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A Letter of Thanks.... 

I do not need to tell you that as a driver or monitor, you hold a very important position 
not only with McCracken County Schools but within the lives of every child you come in contact 
with. 

It is obvious that you are an essential part of the educational community. The school 
bus is an extension of the classroom. You are the first representative of the school system that 
bus riders meet in the morning and the last most see in the evening. You have the greatest 
responsibility of setting a child's perception of our schools. Always remember to be positive! 
Help make school something to look forward to and a wonderful place to be! For some it may be 
all they have. 

While on the bus, their safety is in your hands. You are their guardian, teacher, friend 
and sometimes disciplinarian. "LEAD BY EXAMPLE" Be the kind of adult you would want each 
of the students to grow up to be. Remember your main responsibility is to provide care and 
protection while safely transporting the students. Perhaps in no other area of education does 
any one person accept more responsibility for the safety and well being of students than the 
school bus driver and monitor. 

This handbook is designed to help you understand your job duties. It's to help you 
remain aware of the various federal and state laws as well as board policies. If at any time you 
still need assistance, your first step should be to contact the transportation office. 

Derek, Denise, Dan and I thank you for the safe, outstanding job each of you do every 
year. We are looking forward to another great year of working together to keep the students of 
McCracken County safe. Have a great 2017-2018 school year! 

Thank you for all you do, 
Teresa Bottoms 
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A. POLICY STATEMENT 

McCracken County Board of Education recognizes that student transportation is a support 
service necessary to ensure widespread student attendance. It is the desire of the Board to 
operate transportation services in the most safe and cost effective manner. 

To provide the service of transportation, the Board identifies the following major goals for 
transportation: 

Safety: 	All operating procedures will consider the protection and 
best interest of students. 

Service: 	The Transportation Department will provide students with the 
opportunity to have the best possible transportation in a non-
threatening environment. 

Economy: Express routing, varying time schedules, spacing of bus stops, 
and other techniques for improving operating efficiency should 
be employed in program operations. 

This handbook cannot and is not intended to be all inclusive or cover every situation which may 
arise. Employees should exercise prudent judgment in all circumstances. 

While each and every circumstance is unique and different, and must be handled as such, it is 
the goal of the Transportation Administration to be fair and consistent in all circumstances and 
to provide a quality work environment for each and every employee. 

OUR MISSION STATEMENT: 

Our mission is to be a support in the educational process by providing sound 
transportation in a positive, caring, compassionate environment in the safest, 
most efficient way possible for the students of McCracken County. 
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B. JOB DESCRIPTIONS 

1) 	TITLE: 	 BUS DRIVER 

CLASSIFICATION: 	BUS DRIVER 

QUALIFICATIONS: 

1. High school diploma G.E.D. certificate or satisfactory progress towards a G.E.D. 

2. Demonstrate competent language skills. 

3. Has demonstrated ability to work with children. 

4. Participates in and successfully completes training programs as specified by the 
Kentucky Department of Education and local district. 

5. Has successfully completed all training and tests required by state and local boards, 
and has one year experience in the operation of a motor vehicle. 

6. Must meet the requirements for a criminal record check and five year driving check 
as specified by Kentucky state law. 

7. Has met all state and local physical examination and health requirements. 

8. Valid Kentucky commercial Class B driver's license (CDL), with bus driver and 
passenger certification. Class "B", P.S., endorsements. 

9. Must be 21 years of age. 

REPORTS TO: 
Transportation Management 

JOB GOALS: 

To transport students to and from school and on special trips, while operating a school bus in a 
safe and timely manner. 

CRITICAL SKILLS/EXPERTISE REQUIRED: 

KNOWLEDGE OF: 

1. Safe driving practices. 

2. Provisions of the State Motor Vehicle code and Kentucky Administration Regulations 
applicable to the operation of vehicles transporting students. 

7 	rev. 
tw 9/13/16 



3. First aid practices. 

4. Interpersonal skills using tact, patience and courtesy. 

ESSENTIAL JOB FUNCTIONS: 

ABILITY TO: 

1. Operate a school bus over designated routes in accordance with time schedules, 
picking up and discharging students. 

2. Maintain order and discipline among students while driving a school bus. 

3. Maintain assigned vehicle in a clean and safe operating condition. 

4. Recognize equipment malfunctions and take appropriate action. 

5. Learn designated bus routes including stops and traffic hazards. 

6. Maintain routine records. 

7. Establish and maintain cooperative and effective working relationships with others. 

8. Understand and follow oral and written directions. 

9. Meet schedules and time lines. 

10. Communicate effectively both orally and in writing. 

11. Learn, apply and explain rules, regulations, policies and procedures. 

12.Observe legal and defensive driving practices. 

13.Assist in loading and unloading disabled children as necessary. 

PERFORMANCE RESPONSIBILITIES: 

The driver is responsible to the Principal(s) for time schedules and pupil discipline and 
responsible to the Transportation Management for safety, vehicle maintenance, and 
policy procedures. The following are required of the driver: 

1. Operate the bus and carry out duties on schedule and in a prompt and efficient 
manner. 

2. Safely operate the school bus under all varying weather conditions. 
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3. Properly supervise passengers on the bus in accordance with transportation 
regulations, and with pupil personnel code of conduct. 

4. Take proper care of the bus and see that it is maintained in safe operation condition. 

5. Conduct routine required inspections and provide the proper documentation. 

6. Attend safety meetings and workshops as determined by the Transportation 
Management. 

7. Meet the training requirements set forth in State and district regulations. 

8. Meet those responsibilities as set forth in the Board's Handbook for School Bus 
Drivers, State Board of Education regulations, applicable statutory laws, and 
directives of the Superintendent or Transportation Management. 

9. Perform other duties that may not be specifically covered in this general job 
description, as assigned by the Transportation Management. 

10. Demonstrate a consistent and positive behavior toward students and patrons in order 
to foster positive public relations. 

11. Demonstrate loyalty and dedication to the goals and purposes of McCracken County 
Public Schools. 

EVALUATION: 

Performance of this job will be evaluated in accordance with Board Policy on evaluation 
of bus drivers as classified personnel. Evaluation will be conducted by the 
Transportation Management. 

KNOWLEDGE AND SKILLS 

Knowledge of first aid and vehicle safety checks is necessary to successfully fulfill this 
position's responsibilities. Skills and abilities include driving skills and the ability to work with 
children. Credentials normally associated with competence in this position are a state 
certification as a Bus Driver, a state driver's license and an accepted state physical 
examination. 
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WORKING CONDITIONS 

Experiences some discomfort due to traffic congestion and possibly hazardous weather 
conditions. 

PHYSICAL DEMANDS 

The job may require lifting of objects that exceed 25 pounds, with occasional lifting and/or 
carrying of objects weighing in excess of 75 pounds. Other physical demands that may be 
required are as follows: 

1. Pushing and/or pulling 
2. Climbing 
3. Stooping, kneeling, crouching and/or crawling 
4. Reaching 
5. Vision and hearing requirements. 

The above statements are intended to describe the general nature and level of work being 
performed by people assigned to this position. They are not intended to be an exhaustive list 
of responsibilities, duties and skills required of personnel so assigned. 
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3) 	TITLE: 	 BUS MONITOR 

CLASSIFICATION: 	BUS MONITOR 

QUALIFICATIONS: 

1. High school diploma, G.E.D. certificate or satisfactory progress towards a G.E.D. 

2. Must meet the requirements of a criminal record check as specified by Kentucky 
state law. 

3. Demonstrated aptitude or competence for assigned responsibilities. 

4. Has met all health requirements as specified in district personnel policy. 

5. Has successfully completed all training required by state law and local board 
policy. 

REPORTS TO: 

Transportation Management 

JOB GOAL: 

To assist in providing safe transportation so that students may enjoy the fullest possible 
advantage from the district's curriculum and extracurricular program. 

CRITICAL SKILLS/EXPERTISE REQUIRED: 

KNOWLEDGE OF:  

1. Safe practices concerning school bus transportation. 

2. Basic record-keeping techniques. 

3. Applicable sections of the KAR and other applicable laws. 

4. Health and safety regulations. 

ESSENTIAL JOB FUNCTIONS: 

ABILITY TO:  

1. Maintain proper records and documentation. 

2. Assist student loading, unloading and seating arrangements as required. 
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3. Understand and relate to children with special needs. 

4. Establish and maintain cooperative and effective working relationships. 

5. Communicate effectively both orally and in writing. 

6. Lift students according to established guidelines. 

7. Maintain current knowledge of Emergency Evacuation procedures. 

8. Maintain routine records. 

9. Observe health and safety regulations. 

PERFORMANCE RESPONSIBILITIES: 

1. Assists the bus driver in maintaining good student conduct on the bus. 

2. Assist young or disabled students in getting on and off the bus. 

3. Assures that students get on and off the bus in an orderly fashion. 

4. Provides written records of violations of the student code to the Building principal. 

5. Collects and turns over to the school secretary those personal items left on the bus 
by students. 

6. Performs related duties as assigned. 

7. Demonstrates loyalty and dedication to the purposes and goals of McCracken 
County Public Schools. 

EVALUATION: 

Performance of this job will be evaluated in accordance with Board policy on 
Evaluation of classified personnel. Evaluation will be conducted by the Transportation 
Management. 
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C. GENERAL INFORMATION 

1) TYPICAL DUTIES OF BUS DRIVER 

• Operate school bus to transport pupils on a scheduled route for daily transportation or 
special field trips 

• Promote safety habits in school children 
• Perform pre-trip inspection of equipment to help maintain safe and economical 

transportation. Pre-trip should be recorded on timesheet 30 minutes before AM route and 
10 minutes before PM route. 

• Maintain order of students being transported, write disciplinary referrals. Work closely with 
principals, parents and transportation management. 

2) PERSONAL APPEARANCE 

As a school bus driver/monitor, you are expected to be neat, clean, and orderly in performing 
your duties. You must begin with your own personal appearance. You should always keep in 
mind that you are in daily contact with hundreds of children who are influenced by you. The 
school staff and parents will have greater respect for you if you present a neat appearance. 

3) TRANSPORTATION DEPARTMENT DRESS CODE 

LADIES / MEN APPAREL: 

• No suggestive or overly revealing clothing shall be worn. 
• Proper underclothing must be worn but not visible. 
• Shorts and skirts must be no shorter than the kneecap 
• Blouses and shirts must meet skirts, slacks or pants. The midriff must not show. 
• Clothing shall not advertise alcohol, drugs, tobacco, no vulgar/suggestive slogans 
• Clothing shall not express controversial political, social, or religious viewpoints 
• Should wear ID Badge while on duty 
• All garments must be in good state of repair 
• Employees shall wear clothing properly and at the right body height and purpose for which it 

was intended 
• For safety reasons, employees must wear shoes appropriate for the job assignment; all 

shoes must have a covered heel or heel strap. 
• Additional dress code requirements may be determined by the transportation department. 
• Monitors must wear safety vests at all times while on a route. 

Employees found to be inappropriately dressed may be sent home without pay and will not be 
permitted to work until proper attire is worn. 
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4) WORKING HOURS AND SCHEDULE 

Working hours and schedules will be set by the Transportation Department. If there should be 
a conflict with your schedule due to illness or emergency, you must notify you're the 
transportation office as soon as you are aware that you will be absent, and certainly no later 
than 5:30 a.m. for the morning route and by noon for the afternoon route. Employees should 
avoid reporting an absence outside of these timeframes unless it is an emergency. You must 
talk to a member of Transportation Management.  Under no circumstance should messages 
be left on an answering machine reporting an absence or through text messages. 

5) PAY SCHEDULE - SICK, PERSONAL & EMERGENCY LEAVE, INJURY ON THE JOB, 
HOLIDAYS, INSURANCE AND OTHER BENEFITS 

It is the policy of McCracken County Board of Education that all benefits be coordinated and 
implemented through the department of personnel and/or the payroll department. Guidelines 
and references to these subjects are covered in the yearly support personnel policy manual. 
Please refer to that manual when questions arise in these areas. 

6) IDENTIFICATION BADGES 

The Transportation Department will provide identification badges for all Transportation 
Employees. These should be worn at all times while on duty. 

7) IGNITION KEYS 

When it is necessary to leave the keys in your bus, please place the keys in the first aid kit. 
When parking at the bus garage, take your set of keys with you. Spare Bus Keys will be kept 
at the bus garage and will need to be signed out through the garage men. For those employees 
that keep the bus at their homes, you must remove the keys from the ignition when parking the 
bus. 

8) CHANGE OF ADDRESS AND TELEPHONE 

All changes of address and telephone numbers are to be reported to the Transportation 
Department, in writing, immediately. The changes will be entered in the employee's 
Transportation records for use in case of emergency, and a copy will be sent to the Department 
of Personnel. 

Substitute bus drivers must at all times maintain a telephone since they must be available to be 
contacted to come in to work on a moment's notice. Failure to maintain a telephone may result 
in the substitute driver not being contacted for assignment. 
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9) SAFETY MEETINGS / IN-SERVICE TRAINING / PROFESSIONAL DEVELOPMENT / 
8 HOUR UPDATES 

Safety meetings and in-service training days have been designed for specific driver needs. 
The purpose of these meetings and training sessions is to enhance employee professionalism 
and to provide for the safety of the children that have been entrusted to us to transport, and 
also to reduce the liability for drivers and this school system. 

These meetings are MANDATORY and you are expected to attend. Failure to attend may 
result in your not being allowed to drive a school bus in the state of Kentucky. 

10) TRANSPORTATION EVALUATIONS 

The evaluation form in school recruiter will be used for Transportation employee evaluations. 

The purpose of the evaluation is to make the employee aware of his/her job performance. It is 
to be used to build from your strengths, recognize your weaknesses, and enable you to 
improve your performance. At this time, there is no monetary salary implication of either a 
good or bad evaluation. Evaluations will be used, however, in consideration and in decisions 
regarding suspensions and dismissals and route transfers. 

It is the intention to have one evaluation performed each school year. 

11) VEHICLE ACCIDENT REPORTING 

Report All Accidents 

McCracken County School Board is mandated to have all accidents investigated at the time 
and location of an accident. Unreported accidents may result in immediate termination. 

12) VEHICLE MAINTENANCE WORK ORDERS 

It is the responsibility of the bus driver to prepare and submit requests for vehicle repairs. 
Reports are to be submitted to the vehicle maintenance staff immediately. 

Each bus has a scheduled service day each month. It is expected that the driver will bring that 
vehicle in for inspection at the time it is scheduled. Any change in the service day must me 
arranged in advance of the scheduled service day. Any vehicle not serviced on or before its 
scheduled day is to be dead-lined and the vehicle cannot be driven until it has been service. 
Each driver will be notified, normally by radio, when their vehicle is completed by the garage. 
See service day schedule, appendix A3 
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13) DRIVER'S LICENSE POLICY 

Employees are required to maintain at all times a valid non-restricted commercial driver's 
license approved by the Kentucky Department of Safety for the vehicle their job assignment 
requires. Failure to comply may be grounds for termination. 

Employee's conviction/nolo contendre/payment of fine for a traffic violation while driving a 
McCracken County Board of Education vehicle may be grounds for disciplinary action up to 
and including termination. 

Drivers are required to have their license scanned by the driver trainers to keep on file every 
time your license is renewed or changed. 

A school bus driver shall immediately report to the local superintendent or designee a: 
1. Revocation of driver's license 
2. Conviction for DUI/DWI 
3. Conviction for reckless driving 
4. Citation for any moving motor vehicle violation including DUI/DWI and reckless 

driving. 

14) TRANSPORTATION PROCEDURES FOR COMPLAINTS AND/OR 
GRIEVANCES 

Complaints and/or grievances will be brought to the attention of the employee's immediate 
supervisor in writing. If the employee is not satisfied with the decision or stance of the 
supervisor within one (1) week, the employee may schedule an appointment with the next 
supervisor and continue this process step by step all the way to the superintendent and/or his 
designee. Failure to comply with this grievance "chain of command" could result in the 
complaint/grievance being dismissed. This is following board policy 3.26 

15) ROUTE/JOB ASSIGNMENT PROCEDURES 

Transportation employees will be given an opportunity to request, in writing, for positions left 
vacant by resignations, termination or extended leave. All hourly positions will be posted when 
vacant. (Exception: Staff and route reductions resulting in moving present staff.) Temporary 
routes may be assigned as necessary, and normally these routes will not be posted for bid. All 
new routes and/or positions must be approved by the McCracken County Board of Education. 

These positions will be filled by first considering qualifications and other criteria. (Examples of 
other criteria include geographic location of a particular route, proximity of an employee's 
current residence to a particular route, availability of a safe and secure place for a bus, the 
number of hours scheduled to work daily, selection by interview process, etc.). When 
qualifications and other criteria are substantially equal, Department Seniority will be the 
governing consideration in the selection of employees to fill job vacancies within the 
Transportation Department. Seniority (relative to filling job vacancies, special assignments, 

16 rev. 

tw 9/13/16 



work force downsizing, etc. within the Transportation Department) shall be the length of 
service time as a regular employee/member of the Transportation Department. 

Mid-day and extra assignment routes will be placed at the beginning of each semester. Mid-day 
routes will still be utilized, and identified as temporary and not added to base pay. If you miss 3 
times without a doctors excuse the route will be placed with the next employee in line. You are 
not allowed to get your own sub, it must come through the transportation office. A two week 
notice will be required when vacating temporary mid-day routes. 

NOTE: Buses are assigned to routes; not drivers. Buses are not assigned by seniority of 
drivers. New buses are distributed throughout the county. They are also assigned according 
to mileage. We have to make each bus last at least 14 years. We constantly monitor mileage 
and may sometimes shift buses around to try and make them all have the same amount of 
mileage over those 14 years. 

16) ASSIGNMENT OF SUB BUSES 

In an effort to see that all sub buses are kept clean and operational, the vehicle maintenance 
staff will assign the driver a spare bus. You must see one of the garage men to check out a 
spare bus. Drivers will be expected to return the bus clean and full of fuel, and all requests for 
repairs must be reported to the vehicle maintenance staff. 

It is the desire of this office to provide you with a clean and dependable bus whenever your 
assigned bus is being repaired. 

17) TWO-WAY RADIO PROCEDURE 

When using the radio, make messages as brief and to the point as possible, "sign-off' promptly 
after communication is complete, and before communicating listen briefly to make sure that you 
will not talk over others using the radio. Radios may not be used for personal conversation or 
any conversation that is not related to the Transportation Departments business. Radios 
should not be used to ask anyone to make personal telephone calls or to have personal 
messages radioed to employees unless it is a case of extreme emergency. 

Do not use individual names over the radio. Please refer to a child as a "student". 

If further identification is needed for the student, use their first name and address. 

18) CLASSROOM EXTENSION 
Take time to think about your bus as a classroom and what you want to teach your passengers. 
Are you being courteous by using please and thank you? Are you concerned about the well 
being and safety of your passengers by enforcing the student bus riding rules in a positive 
manner? Do you set an example by obeying the speed limit and other traffic signs? Do you yield 
the right of way and are you considerate of other drivers? Do you get to your route on time so 
that you are not rushed from the start? Do you keep the bus clean? 
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The bus is the perfect environment for teaching real-life situations -SMILE- Be friendly, say 
good morning, hello, good-bye...friendly greetings. A cheerful atmosphere starts the day in a 
positive manner for you and your students. You should treat all students fairly. The showing of 
favoritism is the quickest way of losing control and respect. 

19) WHO MAY BE PERMITTED ON McCRACKEN COUNTY SCHOOL BUSES 

Transportation of unauthorized persons is not permitted. ONLY approved assigned students, 
chaperones and Board of Education personnel authorized to ride the bus may be transported. 

No unauthorized person(s) shall come on board a MOPS school bus without prior approval, for 
any purpose. (Example - children who are not students, parents, etc.) This applies to regular 
routes, field trips or any other occasion when a board owned school bus is being used. 

20) STUDENT INJURY 

In the event a student is injured while on the school bus, it is the driver's responsibility to report 
the injury to the Transportation Department office as soon as possible. This can be done by 
bus radio by only using student's first name and address. Then notify the office with details by 
phone after route. 

21) TRANSPORTING BAND INSTRUMENTS, SPORTS EQUIPMENT, OR OTHER LARGE 
OBJECTS ON THE BUS 

Since opinions are constantly changing about what can and cannot be transported on buses, 
let me give you some guidelines. 702 KAR 5:080 Section 20 governs what can and cannot be 
transported and says, "A driver shall not permit transportation of any object that would block 
the aisle of exits in the case of collision." Areas of concern for transporting band instruments 
are: 

1) Is it a safety hazard? 
2) Can the student hold the instrument in their lap safely without 

interfering with other students? 
3) Seat space 
4) Instrument size 
5) Lack of space 

School bus seats are designed to transport 3 students in which the size of each student does 
not exceed 13 inches width. Generally, 13" X 26" is a guideline, so instruments that could 

possibly  be transported are: 

Violin 	 Clarinet 
Alto Saxophone 	Piccolo 
Bells 	 Flute 
Oboe 
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Band instruments that should not be transported on the bus are: 

Trombone 	String Bass 
Tuba 	 Drums 
Cello 	 Baritone Horn 
French Horn 

Remember that school bus drivers are the authority and all students must follow the directions 
of the driver while being transported. 

22) RELEASE TO DEPART 

Only upon written approval of the parent/guardian and the school principal will the bus driver 
allow a student to disembark the bus other than at his/her regular bus stop, or to allow a 
student not ordinarily on their bus to be transported (e.g. a student going home with another 
student to spend the night). Bus drivers will not release students to any person, with the 
exception of properly identified law enforcement officials, emergency medical technicians, and 
School Board staff. Parents/guardians and other adults must receive authorization from the 
Principal and Transportation Supervisor before being allowed to board the school bus with 
students on board. Reference KRS 158.110, 189.370,189.375, 189.540, 702 KAR 5:080, 702 
KAR 5:150 

23) LOADING AND UNLOADING PROCEDURE 

Each year, several fatalities occur at or near school bus stops across the country. The 
transported student is in the greatest danger while waiting, boarding and exiting a school bus. 
The driver of the bus must follow proper procedures in order to give the most reasonable and 
safe protection to those school students for which he/she is responsible. The following 
procedure must be followed: 

APPROACH: 
Step 1. Visual Scan 
Step 2. Tap Brakes 
Step 3. Visual Scan 
Step 4. Warning lights (150-200 ft. back) 

STOP: 
Step 5. Park Brake 
Step 6. Gear (place in neutral) 
Step 7. Visual Scan 
Step 8. Stop Arm and Red Warning Lights (at complete stop) 

LOADING: 
Step 9. Visual Scan 
Step 10. Open Service Door 
Step 11. Motion to cross 
Step 12. Hand rail and count 
Step 13. Seating 
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DOOR: 
Step 14. Visual Scan 
Step 15. Service Door 
Step 16. Gear 
Step 17. Park Brake 
Step 18. Visual Scan 

24) SCHOOL BUS LOADING AND UNLOADING PROCEDURES ON SCHOOL 
GROUNDS 

• Principals are responsible for the safe loading/unloading of buses while on their campus. 
• Principals, or their representatives, will secure areas where students are to load/unload. 

Unauthorized vehicles parked in loading areas when buses are to arrive will be moved or 
towed at principal's request. 

• Principal will assign a staff member to remain at the school office until the last transfer is 
made. This person will handle student discipline and provide student information in the 
event of a bus accident. 

25) SEATING ASSIGNMENTS 
Student safety is always the first consideration in the utilization of bus seats. While assigned 
seating is required, it is also at the discretion of each driver. Assign students by grades, 
youngest in front, girls on one side - boys on the other. 

26) SCHOOL BUS IDLING 

• When school bus drivers arrive at loading or unloading areas to drop off or pick up 
passengers, they should turn off their buses as soon as possible to eliminate idling time 
and reduce harmful emissions. The school bus should not be restarted until it is ready to 
depart and there is a clear path to exit the pick-up area. Exceptions include conditions that 
would compromise passenger safety, such as: 

A) Extreme weather conditions B) Idling in traffic 
• School bus drivers will limit idling time during early morning warm-up to manufacturers' 

recommendations - generally 3-5 minutes in all but the coldest weather and for the pretrip 
safety inspections. Below are the guidelines for idling in cold weather. 

	

If the outside temperature is: Above 20 degrees F 
	

5 minutes maximum 
Between 10 and 20 degrees F 15 minutes maximum 

	

Below 10 degrees F 
	

as necessary 

• Exceptions to this policy are granted only when running the engine is necessary to operate 
required safety equipment or to maintain a safe environment for students with special 
health needs and/or extreme weather conditions. 

• An exception to this policy is idling a bus 1-2 minutes before shutting the engine off in order 
to lower the RPM's on the turbo charger. 
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27) ACCIDENT PROCEDURES 

06.2 AP.11 Accidents  
If the school bus is involved in an accident, the following procedures are to be followed by the 
bus driver: 
1. Set the parking brake. 
2. Turn the engine off and turn the key to ACC so the 2-way radio will work. 
3. Remain calm and reassure the pupils. 
4. Contact the Transportation Department or a supervisor for assistance, (preferably by cell 

phone), and give the exact location of the bus. 
5. Use emergency reflectors to "protect the scene," as appropriate. 
6. Unless the bus is on a railroad track or is in danger of another collision, do not move the 

vehicles involved until law officers advise you to do so. 
7. Check for injury to pupils. If there is an injury, proceed as follows: 

a) Move the person from danger and give first aid. Caution must be observed if neck or 
back injury is indicated. 

b) If the injuries appear to be serious, call for an ambulance. 
8. Keep all pupils on the bus unless there is a fire/possibility of a fire or the vehicle is in danger 

of further collision, until a supervisor arrives at the scene. 
9. A supervisor will notify the appropriate officials. 
10. Do not discuss the facts of the accident with anyone except the investigating officer and 

school officials. 
11. Fill out an accident report and file it with the Director of Transportation on the day of the 

accident. Failure to do this constitutes negligence on the part of the driver. 
12. The driver is not to admit that an accident is his/her fault. The driver may say, "I'm sorry the 

accident happened, and it will be reported to the insurance company that handles the 
Board's insurance." 

13. Do not offer to pay any damages to the other party involved. If the bus driver is at fault, the 
Board's insurance company will handle any claims. 

14. Never say, "The Board's insurance company will pay for the damage." The Board's 
insurance adjuster will make that decision. If the representative of another insurance 
company or an attorney representing the other party involved visits the driver and requests 
a statement either written or verbal, the driver shall refuse. The driver should tell the party 
that s/he has filed the accident report with the Director of Transportation and that the party 
will have to see the Director or the Board's insurance agent. (This is very important in 
settling claims.) 

15. Be sure to get the names, addresses, and phone numbers of all passengers on the bus. 
Also include the name of the school each student attends. 

16. Keep cool. Don't panic. Don't exaggerate. 

28) BUS BREAKDOWN PROCEDURE 

Bus breakdowns are a part of life and school bus drivers need to know what to do when one 
occurs to preserve the safety of their passengers, themselves and their vehicle. 
1. Drivers should first turn on their hazard lights. 
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2. Radio the bus garage and identify your location and the nature of your problem. 
3. If there is nowhere to pull over or the bus won't move, place triangles on the traffic side of 

the bus. The recommended location of these triangles is 100 feet and 10 feet in front of the 
bus and 100 feet to the rear of the bus. 

4. Drivers should not attempt to fix the problem. 
5. Children should never exit the bus unless it is an emergency situation or the bus is in a 

dangerous location. 
6. Drivers should reassure the students that help is on the way and to remain calm. 

29) FUELS AND EXPLOSIVES 

No explosive or combustible materials may be transported on a public school bus at any time. 
This includes gasoline, diesel fuel, dynamite caps, bullets, gun powder, firecrackers, aerosol 
cans or any other material of this nature. 

Unlawful possession of a weapon on school property in Kentucky is a felony punishable by five 
years in prison and a $10,000 FINE. 

Only authorized law enforcement officials may have weapons of any kind on a public school 
bus. 

No student may be on a school bus when it is being fueled. 

30) MIRRORS 

To be effective, mirrors must be adjusted to each individuals height. No mirror shall be cracked, 
broken or reduction in it's reflective surface. Mirrors should be firmly supported, adjusted 
properly and cleaned. 

• Interior Mirror: Must afford the driver a good view of the bus interior and the roadway 
to the rear. Must not unduly restrict the driver's forward vision. 

• Outside Mirrors: Shall be located on each side of the bus, forward of the driver's 
seat. They must be capable of providing a view along the left and right side of the 
bus, which includes a view of the rear tires at ground level. 

• Crossover Mirrors: Provides the driver with a view of the blind spot immediately in 
front of the bus. The crossover mirrors also give a view of the front corners of your 
bus including the front tires and front door. 

31) EMPLOYEE'S CHILDREN RIDING ON SCHOOL BUSES 

• Employees may transport their children or grandchildren to and from school on 
scheduled bus routes, if it is a designated school they are assigned to. 
If at any time an employee's child becomes a discipline problem or a safety factor, 
he/she will be denied transportation on his/her parent's bus. 
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• No child will be allowed on a school bus for child care purposes during the driver's 
established route times, when the bus is being fueled, or when the bus is being 
driven to and from the transportation garage for service, inspection or parking. 

• Children will not be permitted at Safety Meetings, Training Classes, or Orientation 
Meetings for child care purposes. 

32) HANDLING OF BODY FLUIDS 

Cleaning spills on a hard surface: 

Use cleaner to wash hands thoroughly before and after cleaning spills. 
Disposable gloves are worn during cleaning. 

• After wiping spill, disinfect area by pouring approved solution around perimeter then 
inward to center. 
Solution to remain on area for 20 minutes before rinsing off with water. 
Ideally, spill is cleaned utilizing disposable materials. 

• When a mop must be utilized, disinfect with approved solution after use. ❑ 

Discard disposable materials in a plastic, sealable bag. 

33) STUDENT MEDICATION 

No driver or monitor will routinely dispense or transport prescription medication to students 
except in unique situations in which a child's health is dependent upon long-term medication or 
emergency medication. 

34) PROCEDURES FOR EMERGENCY 

EVACUATION OF SCHOOL BUSES 

REASONS FOR EMERGENCY EVACUATION 
There are times when a critical situation occurs of such severity, or poses such threat to the 
passengers, that the best thing to do is evacuate the school bus. 

A bus should always be evacuated when: 

• FIRE or DANGER OF FIRE: 
1. There is a fire: 

2. There is the potential for a fire to occur; or 

• UNSAFE LOCATION 
In the event that a school bus is stopped in an unsafe location and is unable to 
proceed, the driver must determine immediately whether it is safe for passengers to 
remain on the bus or to evacuate. 
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Driver must evacuate a school bus if it's final stopping position: 

1. Is in the path of any train or on or closely adjacent to any railroad tracks. 
2. Could change and increase the danger. For example, if a bus were to come to 

rest near a body of water or bluff where it could still move and go into the water or 
over an embankment, it must be evacuated. 

3. Is such that there is danger of collision. Under normal traffic conditions, the bus 
should be visible for a distance of 300 feet or more. A position over a hill or 
around a curve where such visibility does not exist should be considered reason 
for evacuation. 

IMPORTANT FACTORS IN SCHOOL BUS EVACUATION 

• The safety of children is of utmost importance and must be given first consideration. 

• Prior to evacuation, the bus' emergency brakes should be set, ignition turned to 
auxiliary, and the transmission placed in an appropriate gear. 

• The driver should supervise the evacuation to guarantee smoothness of evacuation 
procedures. 

• Evacuations should be conducted with "deliberate speed". A time interval of 1-1/2 to 
2 seconds per passenger has proven to be the safest and most efficient. 

• To ensure a safe exit, passengers must have their hands free. They should leave 
lunch boxes, books, and other personal belongings on the bus. 

• Passengers selected and trained in advance should be assigned to serve as: 
a. Leaders - will lead passengers to safety from each door utilized for 

evacuation. (Passengers should be directed to a safe point at least 100 feet 
from the bus and remain there until given further directions.) 

b. Helpers - two students would be stationed to aid passengers as they leave the 
bus through the rear emergency exit. 

PROPER EVACUATION PROCEDURES 

1. Front door evacuation 

2. Rear door evacuation 

3. Side door evacuation 

4. Front and rear door evacuation 

5. Front and side door evacuation 

6. Rear and side door evacuation 

7. Front, rear and side door evacuation 

8. Emergency windows, hatches and windshield evacuation 
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FRONT DOOR EVACUATION 

1. The driver should give the command "emergency bus evacuation, remain seated, 

front door." 

2. The driver should open the front door and then stand between the first occupied 

seats, facing the front. 

3. A helper(s) should be appointed to take position outside the front door to assist 

those leaving the bus. 

4. A leader should be appointed to lead the children in a safe direction (to be 

determined by the driver) at least one hundred feet (100) away from the bus. 

5. Starting with the right seat, begin evacuating by backing toward the rear of the 

bus while releasing the pupils one (1) seat at a time alternating from right to left 

until all students are evacuated. 

6. Walk to the front of the bus, checking each seat to be sure it is empty. 

7. Leave the bus and have the helper(s) go with you to join the other students. 

REAR DOOR EVACUATION 

1. The driver should give the command "emergency bus evacuation, remain seated, 

rear door." 

2. After the driver announces a rear door evacuation the driver should proceed to 

the rear emergency door and open it. 

3. Have the helper(s) take position outside the rear door. 

4. A leader should be appointed to lead the children in a safe direction (determined 

by the driver) at least one hundred (100) feet away from the bus. 

5. The driver should then start evacuating the passengers one (1) seat at a time 

alternating left and right seats, until the driver, who is backing towards the front of 

the bus and all students have been evacuated. 

6. The driver then should walk to the rear of the bus to ensure that all students have 

exited the bus. 

7. The driver should then exit the bus and join the students at the designated 

assembly location. 
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SIDE DOOR EVACUATION — Front Collision 

1. The driver should give the command "emergency bus evacuation, remain seated, 

side door." 

2. When evacuating from the side door, the first thing must determine is if there is 

traffic approaching the bus from the road and if there is room to evacuate without 

jumping into traffic. 

3. The driver should go to the left side emergency door and open it. 

4. The driver should swing out the door and look in both directions for other vehicles 

approaching the bus and ensure that no child is evacuated into the path of a 

moving vehicle. 

5. Two (2) helpers should be placed on the ground at the side door to assist those 

leaving the bus. 

6. A leader should be appointed to lead the children around the bus, toward the 

rear, facing traffic to a designated location (to be determined by the driver) at 

least one hundred (100) feet away from the bus. 

7. In the event of a front collision, the driver should then begin the evacuation by 

backing toward the front of the bus while releasing the pupils one (1) seat at a 

time until all those students riding in the front of the bus are evacuated. 

8. After the front portion of the bus is clear, the driver should then proceed to the 

area of the side door and back toward the rear of the bus releasing the students 

one (1) at a time until the remainder of the students is evacuated. 

9. The driver should then check the bus to determine that everyone has evacuated 

and exited through the left side door. 

10. Walk to the rear of the bus, facing traffic and ensure there are no students at the 

designated location. 

SIDE DOOR EVACUATION — Rear Collision 

1. The driver should give the command "emergency bus evacuation, remain seated, 

side door." 

2. When evacuating from the left side, the first thing a driver must determine is if 

there is traffic approaching the bus from the road and if there is enough room to 

evacuate without jumping into traffic. 
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3. The driver should go to the left side emergency door and open it. 
4. He/she should swing out the door and look in both directions for other vehicles 

approaching the bus and ensure that no child is evacuated into the path of a 

moving vehicle. 

5. Two (2) helpers should be placed on the ground at the side door to assist those 

leaving the bus. 

6. A leader should be appointed to lead the children around the bus, toward the 

front, with traffic, to a designated are (determined by the driver) at least one 

hundred feet (100) away from the bus. 

7. In the event of a rear collision, the rear of the bus should be evacuated first with 

the driver backing toward the rear from the left side door releasing the students 

on (1) seat at a time. 

8. After the rear portion of the bus is clear, the driver should back towards the front 

of the bus from the left door, releasing the student's one (1) seat at a time. 

9. The driver should then check the bus to determine that everyone has evacuated 

the bus through the left side door. 

10.Walk to the front of the bus, with traffic to ensure that there are no students 

alongside the bus and then join the students at the designated location. 

FRONT — SIDE DOOR EVACUATION 

1. The driver should give the command, "emergency bus evacuation, remain 

seated, front-side door." 

2. The driver should open the front door and then stand between the first occupied 

seats, facing the front. 

3. Direct the helper(s) to take position outside the front door to assist those leaving 

the bus. 

4. A leader should be appointed to lead the students in a safe direction (determined 

by the driver) at least one hundred feet (100) away from the bus. 

5. Starting with the right seat, begin evacuating by backing toward the rear of the 

bus while releasing the pupils one (1) seat at a time alternating from right to left 

until all students riding in the front portion of the bus are evacuated. 
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6. At that point, the driver should open the left side emergency door and check 

traffic to determine there is no other moving traffic present which would create a 

danger to exiting students. 

7. Two (2) helpers should be placed on the ground to assist students as they 

evacuate the bus. 

8. Another leader is appointed to lead the students around the bus toward the rear, 

facing traffic to a designated location where they will join the students from the 

front of the bus. 

9. The driver resumes the evacuation, backing towards the rear of the bus releasing 

the remaining students, one (1) seat at a time by the right-left side method until all 

the students have been evacuated. 

10. After the bus is empty, the driver will check to determine that everyone is off, the 

driver should then exit the front door. 

11.The driver should walk around the bus to ensure that no one is standing 

alongside the left side of the bus and then join the students at the designated 

area. 

REAR-SIDE DOOR EVACUATION 

1. The driver should give the command "emergency bus evacuation, remain seated, 

rear-side door evacuation." 

2. After the driver announces a rear-side door evacuation, the driver should proceed 

to the rear of the bus and open the emergency door. 

3. Two (2) helpers should be placed on the ground to assist students as they 

evacuate the bus. 

4. A helper should be appointed to lead the children in a safe direction (determined 

by the driver) at least one hundred (100) feet away from the bus. 

5. The driver should then start evacuating the passengers one (1) seat at a time 

beginning with the left rear seat first and alternating left and right seats until the 

driver who is backing towards the front of the bus reaches the halfway point. 

6. At that point, the driver should open the left side emergency door and check 

traffic to determine there is no other moving traffic present which would create a 

danger to exiting passengers. 
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7. Two (2) more helpers should be placed on the ground to assist passengers as 

they evacuate the bus. 

8. Another leader is appointed to lead the passengers around the bus, toward the 

rear, facing traffic to the assembly point where the rear half of the passengers are 

located. 

9. The driver resumes the evacuation, backing towards the front of the bus releasing 

the remaining students one (1) seat at a time using the left-right side method until 

all the passengers have evacuated the bus. 

10. After the bus is empty, the driver will check to determine that everyone has been 

evacuated; the driver should then exit the left side door. 

11.Walk to the rear of the bus, facing traffic to ensure that there are no students 

alongside the bus and join the students at the designated point. 

FRONT — REAR DOOR EVACUATION 

1. The driver should give the command "emergency bus evacuation, remain seated, 

front-rear door." 

2. The driver should then stand between the first occupied seats, facing the front. 

3. A helper(s) should be appointed to take position outside the front door to assist 

those leaving the bus. 

4. A leader should be appointed to lead the children in a safe direction (to be 

determined by the driver) at least one hundred (100) feet away from the bus. 

5. Starting with the right seat, begin evacuating by backing toward the rear of the 

bus while releasing the pupils one (1) seat at a time alternating from right to left 

until all students riding in the front portion of the bus are evacuated. 

6. The driver should then proceed to the rear emergency door and open it. 

7. Two (2) helpers should be placed on the ground to assist passengers as they 

evacuate the bus. 

8. A helper should be appointed to lead the children in a safe direction (to be 

determined by the driver) at least one hundred (100) feet away from the bus. 

9. The driver should then start evacuating the passengers one (1) seat at a time 

beginning with the left rear seat first and alternating left and right seats until the 

bus is empty. 
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10. The driver then should walk to the front of the bus, checking that the bus is empty 

and then leave through the front door and have the helper(s) go with you to join 

the other students. 

FRONT — REAR — SIDE DOOR EVACUATION 

In this type of evacuation, the passengers in the front eight (8) seats exit the front door. 

The passengers in the next six (6) seats or seven (7) seats (depending on the year of the bus; 

1993 buses have a seat in front of the left side door) exit through the left side emergency door 

and the rear eight (8) seats exit through the rear emergency door. 

1. The driver gives the command "emergency evacuation, remain seated, front, rear 

and side door." 

2. The driver should open the front door and then stand between the first occupied 

seats, facing the front. 

3. A helper should be appointed to take position outside the front door to assist 

those leaving the bus. 

4. A leader should be appointed to lead the children in a safe direction (to be 

determined by the driver) at least one hundred (100) feet away from the bus. 

5. Starting with the right seat, begin evacuating by backing toward the rear of the 

bus while releasing pupils one (1) seat at a time alternating from right to left until 

all students in the front eight (8) seats are evacuated. 

6. At that point, the driver should open the left side emergency door and check 

traffic to determine there is no other moving traffic present which would create a 

danger to exiting passengers. 

7. Two (2) helpers should be placed on the ground to assist passengers as they 

evacuate the bus. 

8. Another leader is appointed to lead the passengers around the bus, toward the 

rear, if safe, facing traffic to the assembly point where the passengers from the 

front are located. 

9. The driver resumes the evacuation, starting with the seat next to the left side door 

and the seat across from the side door. As the driver is backing towards the rear 

of the bus releasing the remaining passengers one (1) seat at a time by the left-

right side method for five (5) more seats depending on bus size. 
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10. The driver should then proceed to the rear emergency door and open it. 

1 1 . Two (2) helpers should be placed on the ground to assist passengers as they 

evacuate the bus. 

12.A leader should be appointed to lead the children in a safe direction (to be 

determined by the driver) at least one hundred (100) feet away from the bus. 

13. The driver should then start evacuating the passengers one (1) seat at a time 

beginning with the left rear seat first and alternating left and right seats until the 

driver who is backing towards the front of the bus until the rest of the bus is 

evacuated. 

14. After the passengers are clear, the driver returns to the front of the bus ensuring 

all passengers are off and exits the front door. 

15. The driver then walks off around to the left side of the bus, facing traffic, to ensure 

no one remains along side of the bus and then joins the passengers at the 

designated assembly location. 

EVACUATION DRILLS 

These drills shall be conducted at least four (4) times during each school year. The required 
times to conduct these drills are: 

• The first full week of school 
• The first full week of the second semester 
• And the other two (2) drills within the school year, preferably one in the late fall 

and one in the early spring. 
Documentation of the evacuation drills are to be turned in to the driver trainers. 

35) VEHICLE MAINTENANCE GARAGE 

To provide for employee safety, the vehicle maintenance area has been set aside only to 
perform maintenance on McCracken County Public School buses. Employees should refrain 
from going into those areas unless requested to do so by supervisor. 

The speed limit in the transportation area, as well as all school property is "idle speed" and 
should be strictly adhered to. 

36) RAILROAD CROSSING PROCEDURE 

NEVER TURN ON YOUR 8-WAY LOADING AND UNLOADING LIGHT SYSTEM! 
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When approaching a railroad crossing 
1 	Tap your brakes to warn followers you are preparing to stop 
2. Turn on your hazard lights 
3. Silence passengers 
4. Turn off anything of noise 
5. Open side window 

When you reach the tracks 
1. Stop between 15 and 50 feet 
2. Put bus in Neutral and set the park brake 
3. Open the door 
4. Look both ways and listen 
5. Look and listen again 
6. Shut door 
7. Put bus in 1 st  gear 
8. Release park brake 
9. Proceed over tracks 
10. When completely over tracks, put bus in drive 
11. Cancel hazards 

37) PRESCHOOL, KINDERGARTEN & 1 st  GRADE PROCEDURES 

Passports will be issued to parents/guardians by the schools for the identification and 
protection of our students. Persons picking up children from the Driver/Monitor must have the 
passport visible to the Driver/Monitor before the student will be released to that person. 
Anyone with the child's passport will be allowed to pick up the student from the Driver/Monitor. 
If a red passport is at the bus stop, the person will be required to show a valid picture I.D. in 
addition to being listed on the Enrollment/Emergency Card at the school. If the I.D. Card is not 
presented or the adult is not on the Enrollment/Emergency Card the student will be returned to 
school. 

Pre-School routes should always follow the same schedule. Do not arrive to pick up or drop off 
students earlier than the regularly scheduled stop time. Parents are not required to call the 
Transportation office if a student is not riding. 

38) USE OF SCHOOL BUSES 

Any use of school buses beyond the daily routing schedules will require approval from the 
Superintendent or the Superintendent's designee. School buses may not be used for personal 
use. Reference KRS 157.370, 158.110, 702 KAR 5:030 

39) USE OF VIDEO CAMERAS ON BUSES 

Video cameras are installed in the District's school buses to record student behavior during 
transportation to and from school and school-related events. Evidence of student misbehavior 
recorded on video may be used to discipline students under provisions of governance 
authorities. 
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40) WATER OVER ROADS 

Transportation Employees are not to take a school bus through water of any depth if a WATER 
OVER THE ROAD sign or a HIGH WATER sign is posted. If water is over a road and no signs 
are posted, do not take a bus through the water unless you can see the center line and the 
distance is no more than 50 yards (four bus lengths). You must feel confident that the water is 
not going to get any deeper. In any event, if you do not feel comfortable, do not go through any 
water. 

41) WEATHER RELATED EMERGENCIES 
TORNADO: 
If you see a tornado while in route with pupils and the bus is in the path of the tornado, unload 
and proceed away from the school bus. Keep students in a group and proceed to the lowest 
area (ditch) if possible. Instruct students to get down on their knees, lie face down and cover 
their head with their hands. If the bus is exposed to hail and/or high winds, keep the students on 
the bus. Have all students stay in their seats with their chest on their thighs. Body parts should 
be below window height. Obtain clearance before proceeding to your destination. 

EARTHQUAKE: 
If you notice an earth movement in route with students, stop the bus as quickly as possible in an 
open area away from falling objects. Keep all students on the bus. Obtain clearance before 
proceeding with your route. 

SEVERE WEATHER: 
If severe weather occurs while in route with pupils, park the bus away from potential falling 
objects and remain there until the storm is over. Proceed to your destination. This type of 
occurrence will likely be the one the bus driver will encounter most frequently. It is advisable that 
while on your route, you should locate safe places to stop your bus in case of severe weather. 

FLOODS: 
Do not attempt to drive through standing water with a school bus. Know your route and areas 
flooding may occur. Inform the transportation department in the event a road is blocked and 
before an alternate route is used. 

42) MOBILE RADIOS / CELL PHONES 

The 2010 General Assembly enacted a new section of KRS Chapter 189 prohibiting the use of 
"Personal Communication devices" while operating a motor vehicle. This ban will apply to 

Bus Drivers. TRANSPORTATION 06.2 AP.12 

Mobile Radios/Cellular Telephones  

Two-way mobile radios or cellular phones placed in the school buses operated by the 
District can be an important safety device if properly used. The purpose of these 
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radios/phones is to provide instant communication with the base units (located in the 
bus garage and the Central Office) in case of an accident, mechanical problems, or a 
misplaced child. The following rules and procedures for the use of mobile radios/cellular 
phones shall be followed: 

	

1. 	The radio/phone will be used for school business only. The driver of the bus shall 
not use a cellular phone while the bus is in motion. 

	

2. 	Students or unauthorized persons are not to use the radio/phone. 

	

3. 	A driver using the radio/phone to report an accident or breakdown shall give the 
following information: 

a) The bus number or route number, as appropriate. 

b) The location of the bus. 

c) Whether or not medical assistance and/or an ambulance is required. 

d) Whether or not a police officer is needed. 

	

4. 	The bus number, or route number, as appropriate, shall be used when the driver is 
talking with another vehicle. 

	

5. 	The driver shall keep the radio/phone on at all times s/he is in or around the bus. 

	

6. 	The driver shall not attempt to repair the radio/phone; if it develops a problem, it 
should be taken to the bus garage for repair. 

	

7. 	The radio/phone shall be protected from vandalism and theft. The driver shall be 
responsible for securing the radio/phone when the bus is vacant. 

	

8. 	Bus drivers shall comply with applicable legal  requirements concerning use of 
cellular telephones and other personal communication devices  while operating a 
school bus. 

**Note: MOPS policy is — Drivers/monitors are NOT to use cell phones while the school bus is 
in motion, regardless of whether the bus has students or not. 
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