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TRANSPORTATION DEPARTMENT

NORMAN PUBLIC SCHOOLS
Receipt & Acknowledgment of

Norman Public Schools

Transportation Department

 Employee Handbook

This Employee handbook is an important document intended to help you become acquainted with procedures and practices of Norman Public School Transportation Services. This handbook will provide directions for proper practices and procedures of school bus transportation; it is not the final word in all cases.

Individual circumstances may call for individual attention.

This Employee Handbook is subject to updates in revision.

Please read the following statements and sign below to indicate your receipt and

acknowledgment of the Employee Handbook for Norman Public Schools Transportation 
Department.

· I have had an opportunity for input and/or discussion in the Employee 
   Handbook. I understand that the procedures, practices, policies and rules      

   described in it are subject to change at the sole discretion of Norman Public

      Schools Personnel and/or Board of Education.
· I understand that federal or state laws and/or Norman Public Schools Board of

   Education policies have president over the procedures and practices outlined 

   in the Employee Handbook.

· I have had an opportunity to ask questions concerning the procedures, practices, policies and rules described in the Employee Handbook.

· I acknowledge that my signature below indicates that I have received a copy

      and have read and understand the Employee Handbook.

_________________________________


__________________________________

Employee’s Printed Name                         Position 

_________________________________               __________________________________

Employee’s Signature                            Date

This signed acknowledgment is to be filed in the employees’ school personnel file.
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(A)  QUALIFICATIONS TO BE A SCHOOL BUS DRIVER


This Department operates under the laws/rules set forth

by the Oklahoma State Department of Education.

Employees: Refer to the Oklahoma School Bus Drivers Manual
on our website at: www.norman.k12.ok.us. Go to sites and e-mail 
address, click on the link for Administration Buildings. 
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 (A)  QUALIFICATIONS TO BE A SCHOOL BUS DRIVER



                             Continued
           From the Administration Buildings web page, click on Transportation.

           On the Transportation Web Page you will have access to the

           Oklahoma School Bus Drivers Manual.
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 (B) PERSONAL HABITS

  FOR ALL EMPLOYEES
1.  Every employee shall keep personally clean.

2.  Employees are expected to dress in a manner that is not distracting 

                or disruptive.  NO cut-off shorts, sandal type shoes (unless they 

have a back strap), sleeveless shirts, crocks, or unusual costumes.                 

Style type shorts are permissible.  Use discretion concerning 
slogans on shirts.

3. Smoking, tobacco use, eating and drinking are prohibited at any time

while on the bus. Smoking and tobacco use are prohibited at any time  

on school property.

4.  Employees must be punctual.  Tardiness is not tolerated.

5.  Employees will refrain from using undesirable language in the

    presence of students.

6. Employees will conform to “Drug Free Workplace” policy and 

regulations pertaining to drug/alcohol use.

7.  Employees are expected to refrain from taking part in discussions    

    with students about other students and school personnel.

8.  Employees will not discuss other employees in the presence of 
    students.   
9.  What you say and do gets back to school personnel and parents.

    THINK!!!!!





(C)  GENERAL INFORMATION
  C-1        Telephone Numbers



  C-2
       Report to Work Times (Route Drivers/Assigned Monitors)                                                                                                                                  



  C-2a
 Report to Work Times (Sub Drivers/Floating Monitors)

              C-3     
 Absence Procedures

              C-4     
 Fuel and Fluids

              C-5     
 Engine Warm-Up and Diesel Engine Cool Down

              C-6     
 Mechanical Breakdown on Routes

              C-7     
 Parking Lot Speed and Parking 
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(C-1) 
TELEPHONE NUMBERS

             Transportation Office

 


# 366-5965
     Please limit your outgoing calls to work related business or emergencies

only.  If you must make an outgoing call, please limit your call to 3 minutes.  Please try to keep all incoming calls to a minimum.  We receive numerous calls from school personnel and patrons and the additional calls put an added strain on the office staff.  

Transportation will not take messages for personal calls. We realize that sometimes things come up that can not be avoided, but try to handle your personal calls at home.
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                                                                  7-2010
(C-2)  -- REPORT TO WORK TIMES –


       DRIVERS/ASSIGNED MONITORS

A.M. Route – 25 Minutes prior to scheduled departure time on route 


   description



P.M. Route – 25 Minutes prior to scheduled departure time on route




   description

MID-DAY Route – 10 Minutes prior to scheduled departure time on           

    route description

ALL EMPLOYEES MUST CLOCK IN AND OUT FOR EACH REPORT TO WORK PERIOD !!

NOTE: The 25-minute time period prior to the A.M. and P.M. scheduled

departure times and the 10-minute time prior to the MID-DAY 

departure times is to allow for bus cleaning, fueling, pre-trip 

inspection, proper warm up and necessary paperwork.


The 25-minute time periods and the 10-minute time period (if 

applicable) are included in the pay rate.

              

See office personnel for time clock procedures.

                                                                  Revised

                                                                  7-2010
(C-2a) – REPORT TO WORK TIMES –


       SUBSTITUTE DRIVERS/FLOATING MONITORS
A.M. Schedule – 6:30 a.m. until *8:00 a.m.

P.M. Schedule – 2:00 p.m. until *4:00 p.m.

*(Assignments to drive/monitor route or perform



other duties will effect actual work times –


to be determined daily.)

ALL EMPLOYEES MUST CLOCK IN AND OUT FOR EACH 






REPORT TO WORK PERIOD !
NOTE:
Substitute Drivers are responsible for daily duties 



and responsibilities of a regular driver (bus cleaning,



fueling, pre-trip inspection, proper warm up and 



necessary paperwork) when assigned to drive a route.
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                                                                  8-2011
            (C-3) ABSENCE PROCEDURE


Drivers and Monitors are strongly advised to report 
          
to work. Substitute drivers and monitors are difficult
            to obtain, and “troublesome” situations can arise.
              ALL ABSENCES must be previously discussed with the 



  Transportation Office by 06:00 a.m. or 2:00 p.m.

 

A. M.




Contact Transportation Office at 6:00 a.m. #366-5965             




P.M.




Contact Transportation Office by 2:00 p.m. #366-5965


****
ANY ABSENCE WITHOUT PRIOR NOTIFICATION OF THE TRANSPORTATION 



OFFICE WILL BE RECORDED AS A “NO SHOW” ...ABSENCE WITHOUT PAY.
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      (C-4) FUEL AND FLUIDS          

            It is the responsibility of the driver to fuel the bus
and maintain proper fluid levels.  Check these items DAILY!

            IT IS REQUIRED THAT ALL BUSES BE MAINTAINED WITH AT

            LEAST ONE-HALF TANK OF FUEL AT ALL TIMES.  THERE IS

            NO EXCUSE FOR “RUNNING OUT OF FUEL.”
            NOTE:  Buses are NEVER refueled while passengers are

            on the bus.

            (C-5) ENGINE WARM-UP AND DIESEL ENGINE COOL DOWN



Engine Warm-Up
              Do not move school buses until engines are warm.

              (Warm-up engine at idle speed for at least 5 minutes;

              10 to 15 minutes in cold weather.)

              During warm-up, conduct pre-trip inspection and complete




  

  “Daily School Bus Checklist”.

              Be sure the windshield, rear windows, and all mirrors are clean.

              Do not take chances with any faulty mechanisms on the

              buses.

              NOTE:  DO NOT leave loading lights, headlights, heaters, 







   etc., on during the warm-up.



  Diesel Engine Cool Down


    Allow Diesel Engine to cool down at idle speed for 5-10 minutes

                before turning off engine. During cool down, inspect interior of 



    bus or complete necessary paperwork. 
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             (C-6) MECHANICAL BREAKDOWN ON ROUTES
              Do not leave the bus unattended. Keep ALL students on the bus. 





Radio the Transportation Office immediately. If radio is 

inoperable or not available, ask a responsible student or a 

passing motorist to call the Transportation Office from the 

nearest telephone.  

              In reporting mechanical breakdowns, include Driver’s name, 



        bus number, whether or not students are on the bus, exact bus 

        location, and a description of mechanical problem(s).

              NOTE:  If the driver is required to be out of the        

                     driver’s seat for any reason, the bus must 

   be put in gear, hand brake set, and ignition 

   key removed and secured by the driver.




   Keep students on board unless the bus is at a 




   railroad crossing or in danger of being stuck by 



   other traffic, etc.


       (C-7) PARKING LOT SPEED AND PARKING
              The speed limit for ALL vehicles in the parking lot

              is 15 M.P.H. The bus parking area is 5 M.P.H.
              Do not park privately owned vehicles in spaces that

              are numbered, marked reserved, or designated “Visitor”.

              Additional parking has been provided at the far east

              end of our lot.  Park INSIDE the gravel area only.

              DO NOT park outside the gravel area or in area for

              Spare buses and maintenance equipment.



  Improper/Illegally parked vehicles are subject to 


        a fine and/or towing at owners’ expense.




    (D)  DAILY RESPONSIBILITIES OF BUS DRIVERS
                    D-1     Driver’s Daily Report
              D-2     School Bus Loading Lights Violation Report

              D-3     School Bus Rider Eligibility/Bus Ticket

              D-4     Bus Clipboard and Keys

              D-5     Bus Routes and Bus Route Folders

              D-6     Bus Cleanliness and Inspection

              D-7     Time Piece
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              (D-1) DRIVER’S DAILY REPORT
              This report is required from every driver every

              operational day.
              The report is required regardless of whether

              the bus checks out OK or an item(s) is in need of

              attention. Turn the report in, in the A.M. ONLY IF


  item is in need of attention. Place the Driver’s  



  Daily Report in the office window, with the bus keys.

              For items other than noted on the report, explain at the

              bottom. At the end of the day if no repairs are needed
              place in the form in the proper tray in the breakroom.


        If the bus needs repair after the p.m. route, note the

              problem on the form, turn the form and the keys in at

              Transportation Office.   

           

              Be sure that the report has the bus number, mileage,

# of students, date, and signature. Do not suggest how to
correct/repair items checked.               

  

  Seat damage must be reported on a separate form. Bring the

              form to the Transportation Office.
              (D-2) SCHOOL BUS LOADING LIGHTS VIOLATION REPORT
              This report is submitted when vehicles do not stop when

              RED loading lights are in operation.  ALL opposing and

              approaching vehicles must stop for a bus when the red

              loading lights are in operation.

              On the report, provide particular attention to TIME,

              DATE, EXACT LOCATION and BUS NUMBER.  Try to get the

              vehicle’s LICENSE NUMBER and a description of the

              vehicle and driver.  This report will be turned into the

              NORMAN POLICE DEPARTMENT.

              (D-3) SCHOOL BUS RIDER ELIGIBILITY/BUS TICKET
              School bus riders must live 1 1/2 miles from the school they 

              are enrolled in to be eligible for bus transportation.  All 

        eligible riders must present the driver a bus ticket issued by 

the school. From the bus tickets, drivers are to maintain a

              complete and accurate roster of eligible riders to be included in 

  the accident packet. Eligible riders are to be transported ONLY 

  to and from their designated bus stop.

              RIDERS AND/OR PARENTS DESIRING OTHER TRANSPORTATION ARRANGEMENTS, 



              MUST CONTACT THE TRANSPORTATION OFFICE.
              ONLY eligible riders are to be allowed transportation on the bus.

              Letters or notes from students, parents and school site personnel 

              desiring other transportation arrangements are not to be accepted 

              by the school bus driver.  


  All exceptions to bus eligibility require prior approval of the   
  

  Transportation Office.
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              (D-4) BUS CLIPBOARD AND KEYS
              Bus clipboard and keys are identified with corresponding

              bus numbers.  Clipboards and keys are to be kept in the

              numbered spaces provided in the Transportation Office

              at all times except when bus is on a route or an

              activity trip. 

  Keys must not be in the ignition or on the bus unless 

  attended by the Driver.

              Items attached to the clipboard are the keys, current



  route description and accident packet.

              There is a list of emergency telephone numbers in the 



  accident packet.

              (D-5) BUS ROUTES AND BUS ROUTE FOLDERS
              There is a written description for both routes (A.M. & P.M.) inside                                                                        
 

              folder.  The bus route folders are kept in the Transportation Office.  

              These folders are identified with corresponding bus numbers.       

Bus routes are to be driven PRECISELY as described in the route                                              

folders. VARIATIONS AND/OR DEVIATIONS IN ROUTES, STOP LOCATIONS AND 

TIMES ARE NOT PERMITTED WITHOUT THE KNOWLEDGE AND CONSENT OF THE

              TRANSPORTATION OFFICE.

             (D-6) BUS CLEANLINESS AND INSPECTION

              Bus drivers are responsible for the interior and exterior 

              cleanliness of buses.  Drivers are required to sweep bus 

  daily. Brooms and trash receptacles are provided. Windshield, 

  back glass and mirrors MUST be kept free of dirt and road grime.

  Cleaning materials are available in the Transportation Office.

              The exterior of the bus should be cleaned at the garage

              washing facility.  

              Drivers must visually inspect interior and exterior 





        of buses daily. Report immediately to Transportation 





  Office any discrepancies noticed during inspection.
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(D-7) TIME PIECE
              All drivers must have a watch or timepiece with 

              them daily.

              Leave the bus center at designated time and stay as        

              close as possible to printed stop and school times.

              NEVER leave early on either your A.M. or your P.M.

              route.  If you find you are running early at your

              stops, WAIT until the regular time to insure that

              all riders are able to catch the bus.
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                       (E) ACCIDENT REPORTING

                            PROCEDURE AT SITE OF ACCIDENT
ALL ACCIDENTS, REGARDLESS OF SERIOUSNESS, MUST BE REPORTED.


IN CASE OF AN ACCIDENT, THE BUS DRIVER MUST DO THE FOLLOWING:
1.
Determine if evacuation of the bus is necessary to insure the safety  


of passengers.


 a. perform evacuation to safe location if necessary


 b. instruct students to remain in seat occupied at the time of the 


    accident if evacuation is not required

2.
Check for injuries on bus and in other vehicle(s).


 a. render aid and contact transportation for emergency assistance


    if needed

      3.    Notify transportation


· bus driver must radio the transportation office or send a

  

responsible student or adult to the nearest phone with the 

            following information:


             a. bus # involved


             b. exact location of accident

       c. are there injuries?


 d. are there students on the bus? If yes, # of students on the bus

 e. extent of damage – is another bus and/or wrecker needed?

      4.    Transportation will contact the proper law enforcement and medical 


authorities and dispatch the proper school personnel.

      5.    DO NOT MOVE THE BUS, UNDER ANY CIRCUMSTANCES, until the proper law


enforcement or school authority has investigated the accident and 
instructed the driver to move the vehicle.
      6.    DO NOT DISCUSS DETAILS / CIRCUMSTANCES OF THE ACCIDENT WITH ANYONE 


EXCEPT THE INVESTIGATING OFFICER OR APPROPRIATE SCHOOL ADMINISTRATORS!!

      7.    DO NOT ADMIT GUILT OR OFFER TO COMPENSATE FOR DAMAGES and DO NOT SAY


THAT THE SCHOOL SYSTEM WILL COMPENSATE FOR DAMAGES !!
8.    Obtain the names of all persons involved in the accident and any 
  

witnesses.

9.    Begin filling out Accident Packet

             a. remove contents of packet except for bus identification sheet 

                and insurance verification card (police officer will need these.) 


 b. using the bus seat diagram and the student roster place a seat
    identification number and letter in the left column next to the
    name of each student on the bus


 c. list information for any student not on roster at bottom of    

    page or on the back of the roster sheet


 d. when completed, turn in the roster and other accident packet 


    information to the investigating officer to be placed back  


    into the plastic sleeve (officer will take the entire accident 

    packet with him/her)


 e. check immediately upon returning to the transportation office  


    to receive another accident packet and further instructions
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(E) ACCIDENT REPORTING (CONTINUED)

                    PROCEDURE AT SITE OF ACCIDENT
10.
DO NOT PANIC – REMAIN CALM AND COOPERATIVE!

Failure to report ANY accident to the transportation office,

regardless of how minor the accident may be, will result in 

   

IMMEDIATE SUSPENSION AND/OR TERMINATION.  Even if the other

vehicle(s) involved leaves the scene, the bus must remain and 

the transportation department must be notified.
ALL ACCIDENTS MUST BE INVESTIGATED BEFORE THE BUS IS MOVED.

NOTE:
If the representative of another insurance company or an



attorney representing any of the other party involved 



contacts or visits you and wants a statement, either 



written or verbal, refuse to comply. Instruct that person



that a police report has been made and that all inquires



should be forwarded to: 







Norman Public Schools






Campus Police Department






366-5964 
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(F) TRANSPORTING BAND INSTURMENTS
1. Instruments small enough to be held in students lap or placed

               on the floor directly in front of the student may be transported 
               in any seat.

2. Any instrument that extends above the back of the seat when

               placed on the floor is limited to the first 3 rows on the load  


   door side. The instrument must be placed next to the window 



   with the student occupying the seating position beside it.
   












  


(G)
PROCEDURE FOR COMPLETING THE BUS CONDUCT REPORT 

 1.  The driver completes the original Conduct Report form. 
 2.  The Transportation Office will submit the form to the proper school

    
    for action.                                         

 3.  Following disposition, the school returns copies of the Bus        

    
    Conduct Report form to the Transportation Office.  These copies

          will be available for the driver to review.  In this way, drivers

          are notified of any probationary status or suspension of a

          student(s) on their bus.
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(H) ACTIVITY TRIPS
Drivers who are contracted to drive a specific number of hours on a daily basis for purposes other than regular bus routes to and from school, will not be eligible to sign up for any activity trip which conflicts with this obligation unless an emergency is declared by the Transportation Office Administration.

Operation hours for activity trips are:
A. During school hours – 9:15 a.m. to 2:15 p.m.

No activity trips are scheduled to depart from a school earlier than 
9:15 a.m. or return to a school later than 2:00 p.m. during school 
hours, unless special permission is obtained prior to the trip.

B. After school hours – 5:00 p.m. to <Return>

C. Weekend hours  - As requested.
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             (H-1)  ACTIVITY TRIPS – DRIVER SELECTION
All drivers that meet the eligibility requirements (see previous page) for activity trips and have submitted a completed activity driver form, shall have their name placed on an “Activity Driver Rotation List” arranged in alphabetical order.  This list will be used to assign drivers to activity trips as follows:

1.   Activity trip requests will be placed in a notebook labeled “Activity 
Trips to be Assigned.” Requests for the week’s activity trips will be   
      posted in the Activity Notebook on Friday afternoons. These requests 
      will be collected the following Thursday afternoon.

2.   Drivers will sign up on the bottom of each activity trip request that  
they would like to be assigned.
3.    The Activity Trip Coordinator will collect the notebook and make driver
      assignments from the list of drivers who have submitted an activity 

      driver form. Assignments will be based on a rotation system utilizing

      an alphabetical listing.               

4.   When activity trip driver assignments have been completed, the assigned 

     drivers for the upcoming week will be posted each Friday on the bulletin

     board in the breakroom.


      5.
Any driver who gives up 3 assigned trips will be removed from the 


rotation.
6.    Coaches and/or teachers who are properly trained and certified will be 
permitted to drive activity trips that conflict with route times.

7.    The transportation Office reserves the right to deviate from this        
      assignment process if the situation or circumstances warrant.

8.    EXCEPTIONS:
Drivers for Out-of-State or Overnight activity trips may be assigned by the Transportation Office regardless of position on the rotation.
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              (H-2)  PRIOR TO DEPARTING ON A TRIP

    

Prior to departing on a trip, the driver(s) must do the following:

      1.   Get an Activity Trip Report

      2.   Get gate card and building keys (only if trip return is

           scheduled after 4:30 P.M. or trip is on the weekend.)

      3.   Fuel the bus.
      4.   Clean the bus and empty the trash container.

    On the trip, the driver(s) must do the following:


 A.
If Multiple buses




1. Leave transportation together.





2. Stay together on the trip.




3. Coordinate driving directions before departing school.

 B.   Capacity (includes ALL students, teachers and volunteers.)



1. Local trips within Norman





Elementary – 50 passengers maximum

                        Secondary – 45 passengers maximum




2. Out of town





Elementary & Secondary – 40 passengers maximum


 C.   Use sponsors to coordinate directions, times,


when ready to depart and accounting for students.
            Sponsor is responsible for directions to activity.

 D.   Assist sponsor in maintaining proper passenger

                  safety and conduct.

 E.
Do not use radio unless emergency situation exists.

 F.   Have sponsors sign Bus Trip Report.
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             (H-3)   RETURNING FROM A TRIP 

Returning from a trip, the driver(s) must do the following:

    
1. Fill bus up with fuel. ALL out-of-town trips, MUST be re-fueled.

 
   Fueling is a 24-hour per day, 7 day per week operation.

    
2. Complete Bus Trip Report

         a)   Odometer Reading – Returning   

         b)   Time – Returning

         c)   Driver signs Bus Trip Report

    
3. If trip return is before P.M. route time, leave the Bus Trip

         Report in the Transportation Office.

    
4. If trip return is after 5:30 P.M., leave the Bus Trip Report,
         clipboard and bus keys on the counter in the Transportation Office.

Place building keys and gate card in box by door. Insure that

office door is locked.

    
5. Insure that the bus used on the activity trip is inspected

         and cleaned before it is to be used on an A.M. or P.M. route.

    
6. Insure that at anytime the bus is left unattended on an

         activity that it is secured (all windows closed, loading

         door closed and emergency door closed.)

     
NOTE: Failure to comply with Activity Trip Procedures will be cause

            to forfeit activity trip privileges.

REVISED
6-2007


(I) CRISIS INTERVENTION


(I-1) FIGHTING ON THE BUS

      
No weapons involved


Give verbal directive for students to STOP.



Direct other students to remain seated.


Radio Transportation to describe incident.


 (I-2) WEAPON ON THE BUS
Upon observing or suspecting a possible weapon on the bus, proceed 

with the following steps:




Choose a safe location to stop the bus...





The area should be open...

The area should be away from a school or other populated area...

Calmly and slowly transmit situation on radio as follows:


Transportation...this is bus # _____. 



I have a POSSIBLE BUS STOP _____  at  _______________.





   (code)     (stop location)


      STOP CODES:  1-Gun   2-Knife   3-Dangerous Object

Advise the students that the bus is experiencing mechanical problems and you will be stopping.




Students are to remain on the bus.



Continue observing suspect (physical description/color of  




clothing, position inside bus, etc.)



Wait for further instruction from emergency personnel.



REVISED

6-2007
(I) CRISIS INTERVENTION

(I-3) EMERGENCY SITUATION 


Discharge of firearm on bus.


Assault with dangerous weapon on bus.


Hostage situation.


External assault on bus.

DO NOT ATTEMPT TO CONFRONT THE SUSPECT.


FOLLOW ALL DIRECTIONS GIVEN BY THE SUSPECT.



Calmly and slowly transmit situation on radio as follows:

“Transportation...this is bus #___. 
I have a BUS STOP ______ at ____________________________________




(code)   (street location /direction of travel).               





    STOP CODES:   1-GUN   2-KNIFE  3-DANGEROUS OBJECT



Continue observing suspect (physical description/color of  




clothing, position inside bus, etc.)


Wait for further instructions from emergency personnel.



Remember the safety of the students is your primary concern.
(J) INCLEMENT WEATHER PROCEDURES

Will the schools be closed if it snows or if the roads are icy? This is a question often asked when inclement weather is a possibility. Norman Public Schools’ policy on school closing state, “Should inclement weather conditions force the closing of school, the Superintendent of Schools shall make that decision as early as possible and shall notify the community via the local news media.”

“The local radio and television stations will be contacted as early as possible and no later than 6:00 a.m. if the schools are to be closed for the day,”  “We encourage our students and parents to tune in early to the radio and television stations for school closings.” School closings will first be announced through local news media. As soon as possible, a notice will also be placed on the district’s website, www.norman.k12.ok.us and the Bulletin Board on the Norman Public Schools’ Cable Channel 18. 

Personnel at radio and television stations request that the public refrain from calling the stations so that the lines can stay open for emergency situations. When the schools are closed it is only for one day at a time. A new announcement will be made for each additional day the schools are to remain closed.

It is the practice of Norman Public Schools not to delay the start of school or dismiss school early because of poor weather conditions. If the road conditions deteriorate during the school day, buses may start the afternoon routes a few minutes early in order for students to arrive home close to the normal time.

The decision to close school due to inclement weather is made after careful consideration based on information from local and national weather services, the City of Norman, the Norman Police Department, and the Highway Patrol. School personnel drive and evaluate road conditions in all sectors of the school district starting at 4:00 a.m.


   (K)
NATURAL DISASTER, SAFETY HAZARDS AND TORNADO PROCEDURES
While on school bus routes and a natural disaster or a hazard to personal safety is apparent or imminent the following procedures are to be followed:

Natural Disaster and Safety Hazards
· When information is available, drivers will be advised of conditions that threaten student safety.
· If conditions appear to threaten student safety at point of pick-up, drop off or during transit, initiate radio contact or telephone the transportation office.
· Stand by for specific instructions.
Tornado Procedures

· School officials should monitor weather reports. If a tornado warning is issued for the district, school bus routes should be delayed until the warning is lifted or expired.

· In the event a tornado is encountered en route, the school bus should be immediately evacuated and the students moved to a shelter if available. If one is not available, the students should be instructed to go to the nearest low lying place such as a ditch and lie down covering their heads with their arms or clothing such as a jacket.

· Any school in the district may be used for shelter. It is very important that the transportation office know which school you are using and how many students you have on board so that the proper school administrator can be notified.

(L) PAYROLL INFORMATION

1.  All school bus drivers and monitors are included on the monthly 

    school system employee payroll.

2.  Drivers are paid from the first working day of the current month

    through the last working day of the current month. 

3.  Payday for all employees is the last working day of each

    month.  Paychecks are distributed in the Transportation Office

    after 09:00 A.M. on paydays only.

4.  When drivers are absent for the A.M. or P.M. or both routes,

    that portion of pay is deducted from his/her monthly pay.  (Bus

    drivers are ONLY paid for the A.M. and P.M. routes driven 

    during days school is in session.)

5.  Each employee will accrue 1 sick leave day per month. These days

    should be used only when an employee is ill, and not able to attend work. 

    If an employee has to use a "sick leave" day, the transportation 


  

    office must be notified PRIOR to absence. Write the word "sick" on 

    your time card in the appropriate area for that day. Any sick leave days

    left at the end of the school year will carry over to the next school

    year in the fall. (i.e. 9 days sick leave at end of year = 9 days sick 

    leave to start with the next school year.)

(L)  PAYROLL INFORMATION  (CONTINUED)

6.  Deductions from drivers' pay will be made for the following:

         A.   Social Security (FICA)

B.
FICA (Medicare)

         C.   Federal Income Tax


D.
Oklahoma State Tax

7.  It is the drivers' responsibility to notify the Transportation

    Office, before the end of a pay period, of any changes in the

    number of dependents claimed for withholding tax purposes, any

    name changes (due to marriage) and any address and telephone

    number changes.

8.  If any driver finds it necessary to resign during a pay period, or

    is terminated during the pay period, he/she will receive his/her

    pay check at the regular time at the end of the pay period. 

    NOTE:  Questions concerning pay/payroll should be directed to

    the Transportation Office or the Payroll Clerk at the 

    Administrative Service Center.













Revised

                                                                  7-2010

     (L-1) SCHOOL BUS DRIVER AND ASSIGNED MONITOR ROUTE PAY

Bus Drivers and Assigned Monitors are salaried according to the length 
of the bus route, according to the route description, plus a :50 minute

window. If or when a Driver Monitor is reassigned to a route of lesser
hours, they are paid the salary of the longer route for the remainder of
the school year.

The following year a Change of Assignment is submitted to payroll to
reflect the lesser.

Drivers and Monitors who are reassigned to a longer route (more hours) 
are paid according to the route description, plus a :50 minute window.
This is done on a Change of Assignment and becomes effective 
immediately. 


      (L-2)
ASSIGNED BUS DRIVERS AND MONITORS



ROUTE TIME ADJUSTMENTS:

Route time adjustments are made before the school year starts and 

continue as needed throughout the school year. The adjustments are 
reported to the Personnel Department and are reflected each pay period. 
Route times at the beginning of a school year are compared to route 
times that ended the previous school year. These routes may be less, the 
same, or more.
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(M)  REASONS FOR EMPLOYEE SUSPENSION/DISMISSAL

1. Failure to comply with Board of Education policies/regulations or any

policies/procedures set forth in this manual may result in suspension 

and/or suspension/dismissal.

2.  Any driver receiving a speeding or any traffic citation will have

    to pay his/her own fine and after investigation, may be subject

    to immediate suspension/dismissal.

3.  Drivers must stop the bus at ALL RAILROAD CROSSINGS, loaded or unloaded.         
    Including switch tracks as well as main tracks. Failure to do this will be    
    cause for immediate suspension/dismissal.  

4.  Drivers are prohibited from cell phone use while driving a school bus.
    Using a cell phone while driving a school bus will result in suspension

    or dismissal.

5.  Any employee drinking alcoholic beverages, smoking or consuming

    mind-altering drugs while on the job or at other times which

    effect driving ability will be dismissed.

6.  All employees must be present and punctual.  REPEATED ABSENCES AND

    TARDINESS WILL BE CAUSE FOR SUSPENSION/DISMISSAL.

7.  Any employee who is "accident-prone" will be subject to                

    suspension/dismissal.

      8.  Any employee who disregards student safety, touches, neglects or

abuses students will be subject to suspension/dismissal.

9.  Any Driver who neglects, abuses or misuses school vehicles and 

    equipment will be subject to suspension/dismissal.

     10.  Any Driver who fails to remove the keys from the bus when unattended

          will be subject to suspension/dismissal.

     11.  Any Driver who fails to inspect their bus after each run for students

          left on board will be subject to immediate suspension/dismissal.

     12.  Any Driver who runs out of fuel on the route or an activity trip will

    be subject to suspension/dismissal.

     13.  Failure to report any and ALL accidents to the Transportation Office,

regardless of how minor, will result in IMMEDIATE suspension and/or termination.  Even if the other party(s) leaves the scene, you must 

call in and report the accident and it MUST be investigated.   

2
11

