure to perform to the standard
· A reasonably close, causal connection between the driver’s conduct and resulting injury
· Actual or virtual loss or damage resulting to the interests of another
You may minimize your risks by obeying the laws governing motor vehicles and following district policies and procedures.
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