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PALESTINE INDEPENDENT SCHOOL DISTRICT TRANSPORTATION 
EMPLOYEE WORKING GUIDELINES 

INTRODUCTION 

A School Bus Driver Has An Important Job 

The Palestine community is relying on you to: 

(1) Keep your “precious cargo” safe at all times! 

(2) Set a positive example – your attitude and actions make lasting impressions 
on your students.

(3) Serve as a “Goodwill Ambassador” for the district. Some citizens often 
have little contact with the local school district except the school bus they 
see each day as it travels between home and school. The driver, the vehicle 
and the students on the particular bus route are the basis on which they 
judge the entire school district. 

The success of the district transit system depends on the people who sit behind the 
steering wheel making important decisions daily. In fact, the final destination of each 
student depends on the mature and confident decisions of the bus driver. 

Often workers in various occupations may perform poorly with little effect on other 
people; however, a school bus driver performing poorly may result in injury or death to 
others. 

The school bus driver is one of the most important people outside the home or school 
each child spends time with daily. A bus driver’s failure may result in a child never 
having any further chances for success in life. 

Be mindful of this each day as you get behind the steering wheel of the school bus. The 
rewards of school bus driving then will depend on the experience you choose to make it. 
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OPERATIONS AND TRANSPORTATION DEPARTMENT
1301 S. ROYALL ST.     PALESTINE, TX 75801

Telephone: (903) 731-8038        Fax: (877) 645-9481 

Director’s Office: 7:00 a.m. – 4:00 p.m. 

Director of Transportation – Breck Quarles

Transportation Supervisor – Kathy Evans 

Head Mechanic - Allen Debolt

Dispatch Office: 6:00 a.m. – 5:30 p.m. Mondays -Fridays

              6:00 a.m. – 2:30 p.m. School Holiday Workdays 



6

BUS DRIVER ELIGIBILITY 

To become employed and maintain employment status as a school bus driver transporting 
students, a person must meet the following legal requirements: 

(1) Must be at least 18 years of age; 

(2) Must possess a valid driver’s license designating a class appropriate (with 
applicable endorsement, of commercial driver’s license) for the gross 
vehicle weight rating and manufacturer’s designed passenger capacity of 
the vehicle to be operated (Class B CDL with Passenger (P) and School 
Bus (S) endorsements)

(3) Must pass an annual physical and mental examination approved by the 
Texas Department of Public Safety (DPS);  

(4) Must maintain an acceptable driving record as determined by an annual 
license check with the Texas DPS; 

(5) Must possess a valid Texas School Bus Driver Training Certificate 
indicating successful completion of the Texas School Bus Driver Training 
Program or a valid Enrollment Certificate for the program. This 
certification must be renewed every three (3) years with an 8 hour refresher 
course; and 

(6) Must have an acceptable criminal history check. 

Additionally, PISD requires all bus drivers to meet the following conditions: 

(1) Have sufficient physical strength and mental alertness to handle a school bus 
proficiently; 

(2) Must complete a 90-day probationary period beginning on the date of 
employment. 

(3) Must satisfactorily complete an internal training program during the              
   probationary period. 

All PISD school buses are to be operated by currently employed affiliates of the PISD. 
Employee identification must be carried at all times while on the job. 
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ASSIGNMENT AND RESPONSIBILITIES 

The Director of Transportation or the Transportation Supervisor assigns routes, buses, 
and extracurricular field trips. Changes may be made by the Director or Supervisor as 
necessary to improve the operation of the department. Some assignments or duties are 
made by the Office Staff upon request of the Director or Supervisor. No employee has 
any “right” to any particular route or assignment. 

Any request regarding assignments or changes in work schedules must be presented in 
writing to the Director.  The Director will provide a written response. 

The PISD assumes no obligation to aid or pay fines for drivers who violate laws while 
operating District vehicles. Drivers must be familiar with and obey all local and state 
laws as well as PISD policies. 

Bus Monitor Assignments 

Full-time monitors are presently employed to assist with special education routes and to 
help maintain safety on regular bus routes. Bus monitor assignments are based on the 
specific needs of a route and monitors may be reassigned as needed.  

Special requests for monitors may not always be honored. It is the responsibility of each 
driver to be able to manage riders without a monitor. If a driver continually requests a 
monitor on a certain route, the driver may be reassigned as an alternate solution. 

WORKING GUIDELINES 

Work Schedules 

The working hours for full-time Transportation Department employees vary according to 
assignment. Times vary depending on the route assignment. Each route is assigned a 
starting time at the beginning of the school year. Drivers whose routes are less than four 
hours will be required to work the time needed to reach the four-hour minimum. Drivers 
who do not work the two-hour minimum daily will be paid only for the hours actually 
worked and will not be eligible for benefits. 

Regular route bus drivers should clock in 15 minutes before their assigned departure time 
in the morning and 15 minutes before arrival time to the first school in the afternoon as 
assigned. This 15-minute period should be used for pre-trip bus inspections, completing 
paperwork such as discipline forms, studying maps, or other duties as specified or 
assigned by the supervisor(s). This time allotment may be subject to a reduction on an 
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individual basis at any period throughout the school year if the time is not being used 
properly as determined by the Supervisor/Director. This 15-minute period is to be used 
for bus/route preparation and is not to be used for social gatherings, stopping for 
coffee/snacks, etc. Once clocked in, drivers should proceed to their bus for the pre-trip 
inspection.

Clocking in late -Must call in if you are going to be late. 8 minutes late is docked 15 
minutes.  If an employee is 15 minutes late he/she may be sent home and pay docked for 
that shift. 

Relief Drivers -Relief drivers are the primary coverage for all driving situations where a 
driver is needed. Their regular hours are 5:00 AM to 8:00 AM, 11:00 AM to 12:30 PM 
and 2:00 PM to 5:00 PM. They remain on the premises or drive during those hours. If 
needed at other times, they are notified by telephone of the need. If no relief drivers are 
available, route drivers/aides will be utilized to meet the needs of the district. There is no 
such thing as a "backup driver". Only the Director or his designee will assign relief 
drivers. 

Assignments -Each driver/attendant has an assignment. Assignments are made based on 
the needs of the district and the qualifications of the individual. Along with the 
assignment, the hours that the individual will work are communicated. Each 
driver/attendant is expected to be on duty at the specified time, even if the individual has 
already worked or will work their daily allocation. If a driver has a need to miss work on 
his/her assigned hours, prior approval must be obtained in order that a relief person can 
be substituted. Assigned drivers should not recruit other drivers to cover in their absence.  
Individuals who miss assignments will follow PISD policies and will be charged with 
state or personal leave. Individuals who miss assignments routinely or without permission 
will be docked accordingly and may be reassigned. 

Absentee reporting 

All employees are to report absences to the Supervisor by phone prior to 5:00 a.m. for 
morning runs, before 7:30 a.m. for mid-day runs and before 1:00 p.m. for afternoon runs 
on the day of absence. Leave the following information upon phoning: name; assignment 
or route number, including any field trip assignments; date of absence and reason for 
absence. 

Personal Leave 

Personal leave must be approved by the Supervisor or Director with at least three days' 
verbal or written advance notice given by the employee. Failure to obtain approval for 
personal leave in this manner can result in the employee’s pay being docked for the 
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absence unless extenuating circumstances exist.

Employee Meetings 

Employees who attend mandatory meetings called by either the Director or Supervisor 
will clock in under Training. 

Dress Code 

All school employees including school bus drivers reflect the standards of the Palestine 
ISD. Good taste in grooming is part of your responsibility. Transportation employees’ 
shall observe the following guidelines: 

(1) No shoes without a fitted strap in back, such as flip flops, are permitted. 

(2) Jeans are permissible provided they are not worn out or faded (holes in 
knees, etc.). They should have no writing on them other than the 
manufacturer’s name or label. 

(3) Dresses, shorts, skirts, culottes and gauchos must be 2-3 inches from the 
top of the knee or longer.

(4) T-shirts must be free of any derogatory statements; PISD reserves the right 
to approve/disapprove T-shirts outside of a School Spirit shirt. No tank 
tops.

(5)  No fatigue/military-issue jackets or wearing apparel are permitted. 

(6) Excessive tattoos must be covered. 

(7) No excessive piercings – Tongue rings, lip rings, and eyebrow rings.

(8) No bandana or rags wrapped around head.

Mailboxes 

Employees are required to check assigned mailboxes and information cards at each clock-
in and out times. Instructions from the office, special routing information, new routes, 
new riders, etc. may be placed in mailboxes at different times during the day. Do not use 
the mailboxes for large personal items such as shoes, umbrellas, cups, etc. Mailboxes 
may contain items of a personal or discrete nature; do not check the contents of other 
employee’s boxes. 
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Eating and Drinking

Eating is not allowed while transporting students on scheduled routes. 

Unauthorized passengers 

The transportation of parents, siblings or any unauthorized rider is not permitted. Animals 
are not permitted to ride on buses (unless the animal is accompanying a visually impaired 
rider). 

Headphones 

The wearing of headphones or Bluetooth devices and the use of cell phones while driving 
district vehicles and operating district equipment is prohibited. Violation of this rule will 
result in disciplinary action.

Record Keeping 

Employees are required to prepare reports as requested by the Transportation Office. In 
addition to ongoing paperwork such as bus rider cards, misconduct reports, seating 
charts, route descriptions and roll calls, other reports will be required periodically. 
Reminders and instructions will be posted prior to reporting time. Failure to maintain the 
necessary paperwork will result in disciplinary action. Required reports include but are 
not limited to: 

A) Student Rider Counts – taken upon request of the Director/Supervisor for 
the purpose of adjusting loads on routes and calculating linear density as 
needed throughout the school year. 

B) Daily Odometer Readings – compiling fuel consumption reports and for 
State Operations and Routing Reports. 

C) Official Rider Counts – required by the TEA; taken for two months during 
the school year in the fall and spring for Regular Program Routes and the 
first Wednesday of the last month (May) for Special Program Routes.  
Attendance is very important on official rider count days. 

EMPLOYEE CONDUCT 
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Employee Warning Notices (EWNs) may be issued for failure to perform assigned duties 
or failure to comply with District requirements or expectations. Offenses for which 
employees may receive a notice are as follows: 

1)  Tardiness; 

2) Calling in late to report absence; 

3) Unauthorized handling of another employee’s time card/mail box contents; 

4) Failure to maintain an accurate Route Description/Map; 

5) Tardiness or failure to report for an extracurricular field trip assignment; 

6) Lack of preparation for an extracurricular field trip assignment such as not 
knowing route to destination or failure to inspect assigned bus prior to the 
trip; 

7) Running out of fuel; 

8)  Violation of any State or District law or regulation while driving a school 
district vehicle; 

9) Failure to report damage to your vehicle and/or another vehicle or property; 

10) Any other form of misconduct or inappropriate behavior as determined by 
the Supervisor or Director.

11) No improper use of district radio transmission
o Two-way radio transmission is limited to the communication 

directly concerning the transportation of a district student and or 
road conditions which will be directed to dispatch.

o Drivers must make sure the radio is turned on and volume set at a 
level that is loud enough to hear during transportation. 

. 

Accidents 

All accidents will be investigated. Depending upon the seriousness of the violation as 
determined by the Director, the following guidelines may be used in determining what 
action will be taken. In any given instance an accident may be so serious as to warrant 
other disciplinary action or immediate termination, regardless of the number of accidents 
in which the employee has been involved. 
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     First – warning / Employee Warning Notice (EWN) / Retraining

Second – Employee Warning Notice (EWN) / Retraining

Third – Employee Warning Notice (EWN) / Termination

Fourth - Regardless of conditions Termination in any 3-year period

                      

An employee has the right to attach a rebuttal to any disciplinary notice issued as a result 
of an accident. An employee engaged in an excessive number of accidents, as determined 
by the Director and regardless of fault, will be terminated. All bus drivers will be drug 
and/or alcohol tested immediately following a bus accident. 

SEXUAL HARASSMENT/HARASSMENT

Palestine Independent School District prohibits sexual harassment and harassment 
based on a person’s race, color, gender, national origin, disability, religion, or age.  
Same-sex sexual harassment constitutes sexual harassment. 

I. Employee to Employee  

1. Employees shall not engage in conduct constituting sexual harassment or 
harassment.  Employees shall not tolerate harassment of others. 

2. Sexual harassment of an employee is defined as unwelcome sexual 
advances; requests for sexual favors; sexually motivated physical, verbal, 
or nonverbal conduct; or other conduct or communication of a sexual 
nature when: 

● Submission to the conduct is either explicitly or implicitly a condition 
of an employee’s employment, or when submission to or rejection of the 
conduct is the basis for an employment action affecting the employee; 
or

● The conduct is so severe, persistent, or pervasive that it has the purpose 
or effect of unreasonably interfering with the employee’s work 
performance or creates an intimidating, threatening, hostile, or offensive 
work environment. 

Examples of sexual harassment may include, but are not limited to, sexual 
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advances; touching intimate body parts; coercing or forcing a sexual act on 
another; jokes or conversations of a sexual nature; requests for social or 
sexual encounters; pictures or graphics that are degrading or humiliating; 
and other sexually motivated conduct, communication, or contact. 

Indicators or signs of sexual harassment may include, but are not limited to, 
the following. Unwanted or unwelcome attention; Behavior occurs in the 
context of a relationship where one person has more formal or informal 
power than the other; 
• Leaning too close; 
• Incidental but, nonetheless, inappropriate touching; 
• Strange looks or staring at body parts; 
• Conversations that are too long and too personal; 
• Too persistent in asking for attention or a date; 
• Domination or violence; or 
• Initiation of minor violations of an individual’s personal boundaries, 

watching for the reaction, or lack thereof, from the targeted victim. 

3. Other prohibited forms of harassment of a District 
employee includes physical, verbal, or nonverbal conduct 
related to race, color, gender, national origin, disability, 
religion, or age when the conduct is so severe, persistent, 
or pervasive that the conduct:

● Has the purpose or effect of unreasonably 
interfering with the employee’s work performance; 

● Creates an intimidating, threatening, hostile, or 
offensive work environment; or

● Otherwise adversely affects the employee’s 
employment opportunities. 

Examples of prohibited harassment may include, but are not limited to, 
offensive or derogatory language directed an another person’s religious 
beliefs or practices, accent, skin color, or need for workplace 
accommodation; threatening or intimidating conduct; offensive jokes, 
name calling, slurs, or rumors; physical aggression or assault; display of 
graffiti or printed material promoting racial, ethnic, or other negative 
stereotypes; or other types of aggressive conduct such as theft or 
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damage to property. 

4. Reporting Procedures. An employee who believes he or she has been or is 
being subjected to any form of sexual harassment or harassment shall bring 
the matter to the attention of the principal; immediate supervisor; 
supervising director; or Asst. Superintendent of Human Resources. If the 
report is against the principal or supervising director, the employee shall 
bring the matter to the attention of the Asst. Superintendent of Human 
Resources. No procedure or step in a policy shall require the employee 
alleging such harassment to present the matter to a person who is the 
subject of the complaint. 

Any other person who knows or believes that a District employee has 
experienced sexual harassment or harassment should immediately report 
the alleged acts to the principal; immediate supervisor; supervising director; 
Asst. Superintendent of Human Resources. 

Any District employee with supervisory authority who receives notice that 
another employee has or may have experienced prohibited harassment is 
required to immediately report the alleged acts to Asst. Superintendent of 
Human Resources.

5. Investigation and Confidentiality. The District shall investigate all 
allegations of such harassment and shall take appropriate disciplinary 
action against employees found to engage in such harassment.  To the 
greatest extent possible, the District shall respect the privacy of the 
complainant, persons against whom a report is filed, and witnesses.  In 
order to conduct a thorough investigation and comply with applicable law, 
limited disclosures may be necessary. 

6. District Action. The District may take disciplinary action based on the 
results of the investigation, even if the District concludes that the conduct 
did not rise to the level of sexual harassment or prohibited harassment. 

7. Retaliation is prohibited against an employee alleged to have experienced 
harassment, a witness, or another person who makes a report or participates 
in an investigation. A person who intentionally makes a false claim, offers 
false statements, or refuses to cooperate with a District investigation 
regarding prohibited harassment is subject to appropriate discipline. 

II. Employee to Student OR Student to Employee  
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1. District employees shall not engage in sexual harassment of students nor 
tolerate harassment of students.  Employees shall make reports as 
directed below. Sexual harassment of students by employees is always a 
violation of law and, therefore, cannot be defended on the grounds that 
the student may have sought or encouraged the conduct. 

2. Sexual harassment of a student is conduct that is so severe, pervasive, or 
objectively offensive that it can be said to deprive the victim of access 
to the educational opportunities or benefits provided by the school.  It 
includes both welcome and unwelcome sexual advances; requests for 
sexual favors; sexually motivated physical, verbal, or nonverbal 
conduct; or other conduct or communication of a sexual nature when: 

● A District employee causes the student to believe that the student 
must submit to the conduct in order to participate in a school 
program or activity, or that the employee will make an 
educational decision based on whether or not the student submits 
to the conduct; or 

● The conduct is so severe, persistent, or pervasive that it: 
-  Affects the student’s ability to participate in or benefit from 
and educational program or activity, or otherwise adversely 
affects the student’s educational opportunities; or 
-  Creates an intimidating, threatening, hostile, or abusive 
educational environment.

Examples of sexual harassment may include, but are not limited to, 
touching intimate body parts or coercing physical contact that is 
sexual in nature, jokes or conversations of a sexual nature, sexually 
motivated conduct, telephoning or text-messaging students at home 
or elsewhere to solicit social relationships, threatening or enticing 
students to engage in sexual behavior in exchange for grades or other 
school-related benefit, communications, or contact. 20 USC 1681 
(a); Franklin v. Gwinnett County Public Schools, 112 Ct. 1028 
(1992).

Indicators or signs of sexual harassment of students may include, but 
are not limited to, the following:

Welcome or unwelcome attention; 
Use of internet, including but not limited to “Facebook”, 
“Instagram,” e-mail, text-messages by an employee to socially 
communicate with students;
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Leaning too close to a student on numerous occasions; 
Incidental but, nonetheless, persistent, inappropriate touching; 
Strange looks or staring at body parts;
Conversations that are too long and too personal; 
Providing too much attention; 
Showing distrust or fear of adults; 
Wearing many layers of clothing or hesitancy to change clothes for 
gym or other activities; 

Personal warmth, friendliness, compliments, special attention, assistance or 
“counseling” to nurture a trust or bonding with the student; 

Observation of change in student behavior:  
from feeling liked to feeling sad, 
from feeling respected to feeling angry, 
from feeling attractive to feeling helpless, 
from feeling happy to feeling ashamed, 
from feeling confident to feeling embarrassed, 
from loving to come to school to not wanting to go to school, or 
from enjoying others’ company to avoiding others. 
Domination or violence; or 
Initiation of minor violations of a student’s personal boundaries, 
watching for the reaction, or lack thereof, from the student.

3.  Other prohibited forms of harassment of a student is defined as 
physical, verbal, or nonverbal conduct based on the student’s race, 
color, gender, national origin, disability, or religion that is so severe, 
persistent, pervasive that the conduct: 

● Affects a student’s ability to participate in or benefit from an 
educational program or activity, or creates an intimidating, 
threatening, hostile, or offensive educational environment; 

● Has the purpose or effect of substantially or unreasonably 
interfering with the student’s academic performance; or  

● Otherwise adversely affects the student’s educational 
opportunities. 

Examples of prohibited harassment may include, but are not limited 
to, offensive or derogatory language directed at another person’s 
religious beliefs or practices, accent, skin color, or need for 
accommodation; threatening or intimidating conduct; offensive 
jokes, name calling, slurs, or rumors; physical aggression or assault; 
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display of graffiti or printed material promoting racial, ethnic, or 
other negative stereotypes; or other kinds of aggressive conduct such 
as theft or damage to property. 

4. Reporting Procedures. Any District employee who receives notice that a 
student has or may have experienced sexual harassment or prohibited 
harassment is required to immediately report the alleged acts to their 
principal; immediate supervisor; supervising director; or Suzanne Eiben, 
Asst. Superintendent of Human Resources / Title IX Coordinator. If the 
notice is known or suspected child abuse or neglect, the employee must 
also notify CPS within 48 hours of notification.  (See section on Child 
Welfare:  Child Abuse and Neglect.) 

5. Investigation and Confidentiality. The District shall investigate all 
allegations of such harassment and shall take appropriate disciplinary 
action against employees found to engage in such harassment.  To the 
greatest extent possible, the District shall respect the privacy of the 
complainant, persons against whom a report is filed, and witnesses.  In 
order to conduct a thorough investigation and comply with applicable 
law, limited disclosures may be necessary. 

6. District Action. The District may take disciplinary action based on the 
results of the investigation, even if the District concludes that the 
conduct did not rise to the level of sexual harassment or prohibited 
harassment. 

7. Retaliation is prohibited against an employee alleged to have 
experienced harassment, a witness, or another person who makes a 
report or participates in an investigation.  A person who intentionally 
makes a false claim, offers false statements, or refuses to cooperate with 
a District investigation regarding prohibited harassment is subject to 
appropriate discipline. 

Improper Relationship Between Employee and Student 
Title 5 of the Texas Penal Code:  Offenses Against the Person 

1. Romantic or inappropriate social relationships between students and 
District employees are prohibited.  Any sexual relationship between a 
student and a District employee is always prohibited, even if 
consensual.

2. An employee of a public or private primary or secondary school 
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commits an offense if the employee engages in sexual contact, sexual 
intercourse, or deviant sexual intercourse with a person who is enrolled 
in a public or private primary or secondary school at which the 
employee works and who is not the employee’s spouse. 

● An offense under this section is a felony of the second degree. 

● If conduct constituting an offense under this section also constitutes 
an offense under another section of the Texas Penal Code, the actor 
may be prosecuted under either or both sections of the Texas Penal 
Code. 

III Student to Student 

The District must reasonably respond to known student-on-student sexual 
harassment, harassment, and bullying where the harasser is under the 
District’s disciplinary authority.  

A District employee shall report any known student-to-student sexual 
harassment, harassment, or bullying to the principal of the student’s school.  

An investigation shall be conducted. If warranted, discipline shall be 
administered. Consideration of an alternative campus placement may also 
be in order, according to policy. If the harassment is known or suspected 
child abuse or neglect and the harasser meets the CPS reporting 
requirements, the employee must also notify CPS within 48 hours of 
notification. (See section on Child Welfare:  Child Abuse and Neglect.) 

STUDENT WELFARE: 
CHILD ABUSE, SEXUAL ABUSE, AND NEGLECT

A.  What is Child Abuse, Sexual Abuse, and Neglect? 

Child Abuse is the physical or mental injury, negligent treatment, or 
maltreatment of a child under 18 by a person who is responsible for 
the child’s welfare. 
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Sexual Abuse is a form of child abuse and is defined as any sexual contact 
with a child or the use of a child for the sexual pleasure of someone else.  

Examples of child abuse, including child sexual 
abuse, may include, but are not limited to, the 
following: 

● Exposing private parts to a child or asking 
the child to expose him or herself; 

● Fondling of the genitals or requests for the 
child to do so; 

● Oral sex or attempts to enter the vagina or 
anus with fingers, objects, or penis even if 
actual penetration is rarely achieved. 

● Causes or permits a child to be in a situation in which the 
child sustains a mental or emotional injury that results in 
an observable or material impairment of the child’s 
growth, development, or psychological functioning; 

● Causes or fails to make a reasonable effort to prevent 
physical injury that results in substantial harm to the 
child; 

● Engages in or fails to make a reasonable effort to prevent 
sexual conduct harmful to a child’s mental, emotional, or 
physical welfare, including indecency with a child, 
sexual assault, or aggravated sexual assault.

● Compels or encourages the child to engage in sexual 
conduct or performance; 

● Causes, permits, encourages, engages in or allows the 
photographing, filming, or depicting obscene child 
pornography; 

● Use of a controlled substance in a manner that results in 
physical, mental, or emotional injury to a child; 

● Causes, expressly permits, or encourages a child to use a 
controlled substance; 

Indicators or signs of child abuse, including child sexual abuse, 
may include, but are not limited to, the following: 

● General signs of physical abuse; 
● Punishment that causes scarring, injury, excessive 

pain, bruising, or skin changes that last more than 
a few minutes; 



20

● Punishment inflicted to the head, face, genitals, 
abdomen, or other area not protected by muscles 
or soft tissue;

● Discussion of sexual acts; 
● Regression in personal hygiene and academic 

performance; 
● Sudden development of behavioral problems and 

violence; • 
● Fears of being alone with a particular adult or 

gender; 
● Participates in or describes contact experiences 

with other children; 
● Complaints of genital pain; 
● Bruising of the genitals and/or the genital area; 
● Excessive masturbation; 
● Complaints of painful bowel movements; 
● Fear of disrobing; 
● Use of sex words or demonstration of sexual 

knowledge before the age of 12; 
● Seductive behavior toward adults; 
● Severe nightmares; 
● Depression; 
● Pregnancy; 
● Absenteeism with father continually writing 

excuses; 
● Suicidal attempts; 
● Hesitancy to return home after school; 
● Curtails contact with peers; and/or 
● Reluctance to change clothes for gym or other 

activities.

Neglect is when a caretaker fails to provide the conditions essential 
for developing a child’s physical, intellectual, or emotional 
capacities. 

Examples of neglect may include, but are not limited to, the following: 
● Leaving a child in a situation where the child would be exposed 

to a substantial risk of physical or mental harm without arranging 
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for necessary care for the child; 
● Placing a child in or failing to remove a child from a situation 

that requires judgment or actions beyond the child’s level of 
maturity, physical condition, or mental abilities; 

● Failing to seek, obtain, or follow 
through with medical care for a 
child; 

● Failure to provide a child with 
food, clothing, or shelter; and/or 

● Placing a child in or failing to 
remove a child from sexual 
conduct. 

3. For additional information regarding this topic, please refer to the 
additional training documents provided by Child Protective Services 
(CPS) located in the Supplemental Policies and Procedures Handbook 
for the 2014-2015 school year. 

Who is responsible for a child’s “care, custody, or welfare”? 

A parent, guardian, managing or possessory conservator, or 
foster parent of the child; 
A member of the child’s family or household; 
A person with whom the child’s parent cohabits; 
School personnel or a volunteer at the child’s school; or 
Personnel or a volunteer at a public or private child-care facility.

                      Purpose of Reporting Law 
The purpose of the reporting law is to protect the child by 
encouraging more complete reporting of suspected child abuse. This 
purpose is accomplished by: 
1. Identification of the child in peril as quickly as possible. 
2. Designation of the agency, Texas Department of Protective and 

Regulatory Services, and local law enforcement to receive and 
investigate reports of suspected child abuse. 

3. Offering, where appropriate, services and treatment. 

D. Persons Required to Report 

Texas law requires that any person “having cause to believe” that a child’s 
physical or mental health or welfare has been or may be adversely affected by 
abuse or neglect shall report. Professionals, specifically, are mandated to report. 
“Professional”, as defined in the Texas reporting statute, is any individual who is 
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licensed or certified by the state, or who is an employee of a facility licensed, 
certified, or operated by the state, and who in the normal course of official duties, 
has direct contact with children (teacher, nurse, counselor, principal).  It is 
important to note that the law requires any person to make such a report; therefore, 
not only school personnel, but also parents or friends of a child who have cause to 
believe that a child is being abused or neglected should make a report. 

When an employee determines that what a child alleges would constitute child 
abuse, the employee is mandated by law to report the child’s allegations regardless 
of the employee’s own belief about the credibility of the child. 

A report shall be made by the knowledgeable employee within 48 
hours of the time the knowledgeable employee first suspects child 
abuse or neglect to the following: 

a. Non-Emergency Situations: Contact the campus 
principal, counselor or school nurse to obtain the 
confidential web-site address to file a report with the 
Texas Department of Protective and Regulatory Services 
(PRS).

b. Emergency Situations: Contact Statewide Intake (SWI) 
of the Texas Department of Protective and Regulatory 
Services at 1-800¬252-5400.

c. Many times school personnel will receive a report of 
conduct that could constitute child abuse, and it will be 
questionable whether the event involved was, in fact, 
child abuse as defined by Chapter 261 of the Family 
Code.  In such a situation, the knowledgeable employee 
should call Protective and Regulatory Services and state 
his or her concerns to the social worker taking the 
“intake” call.

E. Child Abuse – Investigation Checklist 

1. Do not investigate cases of suspected child abuse – Substantiate and 
report so that PRS can investigate. 
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2. Other than school nurses, employees may not photograph alleged 
abuse unless a CPS worker or law enforcement officer is on-site.  

3. School personnel shall cooperate with representatives of official 
agencies investigating reported child abuse. 

4. To ensure confidentiality, do not confirm or deny that a report has 
been made to anyone outside of school officials (principal, nurse 
and/or counselor), PRS and local law enforcement agencies. 

F. Knowledgeable Employee Must 

1. Contact CPS to determine if a questionable situation is 
reportable. 

2. Make a report within 48 hours of the time the knowledgeable 
person becomes aware the suspected abuse as follows: 

a. Non-Emergency Situations Contact the Texas Department of 
Protective and Regulatory Services @ https://reportabuse.ws/. 

Emergency Situations Contact the Statewide Intake (SWI) 
of the Texas Department of Protective and Regulatory Services at 1-
800-252-5400. 

According to law, it is the responsibility of Protective and Regulatory Services or 
the law enforcement agency that receives and accepts the report to investigate the 
alleged report and determine its validity. It is not the employee’s role to 
investigate the situation.  It is the employee’s responsibility to report the abuse in 
order to set in motion the process of getting help for the child, and to be supportive 
of the child. 

School personnel shall cooperate with representatives of official agencies 
investigating reported child abuse. [See also GRA].

G. Notifying the Parents 

1. The Protective and Regulatory Services or law enforcement agency is responsible 
for notifying the parents when a child abuse report has been made concerning their 
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child. 

2. If an administrator has reason to believe that an employee or someone acting on 
behalf of the District has abused a child, the administrator will notify the 
parent/guardian of the alleged abuse and pending investigation within four hours 
of the time when he/she first became aware of the suspected abuse. The school 
principal is also required to notify the Asst. Superintendent of the alleged abuse 
and proper notifications. If the parent/guardian cannot be located, efforts to 
contact them should be documented. 

H. Confidentiality 

1. Confidentiality is assured by Chapter 261 of the Family Code, for purposes of the 
investigation.  However, the identity of the person making the report may be 
disclosed orally to the District attorney and to other law enforcement officials.  
Neither the fact of the written or oral report nor any of its contents, including 
the name of the person making the report, should be revealed to anyone other 
than the immediate school officials (principal, nurse, and/or counselor), 
Protective and Regulatory Services, and the local law enforcement 
authorities.  This report should not be released to the parent of the child 
involved or to the individual upon whom the report is made.  The individual 
about whose behavior the report was filed will be informed by Protective and 
Regulatory Services that a report was filed, and both parents and the individual 
upon whom the report was made will have a right to receive a copy of the record 
made by Protective and Regulatory Services.  The name of the person making the 
report, however, will not be revealed to either the parents or the person upon 
whom the report is made. 

2. District personnel should be aware that they must be extremely cautious about 
maintaining the confidentiality of both the report and the fact that the report has 
been filed. This is particularly important to remember in dealing with anyone who 
may ask for a confirmation that a report has been made. Simply state that such 
reports are confidential and that it would be inappropriate to either confirm or 
deny the information. Any comment or reporting could be considered a violation 
of confidentiality or violate the privacy rights of the individuals involved.

OPERATION GUIDELINES 

Condition of the Bus 
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Drivers and aides are responsible for keeping the bus clean, windows closed, and 
maintenance requests up-to-date. This applies to a regularly assigned, substitute 
bus (spare), or trip bus regardless of the condition of the bus when it was 
originally picked up. Periodic inspections of buses for safety and cleanliness will 
be made by the Supervisor/Director. Refusal to clean or report mechanical 
problems may lead to suspension or termination. 

Damage to the bus due to negligence or abuse by the driver is a serious offense. 

Some examples of negligence or abuse are as follows: 

● High speed
● Racing a cold engine 
● Driving on under inflated tires 
● Turning corners too fast
● Slamming on brakes, except in an emergency 
● Driving too fast over roads in poor condition 
● Scraping tires on curb 

Drivers are responsible for the mechanical condition of assigned vehicles. 

Each driver must use the Driver’s Daily Report both as a guide and as a report of 
any problems with the vehicle. This checklist is specific and designed to alert the 
mechanics of defects. Drivers must immediately report any defect which fails state 
guidelines to the Head Mechanic on a written Work Order Form. A bus that does 
not meet state regulations and that is not road safe in every respect should not be 
operated. 

The mechanics shop will provide assistance for “under-the-hood” inspections. 
During refueling, drivers should not clean or sweep the bus and should instead 
stand near the fueling nozzle. Passengers are prohibited on the bus during 
refueling.

A fuel level of at least 1/2 tank or more should always be maintained for the next 
run. A borrowed or spare bus must be refueled to at least ½ tank for the next day. 

When using the credit card, drivers should purchase only the most economically 
priced fuel, and return the credit card and receipt to the office with the bus number 
and driver signature written on the receipt.  A driver shall not purchase any item 
other than fuel with the credit card. 
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Fuel tank caps should be screwed on securely and firmly seated to prevent fuel 
leakage. 

When returning a spare bus to its parking space, a driver must ensure that the 
windows are closed, the fuel tank is full, and the bus is clean. 

Buses must be mopped out; however, unless instructions to the contrary are 
received from the supervisor, the interior should never be hosed out due to 
possible electrical system damage. 

When leaving the lot, drivers must test foot brakes and steering. 

Pre-Operation Procedures 

Before operating a school district vehicle, drivers are required to perform the 
following procedures: 

Step (1) Start engine in neutral gear with the hand brake set. Diesel buses should 
idle for three (3) minutes for warm up and three (3) minutes for cooling down 
before turning off. Immediately check all gauges and boxes: 

a. Heat (temperature) Gauge – The operating range of the bus is between 
180 and 210 degrees F. Most gauges are marked for the danger zone. 
Recheck the gauge before leaving the premises to allow sufficient time for 
the bus to warm up; 

b. Oil Gauge – Minimum oil pressure is 15 lbs.; 

c. Voltmeter/Ammeter – Indicates whether or not the alternator is keeping 
the battery charged. The ammeter should read in the plus (+) side when 
accessories, i.e., headlights, heater, loading lights, etc. are turned on. The 
Voltmeter tells how many volts of electricity are in the battery. IF the meter 
reads below 12 or above 14, the charging system must be checked; 

d. Air Pressure Gauge – Indicates how much air is in the tank. It takes a 
minimum of 60 PSI (pounds per square inch) to operate the air brakes 
properly.  125 PSI is the maximum air pressure that should be in the tank; 

e. Fuel Gauge – Check every time the bus is started. Each driver is 
responsible for keeping his or her assigned bus fueled. Drivers should 
request fuel when the bus is at ½ tank or below by writing the bus number 
on the list by the key rack. 
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f. Brakes -1) Release parking brake. After air pressure has built up, note the 
gauge reading. It should read approximately 120 PSI. Apply brakes and 
hold down (without pumping). Normal brakes should not allow air pressure 
to drop until the pedal is released. A sudden drop of more than 10 PSI 
indicates a problem. If pressure drops immediately when the brake is 
depressed, call the mechanic(s). The air pressure warning buzzer will sound 
if a dangerous air leak or compressor failure occurs. Check the air pressure 
gauge immediately to see if the pressure is low or below normal.  If the 
brakes do not pass this inspection, do not drive the bus.  2) With the 
parking brake still disengaged, begin pumping down the brakes.  At 
approximately 60 PSI, the low pressure warning should sound.  Between 20 
and 40 PSI, the parking brake should engage.  If the bus fails either of these 
tests, call the mechanic(s) and do not drive the bus. 

Step (2) The driver must check the following items from the driver’s seat: 

a. Left and right front turn signals; 

b. Front hazard lights; 

c. Front yellow (amber) loading lights; 

d. Dome and stairwell lights; 

e. Heater, defroster, wipers and horn; 

f.     Proper decals and labels such as inspection stickers, rider rules, 
emergency information, fuel card, insurance card, etc. 

Step (3) Using reflections off other vehicles or structures or with help from 
another driver, the driver must check the following items: 

a. Rear hazard lights; 

b. Brake lights; 

c. Back-up lights; 

d. High and low beam headlights. 

Step (4) Leaving the left turn signal and yellow loading lights activated, the driver 
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should walk to the rear of the bus checking these items: 

a. Damage to front of seats; 

b. Proper function of emergency door(s)/hatches and working 
buzzer(s); 

c. Left rear turn signal and yellow loading lights; 

d. Loose seats and damage to the back of seats; and 

e.    Emergency equipment, including the three triangular reflectors, first     
   aid kit and fire extinguisher.

Step (5) With the right turn signal, loading lights, and headlights on, the driver 
should walk around the outside of the bus and check for the following: 

a. Oil/fluid leaks; 

b. Secure mirrors; 

c. Windows free of cracks and obstructions; 

d. Bus number decals intact; 

e. Clearance lights working and unbroken; 

f. Tires for proper inflation (use tire knocker), tread wear and lug nut 
condition;

 g. Front and rear alternating red lights working and unbroken; 

h. Tail lights working and unbroken; 

i. Tail pipe intact and free of obstructions; and 

j. Secure fuel cap. 

k.  Any damaged, loose, or missing parts under the bus. 

Step (6) Upon return to the driver’s seat, the driver should perform the following: 
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a. Adjust all mirrors; 

b. Fasten seat belt; 

c. Clear driver’s seat area of debris. Loose personal items should not be 
on the bus; 

d. Check visibility through the windshield; 

e. Push in choke, if necessary. Do not travel with choke out for more 
than a few minutes; 

f. Recheck all the gauges; 

g. Activate hazard lights, sound horn and back out of the garage very 
carefully using mirror to guide; and 

h. Listen to brakes carefully and note any steering difficulty. 

Proper Vehicle Operation 

Every driver should adjust their seat for comfort; mirrors for good vision of the road, 
passengers, and pedestrians; and to be able to reach all driver compartment controls. 

Adjust all mirrors for the most advantageous use: 

Inside mirror should allow a view of passengers as well as a view through the rear 
windows. 

Outside side mirrors should be adjusted to permit a view of the rear wheels and bumper 
as well as seeing at least 200 feet behind the bus. 

Crossover mirror should be adjusted to enable the driver to see all students as they walk 
in front of the bus. 

If the driver is unable to adjust the mirrors properly, they must report this to the mechanic 
or supervisor and not use the bus until proper adjustments can be made. 

Automatic Transmission 

The automatic transmission is controlled by a range selector level. Generally Range 4, the 
Drive position, should be used exclusively since it shifts automatically through the gears. 
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Ranges 3, 2 or 1 may be used in emergency situations or on steep downgrades to prevent 
the overuse of the air brakes. 

The vehicle must be completely stopped before the transmission is shifted from the 
forward gear to Reverse or from the Reverse gear to a forward gear. 

Many automatic transmissions in school buses are not equipped with a Park position. As 
a result, the parking brake must be used to hold the bus stationary when unattended. 
Proper adjustment of the selector lever linkage is very important. The vehicle operator 
should report to the mechanics immediately when any rough or noisy shifting of the 
transmission occurs. Drivers should check weekly to be certain the bus will not start in 
any position except Park or Neutral.

Electrical System Care 

When idling, alternators only put out enough amperage to charge the battery. Drivers 
should not start and leave a school bus idling with all the lights and heaters on except to 
make the daily “walk-around” pre-trip inspection. The engine should only be turned off 
after turning off all electrical switches (except emergency flashers during accidents or 
breakdowns). 

Use of Signals 

All drivers are required to signal before turning or changing lanes. Turn signals shall be 
given for at least the last 100 feet before turning. A minimum of 300 feet is 
recommended. No driver shall stop or suddenly decrease the speed of a bus without 
giving an appropriate signal when there is an opportunity. 

Hazard Lights 

Hazard lights should be used at all railroad crossings, some stops on special education 
routes, stops for emergencies or at other times when the bus becomes a road hazard. 

Alternating Red Flasher Lights 

It is unlawful to operate any alternating red flashing warning signal light on any school 
bus except when the bus is stopped for children to board or unload from the bus. 

Parking regulations 

When parking, the vehicle’s wheels must be within 18 inches of the curb. Vehicles must 
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be parked in the direction of the authorized traffic movement. No driver should leave the 
bus unattended without properly stopping the engine, removing the key and setting the 
parking brake. 
When parking on any downgrade the driver should turn the front wheels toward the 
curb/shoulder of the highway. When parking on an upgrade, with curbing, the driver 
should ensure that the back of the front tires are turned toward the curb. When a curb is 
not present, the front of the front tires should be turned toward the side of the roadway. 

Never open the door on the traffic side unless it is safe to do so without interfering with 
other traffic. Neither should the door be left open longer than necessary to load or unload 
passengers. 

At times a driver may need to stop a bus in an area where, under normal circumstances, it 
is illegal to stop or park.  Avoid these situations if possible, but if the bus must be stopped 
in such an area, keep the stop as brief as possible.

Bus Route Expectations 

Each driver should maintain complete sets of written route descriptions, maps and roll 
call sheets – one for each section of a route or special assignments. Route description 
forms and instructions are available in the Transportation Supervisor’s Office and the 
Dispatch Office.  The written route description must contain the following information: 

● Location of each bus stop; 
● All bus stops numbered; 
● Arrival time at each stop; and 
● Approximate arrival time at school(s). 

Maps must have stops numbered (in pencil) and the direction of travel (by arrows). 

Roll Call Sheets will be composed of bus stops and riders at each stop with home 
addresses and are for use on official count days or as roll calls are requested by the 
Transportation Office Staff. 

Bus Stops 

Stops are to be made, if possible, only at or near corners for regular program routes. 
However, more frequent stops along the prescribed routes are permitted during severe 
weather. Any other stop should be discussed with the Dispatch Office. Any permanent 
change must be approved by the Supervisor/Director. 
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“One-time only” changes due to construction, traffic or severe weather may be approved 
by two-way radio communications. 

Layovers 

Time and location of layovers must be noted on the route information sheet for each run. 
These locations should be at school or somewhere out of traffic (on a side street or in a 
parking lot) but not at a driver, relative, or friend’s residence. 

Drivers who have long waits between runs must proceed directly to the next school or 
bus stop for the duration of the wait. After completion of all assigned runs on a route or 
extra trip, drivers must proceed to their base of operation, unless performing other 
transportation duties. 

Unless a driver is waiting for students, has official school business or has a student with a 
restroom emergency, all buses must immediately leave school loading zones once loaded 
or unloaded. Buses should not block school drives or loading zones when waiting or 
parked. Instead, drivers should always find a safe and non-congested area to park. If 
talking to or disciplining riders, a driver should pull out of the way of other buses.

Route Schedules 

Routes will be strictly followed and the bus should be run on schedule as closely as 
possible. Drivers must not vary more than five (5) minutes from the time schedule under 
normal conditions; and must never be ahead of schedule. If the students are dropped at 
the school less than five (5) minutes before the tardy bell; radio base so the school can be 
notified. Drivers need to wait a minimum of seven (7) minutes after the dismissal bell at 
all schools before leaving in the afternoon unless otherwise instructed. 

Unauthorized Stops 

Any stops at convenience stores, residences, or deviations from written 
routes are prohibited. 

Seating Charts 

Assigned seating charts must be kept up-to-date. Seating charts serve both 
as discipline aides and emergency guides.  Forms are available upon 
request. 

Overcrowded Buses 
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Should an overload occur on a bus, the driver should notify the office staff 
immediately.  If students do not have an available seat, DO NOT 
TRANSPORT. No one may stand or sit in the aisle or stairwell (stepwell) 
of the bus.

Rider Citizenship/Discipline 

If driver-initiated consequences are unsuccessful, use the “Bus Referral” report to 
document student offenses. Accuracy is essential in identifying offenders and in 
writing the names correctly on the report. When a form is completed, forward it to 
the Dispatch Office. The report will then be sent to the Director for further action.

Appropriate student behavior is essential to the safe operation of District 
transportation. Students must comply with the expectations of the Student Code of 
Conduct while using District transportation. In addition to compliance with the 
Student Code of Conduct, students are expected to comply with the following 
transportation rules as stated in the Bus Rider Safety Handbook including the 
following:

● Enter and exit transportation in an orderly manner at the designated stop
● Remain seated in designated seats facing forward 
● Keep aisles clear of books, bags, instruments, feet, or other obstructions 
● Comply with lawful directives issued by the driver
● Follow the driver’s rules for food or beverages
● Do not extend any body part, clothing, or other article outside of the 

transportation 
● Keep hands, feet, other body parts, or objects to yourself
● Refrain from making loud or distracting noises verbally or with devices.
● Do not obstruct the driver’s view 
● Do not throw objects inside the vehicle or out the windows or doors
● Do not mark, deface, destruct, or tamper with seats, windows, emergency 

doors, or other equipment. 

A driver of District owned or operated transportation may send a student to the 
administrator’s office (after radio contact with the dispatch office) to maintain discipline 
during transport to or from school or a school-related activity, to enforce the 
transportation rules, or when the student engages in behavior that violates the Student 
Code of Conduct. The administrator may use one or more discipline management 
techniques to address the behavior, which may include temporarily suspending or 
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permanently revoking school transportation privileges.

A student may automatically be suspended regardless of the number of violations for a 
period of time appropriate for the following offenses:

1. Having in his/her possession alcoholic beverages, drugs and any type of weapons.
2. Using offensive language and hand gestures toward the bus driver, other students, 

school personnel and general public.
3. Touching the bus driver in any way with intention to do bodily harm.
4. Threatening the bus driver in any way to do bodily harm.

School Bus Behavior Consequences

1st Referral: Student conference with Transportation Director or their 
designee. Parent/guardian notified; Possible suspension from 
the bus for more serious infractions. 

2nd Referral: Conference with student; Suspension from the bus for up to 
three days or other action as appropriate;  Parent conference 
required before the student is allowed to ride the bus again

3rd Referral: Conference with student; Suspension from the bus for up to 
10 ten days or other action as appropriate; Parent/guardian 
contacted.  Bus Safety Course required before the student is 
allowed to ride the bus again 

4th Referral: Conference with student; Suspension from the bus for up to 
30 days or other action as appropriate; Parent notified in 
writing 

5th Referral: Conference with student; Student can be suspended from the 
bus for the remainder of the semester or other action as 
appropriate;  Parent notified in writing.  

“Bus Safety” course 

A class that will be held at a given location to help students and parents 
understand school bus safety. The class will be one hour in duration minimum and 
students must be accompanied by a parent or a legal guardian. A student must 
complete this class before the student is allowed to have transportation privileges 
returned. The class will be held after school hours. 

The student will be informed of the reason for the suspension or revocation of 
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transportation privileges and will be given an opportunity to respond before the 
administrator’s decision is final. Suspension of transportation privileges does not excuse 
a student from attending school. It is the responsibility of the parent/guardian and/or 
student to make alternate transportation arrangements to and from school.

Individual reports may be written in addition to misconduct reports by the Supervisor on 
initial review or by the school official requesting a review of the tape(s) if equipped. 

The Administrator, Director or Supervisor has the authority to bypass written report steps 
or repeat a step if violations are not serious after the review of videos. Examples of 
serious violations are fighting, cursing or threatening the driver, etc. 

If students become uncontrollable in route to school or home, a bus driver should use the 
following methods to regain control: 

● Stop the bus off-road in a safe place to gain order and notify dispatch. 
● Radio base for permission to return to home campus or the Bus Barn, whichever is 

closer, for assistance
o Base will contact school officials (if available) for assistance when your 

bus returns to the campus.
o If unable to return to home campus safely notify dispatch for assistance and 

assistance will be called to your location. 
o If the driver is unable to regain control of the bus PISD reserves the right to 

contact local authorities (Police, Sheriff Dept., Constable, or any other local 
Governmental authority) for assistance.  

● Do not leave students at the school unless authorized by a school official.

Bus Stop Procedures 

Drivers should adhere to the following guidelines when loading and unloading children: 

1. Activate warning flasher system at least 100 feet prior to making a stop.

2. Approach the loading zone slowly and carefully. Direct students to wait in an 
orderly fashion safely back from the roadway.

3. Stop the vehicle 10 feet from students before loading.

4. Place the vehicle's transmission in neutral and set the parking brake before 
opening the door to load or unload.
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5. Count students to know how many are loading on or unloading from the bus, 
where they are, and where they are going. If count is lost, do not move the bus. 
If necessary, shut off the bus, secure it, and check underneath before moving 
the bus.

6. Ensure that students cross far enough in front of the bus so that the driver can 
see them even if they drop something. Ten feet in front of the bus is a good 
rule of thumb. Require students to maintain eye contact with the driver.

7. Instruct students to look to the driver for a signal and check for traffic before 
continuing across the roadway. All drivers in the fleet should utilize the same 
signal - confusion could lead to tragedy.

8. Establish a pre-arranged danger signal, such as the horn, in case a vehicle does 
not stop for the bus while children are loading or unloading. Make sure 
students know exactly what to do if they hear the danger signal; for instance, 
"Go back to the side of the road you started from". All drivers should utilize 
the same danger signal and instructions.

9. Load and unload at designated pick-up and drop-off points.

10. Back only at approved turn-around if backing is necessary near a bus stop. 
Prior to backing, ensure students are inside the bus. For instance, load children 
before backing up in the morning and unload children after backing up in the 
afternoon.

11. Do not unload children at corners immediately before making a right turn. 
Discharge children after making the turn.

12. Pick up and drop off students on their own side of the street if possible.

13. Instruct students never to cross behind the school bus.

14. Double-check all crossover and side mirrors for students and traffic before 
leaving the bus stop.

15. Do not put the bus in motion until all students outside are at a safe distance 
from the bus and all students inside are properly seated.

16. Before moving the bus after loading or unloading students, look and listen for 
any last second warnings from others nearby that a child might be near the bus. 
A parent, teacher, motorist, another bus driver, or students on the bus might see 
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a child near or even under the bus. Turn off noisy equipment and silence 
passengers so warnings can be heard.

17. Instruct students in the proper procedure for loading and unloading within the 
first week of school and throughout the school year.

18. Be cautious when students are carrying loose papers or books which they 
might drop near the bus - encourage students to use a book bag.

A school bus operator shall activate the warning equipment designed to warn other 
vehicle operators that the bus is stopped to load or unload children, including flashing 
warning signal lamps, when the bus is stopped or stopped to load or unload 
schoolchildren. A person may not activate the warning equipment at any other time. Tex. 
Trans. Code § 547.701(c).

All regular and special programs routes and extracurricular field trip buses must use 
red loading flashers when loading/unloading students on city streets, county or state 
roads and highways.  TEA interprets “highway” as any public thoroughfare. 

A vehicle approaching from either direction must stop for school buses 
loading/unloading students when the alternating red flashing lights are activated. A 
vehicle on a roadway separated by a median is not required to stop upon meeting or 
passing a school bus on the other side of the median.  These general rules apply to 
both city and rural areas. 

School bus drivers should remind riders to stay out of the “Danger Zone” – the blind 
spots near the sides, rear and front of the school bus. 

Post-Transit Procedures 

Drivers are required to check each seat immediately after each run is completed for 
damage, lost articles and sleeping students.  A colored card must be displayed in the 
back window indicating that the check has been completed. Any mechanical problems 
or seat damage should be reported promptly on the PISD Bus Work Order form and 
turned in to the mechanic shop. Buses should be swept at least every other day and 
left with all the windows closed if parked outside the barn. Trash must be emptied 
when full or at least weekly. The outside of the bus should be cleaned at least once a 
week if possible at which time bleeding of the air brakes can be done. 

Buses should be disinfected after each AM and PM run.  Disinfecting spray will be 
provided by the bus barn.  
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NOTE: Parking buses in front of the Main Office Complex between regular business 
hours is prohibited. Assigned stalls or lot areas are the only places pre-trip or post-
transit activities should be made during this time. 

FIELD TRIPS
 

The following guidelines should be observed when assigned to field trips: 

● All bus preparation/servicing should be attended to by the assigned driver. 

● Drivers should ensure that they know the route to and from the destination 
prior to leaving the bus barn.  If the driver has never been to this location, 
they should check with Dispatch for any special conditions.  

● Pre-trip inspections are the same as normal bus route checks. Drivers 
should be especially attentive to safety equipment (first aid kit, triangular 
reflectors, emergency doors/hatches and fire extinguishers) before driving 
on field trips. 

● If it is necessary for a driver to use another driver’s regularly assigned bus 
for a field trip, the driver should clear this with the Dispatch Office first 
and not ask the regular driver. The final decision will be made by the office 
staff. Drivers should clean and fuel the bus assigned for the trip before it is 
returned to the regularly assigned driver. 

● If a driver is aware that his or her bus will be used by another driver 
(including a coach, teacher, etc.), the driver should ensure that the bus is 
fueled, swept and clean. 

● Cover emergency evacuations with all passengers before you depart on 
your trip. 

● When special arrangements are made by groups to eat or drink on buses, 
the group is responsible for cleaning up after themselves. 

● A driver may not take family members, other drivers, or other persons on 
field trips without authorization from the Supervisor or Director. 
Employees wishing to accompany a relative may do so by signing a waiver 
that no District duties will be performed and no wages expected. 
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● When traveling in caravans (convoys), drivers should travel at a consistent 
speed with the other buses and not pass other caravan vehicles unless it is 
an emergency. While maintaining a reasonable distance, drivers should 
keep the other buses in sight (about three to five bus lengths). The lead bus 
needs to constantly monitor the whereabouts of the last bus of the group. 
Two-way radio contact should be used as necessary to maintain location 
and direction.  Never pass another disabled PISD vehicle on the 
roadside. Stop and render aid.

● Upon reaching the destination, drivers should check with the group 
sponsor/chaperone before leaving the event, finding out when the group 
will return to the bus. The driver should return at least an hour before the 
group’s planned departure time. Some groups (often athletic) may change 
locations and need a different return point. Drivers must verify where the 
group is to be picked up and how to return to that destination. Drivers must 
remain available to the group at all times. 

● All drivers must carry a list of the department’s emergency phone numbers. 
Cellular phones are available for out-of-county trips. 

● Before leaving, drivers need to record the odometer reading, and again 
upon the return trip. Upon return, turn in a signed trip ticket with the 
mileage recorded as soon as possible. 

● Never leave on a field trip without a group chaperone.  

Field trip assignments are given at the discretion of the Transportation 
Department.  Assignments are based upon rotation and written requests for 
assignments from drivers. Requests for particular drivers or trips will be granted at 
the discretion of the Transportation Department. 

Arrangements for lodging are made before the trip in order for the sponsor to 
provide for a room. Receipts are required for any miscellaneous expenses such as 
parking, toll booth charges, etc.  Attach receipts to the trip ticket. 

If a problem arises with the bus when you are at least 80 miles outside the district, 
the driver should attempt to amend the situation as follows: 

1) Contact the Transportation Supervisor 
2) Contact the local school district’s transportation department. 
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3) If neither of these alternatives works, the driver should call one of the 
district emergency phone numbers for assistance. 

SPECIAL DRIVING SITUATIONS 

       Railroad Crossings 

Buses must stop at ALL railroad crossings unless they are clearly marked as 
“Out of Service”

1) Emergency Hazard lights (not red or amber loading flashers) should be used when 
stopping at railroad crossings; 

2) Drivers should slow down gradually, alerting other drivers that the bus is stopping; 

3) Stop within 50 feet but not less than 15 feet from the nearest rail of any railroad 
track, shift into neutral, set the Parking Brake, and activate Noise Suppression; 

4) Open the driver window and passenger door. Turn off fans and wipers. Ask riders 
to be quiet; 

5) Look and listen; rock and roll in the seat to see tracks from different perspectives.

6) If it’s safe, close the door, release parking brake, shift into gear and cross the 
tracks; 

7) Hesitate before proceeding after a train has passed – a second train may be coming 
from the other direction; 

8) When in doubt, call base by two-way radio for assistance. 

9) After safely crossing tracks, close the window, deactivate Emergency Hazard 
lights, and turn off the Noise Suppression

Bad Weather 

In adverse weather conditions, drivers should proceed slowly and cautiously, 
increasing the following distance to 8 seconds and remaining alert for the following: 

● ice, especially on bridges and ramps; 
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● wet leaves on road; and 

● reflections on roads (a film of water on pavement can cause hydroplaning). 

Hills 

Drivers should downshift before beginning their descent, thereby avoiding having a 
runaway bus. 

Accidents 

If an accident occurs, drivers should immediately perform the following procedures, if 
able: 

(1) Turn off the ignition switch and remove keys. Set the hand brake. Remain calm 
and reassure passengers. 

(2) As a check is made for injuries, account for all riders. If there are any injuries, 
follow recommended first aid procedures and techniques. 

● If any rider is in a life-threatening or hazardous situation, use the two-way 
radio to inform dispatch of the situation.  Then, immediately call 911 and 
request an Emergency Medical Service Unit.  Do not hang up with 911 until 
assistance arrives. 

● If a rider is injured on the bus, or if any accident occurs which may result in 
any injury (such as falling and bumping head), the incident must be reported as 
soon as possible to the Transportation Office. A “Student Accident Form” 
must be filled out no matter how minor the injury. 

● Ill or injured riders should not be brought to the Bus Barn.  After contacting the 
dispatcher with a concise description of the problem, morning riders should be 
taken to their school and afternoon riders should be taken home. 

(3) Keep students on the bus unless safety hazards warrant evacuation. 

(4) Notify the dispatcher as soon as possible, by two-way radio. Remain at the scene
of the accident. If the bus doesn’t have a radio or the radio is damaged, activate 
emergency hazard lights, put out the emergency triangle reflectors and ask a 
passing motorist to help contact base (a good practice is to carry index cards with 
phone numbers and address of contacts). If no assistance is near, send two reliable 
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student riders to the nearest telephone. 

When contacting base, give location, bus number, names of injured riders and 
what assistance is needed (fire, ambulance, etc.). Rider names are needed so 
parents may be reached to give permission for emergency hospital treatment. 

(5) The dispatcher will notify the police, sheriff or DPS, send a bus and/or 
ambulance if necessary, and notify the principal of the school involved. 

(6) Protect the accident scene from further damages. 

(7) Check for fire or the possibility of fire. 

(8) Flagmen should take positions and operate about 100 running steps from the 
accident. 

(9) Headlight beams should be directed on vehicles involved in the accident if at 
night.

(10) When returning to the Transportation Department, fill out the Vehicle 
Accident Form, Student Accident Form and Employee Accident Form. 

Breakdown 

A driver should follow these procedures for mechanical breakdowns: 

1. Move the bus off the roadway if possible to prevent an accident. Turn off the 
ignition switch and remove the key.  Set the hand brake.  

2. Activate emergency hazard lights (flashers) and place triangle reflectors as follows 
(if conditions warrant): 

a. One reflector approximately 10 feet behind the bus. 
b. A second reflector approximately 100 feet behind the bus. 
c. A third reflector 100 feet in front of the bus. 

3. Use two-way radio if operational. If not, request two different motorists to notify 
the dispatcher. Give them the correct phone number to call, bus number, location, 
suspected mechanical failure, number of riders on the bus and number of riders 
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remaining to be picked up or delivered to serviced campus. The driver should 
always remain with the bus.  

4. In most cases, students should remain aboard the bus; however, safety conditions 
may warrant an evacuation. If so, give precise instructions for relocation to riders 
and what the riders should do. 

5. If a back-up bus arrives, the bus should stop in line with the disabled bus as close 
to the rear as possible.  Activate alternating red flasher lights. 

6. The driver of the disabled bus should step off the bus and stand to the left of the 
passenger exit door. The relief bus driver should step off the bus and stand to the 
right of the door. Riders should then be instructed to change buses in an orderly 
manner, staying in single file. Upon boarding the relief bus, riders should remain 
in the same seat as assigned on the disabled bus. As soon as the loading is 
complete, the alternating red flasher lights should be deactivated. 

7. The driver of the disabled bus should complete the run on the relief bus as the 
relief driver remains with the disabled bus. 

Brake Malfunction or Failure 

If a bus is equipped with air brakes, remember to use one smooth brake application to 
stop the bus. Do not allow the air to escape from the valve by backing off the pedal 
and then applying the brake again.  A driver must watch for and report “slack brakes.” 

If a loss of air pressure due to a broken air-line, an air compressor malfunction, an air 
tank leak, etc. occurs, the brakes can fail. The air gauge should only fall as low as 90 
PSI, at which time the air compressor should engage and bring the air pressure back 
up to about 120 PSI. If at any time an air leak is heard and/or the air gauge shows a 
loss of pressure and/or the air compressor is heard running constantly; stop the bus 
immediately.

Contact the mechanics shop or dispatch office by two-way radio for instructions. If 
your air pressure has dropped to such a level that the service brakes do not stop the 
bus under full application, start downshifting. After reaching second gear, turn off the 
ignition and apply the emergency brake. 

If there is not sufficient space for downshifting, firmly grip the steering wheel with 
the left hand and apply the emergency brake with the right hand. At that time, air 
pressure will be released from the rear brake chambers allowing the large coil springs 
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to fully apply to the rear brakes. Always be prepared for the possibility of skidding 
and remember that severe damage could result from this type of emergency 
application. Drivers should use their best judgment as to the need for emergency 
stops.

If the emergency brake is not functioning, start downshifting and do not turn off the 
engine. Use proper defensive driving techniques. 

COMMUNICATION EQUIPMENT 

Two-Way Radios 

All bus radio transmitters are authorized and licensed by the Federal Communications 
Commission (FCC). Two-way radios are to be used only for school-related business 
or emergency situations. The radios must be used strictly in a businesslike and 
professional manner. 

A driver is advised to monitor the radio to be sure the airway is clear before calling.  
Transmitting while someone else is transmitting will block the other person’s 
transmissions, the driver’s or both. To ensure effective communication, drivers should 
speak English only, clearly and distinctly when transmitting. Speak across the face of 
the microphone. Shouting can reduce the clarity of the message. Always allow one (1) 
second before speaking after keying the radio to allow the encoder to clear. 

Keep messages brief and never use the radio for personal messages. The use of jargon 
(CB language) and profanity is prohibited. All messages must be in the English 
language. 

Each radio control should be used as follows: 

POWER: Turn radio ON and set volume. The radio should be turned on at the 
beginning of the day and turned off at the end of the day. 

SQUELCH: To set the control, turn it all the way to the left. Listen for a rushing 
sound. Turn the control back far enough to stop this sound. Once the 
squelch is set it should not need to be reset. 

VOLUME: The volume affects only the reception and not the transmission. 

TRANSMIT: Remove the microphone from the holder when placing a call. If no 
one is using the system, press the microphone button and wait 1 
second before speaking in a normal voice. Identify yourself (for 
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example: KIG-341, Bus 25 to Base, Unit 1, etc.), wait for 
acknowledgement, state your message (briefly and precisely), wait 
for a reply. When finished, clear transmission (Bus 25 clear) to end 
your transmission. 

A radio should be used to report the following situations:

1. Breakdowns and accidents involving the driver’s bus, another bus or any accident 
which may affect pupil transportation; 

2. Weather and traffic conditions which may delay or detour bus routes (e.g., ice, 
high water, traffic congestion, inoperable traffic/railroad signals, etc.); 

3. Time changes if the driver is running more than 15 minutes off schedule; 

4. Discipline problems that would either delay the arrival time or cause the driver to 
return to school for official assistance; 

5. Noticing a missing bus in the school line-up; 

6. Noticing a missing bus from an extracurricular field trip caravan; 

7. Injury/major health crisis of any rider on the bus; or 

8. Any other emergency situation. 

Emergency Procedures

In the event of an emergency, such as an unauthorized person boarding the bus, the 
following procedures should be followed: 

1)  Bus driver radios:  “Bus ____ to Base, 911.”  At this moment, all other drivers 
will observe radio silence

2) Base responds:  “Bus ____, What is your emergency and location?”
3) Bus:  Reports Emergency and location
4) Base:  Calls authorities (911) or other action as needed and maintains contact until 

situation is resolved
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Palestine Independent School District does not discriminate against any student, employee, 
volunteer or applicant because of race, color, religion, gender, national origin, age, marital 
or veteran status or disability. Assistance for special needs as defined by the Americans 
with Disabilities Act may be requested by persons accessing PISD programs and services 
by calling (903) 731-8000 at least 3 days before the aid or service is needed. Inquiries 
regarding this policy should be directed to the Assistant Superintendent of Human 
Resources, at the Administration office, 1007 E. Park St. Palestine, TX 75801 or call (903) 
731-8000. 
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SIGNATURE PAGE 

This page is to be completed by the employee and given to the supervisor. The supervisor 
will place the signed page on file no later than two (2) weeks after the employee has 
received these guidelines. 

Questions concerning the information presented in the guidelines should be submitted to 
the Supervisor. 

PLEASE SIGN ONLY ONE STATEMENT 

I, _____________________________, read and fully understand the information 
included in the Palestine Independent School District School Bus Driver’s Working 
Guidelines. 

I received the guidelines on: ________________________________ (Date) 

Signature: ____________________________________ 

Date: ____________________________________ 

I, _________________________________, have had the School Bus Driver’s Working 
Guidelines read to me and/or explained to me and I fully understand the information and 
expectations of the district. 

I received the guidelines on: ________________________________ (Date) 

Signature: ____________________________________ 

Date: ____________________________________ 
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