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OFFICE TELEPHONE NUMBERS 
 
 
Transportation Office………………………………………………………………….(540) 863-1812 
 
Bus Garage…………………………………………………………………………….(540) 965-1808 
 
R. Kenneth Higgins……………………………………………………………………(540) 863-1812 
Director of Administrative Services                                                                     (540) 960-1064 (c)  
                                                                                     (540) 862-9000 (h)   
 
Lisa Worley………………………………………………………………………….….(540) 965-1809 
Route Coordinator/ Secretary                                                                              (540) 960-1461 (c) 
                                                                                                                             (540) 862-4909 (h)       
 
Wayne Perkins………………………………………………………………….………(540) 965-1809 
Maintenance Manager                                                                                          (540) 960-1065 (c) 
 
Jimmy Simpson………………………………………………………………………….(540) 965-1808 
Mechanic Foreman                                              (540) 958-0932 (c) 
                                                                                                                               (540) 862-0631 (h) 
 
                                                                                                                      

 
HOURS 

 
 
Transportation Office…………………………………………………………...8:00 a.m. – 5:00 p.m. 
 
Garage…………………………………………………………….……………..6:00 a.m. – 5:00 p.m. 
 

 
 

All students attending Alleghany County Public Schools may participate in education programs and 
activities, 

including but not limited to health and physical education, music, vocational and technical education. 
Educational programs and services will be designed to meet the varying needs of all students and will 

not discriminate against any individual for reasons of race, color, national origin, religion, age 
disability, or gender. 

 
Specific complaints of alleged discrimination under Title IX (gender) and Section 504 (disability) 
should be referred to: 
 
Title IX Coordinator                                                        Section 504 
Robert Carpenter                                                           Dr. Elizabeth Heath 
Human Resources Director                                            Director of Special Education 
100 Central Circle                                                          100 Central Circle               
Low Moor, VA 24457                                                      Low Moor, VA 24457 
(540) 863-1813                                                               (540) 863-1809 
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ALLEGHANY COUNTY PUBLIC SCHOOLS 
TRANSPORTATION DEPARTMENT 

 
GUIDE TO ADMINISTRATIVE SUPPORT 

 
 

 TITLE          NAME 
 
Director of Administrative Services………………………………………………R. Kenneth Higgins 
Route Coordinator / Secretary……………………………………………………Lisa Worley 
Maintenance Manager…………………………………………………………….Wayne Perkins 
Mechanic Foreman………………………………………………………………..Jimmy Simpson 
 
 
 FUNCTION        PRIMARY CONTACT 
 
Collisions/Emergencies……………………………....Director of Transportation/Route Coordinator 
 
Job Interviews  ………………………………………..Director of Transportation 
 
Driver Training  ………………………………….….…Route Coordinator 
 
Employee Complaints  …………………………….…Director of Transportation 
 
Employee Handbook  …………………………….…..Director of Transportation 
 
Employee Performance Evaluation  ………………..Principal Home School/Director of Transportation 
 
Employee Probationary Review  ……………………Director of Transportation 
 
Insurance Claims: Student Injuries  …………………Director of Transportation/Route Coordinator 
 
Insurance Claims: Vehicle Accidents  ………………Director of Transportation/Route Coordinator 
 
Leave Approval……..………………………………….Secretary/Director of Transportation 
 
Leave Records/Balances: ……………………………Secretary 
 
Personnel/Payroll Matters ……………………………Secretary/Director of Transportation 
 
Physical Examinations Scheduling …………………Secretary 
 
Remedial/Recertification Training ………………….Route Coordinator 
 
Road Problems (turnarounds, poor sight distance, tree limbs, etc.) ……Route Coordinator/Director 
 
Route Maps ………………………………………… Route Coordinator 
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Routine Problems ……………………………………Director/Secretary 
 
Safe Driving Awards ………………………………..Secretary 
 
School Bus Field/Athletic Trips …………………….Secretary 
 
Special Operations projects ……………………..…Director of Transportation 
 
Substitute Scheduling (Drivers/Assistants) ………Route Coordinator 
 
Transportation Newsletter ………………………….Secretary 
 
Vehicle Maintenance Scheduling ………………….Mechanic Foreman 
 
 Worker’s Compensation Claims ……………….…Director/Secretary 
 
 Bus Driver Supplies…………………………………Mechanic Foreman 
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SCHOOL INFORMATION 

SCHOOL PRINCIPAL ASSISTANT PRINCIPAL PHONE NUMBER 

Elementary Schools 

Boiling Spring Elementary Amy Dew -------- 965-1817 

Callaghan Elementary  Nancy Moga -------- 965-1810    

Falling Spring Josh Craft ------- 965-1815 

Mountain View Elementary Teresa Johnson Mindy Gardzinski 863-1737 

Sharon Elementary Sherman Callahan                     -------- 863-1712 

Middle Schools 

Clifton Middle School Brenda Siple 
Shannon Daly/Mindy 

Gardzinski 
863-1726 

High Schools 

Alleghany High School Fred Vaughan 
John Hutchison/Dwayne 

Ross/April Easton 
863-1700 

 
SCHOOL INFORMATION 

SCHOOL SECRETARY 
BUS DUTY CONTACT 

PERSON 
FIELD & SPORTS 
TRIP CONTACT 

Elementary Schools 

Boiling Spring Elementary Mary Hutchison Amy Dew Amy Dew 

Callaghan Elementary  Sue Brown Nancy Moga Nancy Moga 

Falling Spring Elementary Mary Sue Smith Josh Craft Josh Craft 

Mountain View Elementary 
Katrina Vance/Teresa 

Gibson 
Teresa Johnson/Mindy 

Gardzinski 
Mindy Gardzinski 

Sharon Elementary Brenda Muterspaugh Sherman Callahan Sherman Callahan 

Middle Schools 

Clifton Middle School 
Karen Mays/Paula 

Thurston 
Shannon Daly Shannon Daly 

High Schools 

Alleghany High School 
Becky Smith/Lydia 

Nicely 
John Hutchison John Hutchison 

Other Schools 

Rivermont School ---------- Brian Summo -------- 

Shenandoah Autism Center ----------- -------- Kathy Teaford 
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BUS COMMITTEE MEMBERS 
 
 
 
 

SCHOOL BUS COMMITTEE REPRESENTATIVE 

Boiling Spring Elementary Tim Rutter 

Callaghan Elementary Teresa Urban 

Falling Spring  Elementary Lisa Harmon 

Mountain View Elementary Marion Nicely 

Sharon Elementary Ann Morris 

Clifton Middle School Chuck Harlow 

Alleghany High School Linda Reed 

Trainer Bill Tiffany 
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BELL SCHEDULE 
 
 
 

SCHOOL TEACHERS 
ARRIVE 

INSTRUCTIONAL 
    DAY STARTS 

INSTRUCTIONAL 
DAY ENDS 

TEACHERS 
DEPART 

LENGTH OF 
INSTRUCTIONAL 

DAY 

Boiling 
Spring 

Elementary 

 
    8:00 

 
8:40 

 
3:00 

 
3:30 

 
6:55 

Callaghan 
Elementary  

 
8:00 

 

 
8:45 

 
3:05 

 
3:30 

 
6:55 

 

Falling 
Spring 

Elementary 

 
8:00 

 
8:45 

 
3:05 

 
3:30 

 
6:20 

Mountain 
View 

Elementary 

 
7:30 

 
8:15 

 
2:35 

 
3:00 

 
6:20 

Sharon 
Elementary 

 
8:15 

 

 
8:45 

 

 
3:05 

 
3:45 

 
6:20 

Clifton 
Middle 
School 

 
8:05 

 
8:30 

 
3:25 

 
3:55 

 
6:55 

Alleghany 
High 

School 
 

 
8:10 

 

 
8:30 

 
3:25 

 
4:00 

 
6:55 
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BUS LINE UPS 
 

MOUNTAIN VIEW ELEMENTARY 
 
Bus # 18 Judy Tingler 
Bus # 41 Michele Harris 
Bus #37  Marion Nicely 
Bus #26 Toni Deaton 
Bus #28 Chuck Harlow 
Bus #19 Freddie Dawson 
Bus #55 Frances Rollison 
Bus #4 Theresa Goldberg 
Bus #12 Pam Nicely 
Bus #58 Monty Bowman 
Bus #57 Beverly Stogdale 
Bus #49 Mary Quick 
 
CLIFTON MIDDLE SCHOOL 
 
Bus #37 Marion Nicely 
Bus #18  Judy Tingler 
Bus #38 Bobby Hyler 
Bus #17 Pam Harmon 
Bus #14 Patty DePriest 
Bus #56 Roger Byer 
Bus #21 Linda Reed 
Bus #39 Zellie Bunn 
Bus #20 Rod Winge 
Bus #42 Nathan Manspile 
Bus #47 Pat Shifflett 
Bus #41 Michele Harris 
 
ALLEGHANY HIGH SCHOOL 
Bus #49 Mary Quick 
Bus #11 Debbie Michie 
Bus #57 Beverly Stogdale 
Bus #55 Frances Rollison 
Bus #26 Toni Deaton 
Bus #28 Chuck Harlow 
Bus #4 Theresa Goldberg 
Bus #19 Freddie Dawson 
Bus #12 Pam Nicely 
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A.   JOB DESCRIPTIONS 
JOB TITLE:  School Bus Driver 
 

COUNTY OF ALLEGHANY 
POSITION DESCRIPTION 

 

JOB TITLE: 
Bus Driver 

LOCATION: County Bus Garage 

JOB CLASS CODE Support Staff 

IMMEDIATE SUPERVISOR: 
Director of Administrative Services 

PAYGRADE: Contract 

FLSA STATUS: Non-Exempt 

 
General Definition of Work: 
 
Operates school bus and other vehicles for the purpose of transporting students to and from designated 
locations. 
 
 
Essential Functions: 
 

 Safely operates a school bus in a manner that fosters a safe and conscientious image to the public; 

 Conducts safe and orderly loading and unloading of students at specified stops;  

 Maintains order and discipline on the bus; 

 Attends pre-service, in-service, and other required meetings pertaining to the job;  

 Performs routine operator care to include: washing the bus; sweeping interior; checking equipment and 
reporting defects; and presenting bus for regularly scheduled maintenance;  

 Accomplishes and submits mileage reports, fuel sheets, pre-trip/post trip and bus conduct reports, as 
required;  

 Responsible for ensuring all accidents are immediately reported to a Driver Supervisor;  

 Use established routes and designated bus stops 

 To operate the bus on approved time schedule 

 Conduct emergency evacuation drills in keeping with division regulations 

 To perform bus housekeeping duties inside and outside of the bus 

 To fill gas tank and add oil 

 To report bus defects to Shop Foreman 

 To establish a favorable working relationships with other drivers, maintenance personnel, teachers, 
students and school administrators 

 To exhibit positive image as a loyal representative of the school division 

 To know the rules and regulations of local, state and federal authorities 

 To demonstrate knowledge of State laws and local ordinances 

 To dress in a professional manner 

 Installation of tire chains as required; 

 Performs related duties as required. (As assigned by the Director or designee in keeping w/the needs of 
the Department of Transportation. 

 On early release days and inclement weather days driver must notify garage at completion of afternoon 
run 
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Knowledge. Skills and Abilities: 
 
Considerable knowledge of: the operation of medium and light automotive equipment; Local, State and Federal 
traffic laws and regulations; road, street and school locations within the County. Ability to: develop and 
maintain a positive attitude toward students; communicate and develop effective working relationships with 
students, parents and staff. The driver must possess the ability to operate all types of buses (manual, 
automatic transmission, air brakes) with in the fleet of the Transportation Department. 
 
 
 
Education and Experience: 
 
Any combination of education and experience equivalent to graduation from high school. SPECIAL 
REQUIREMENTS: Satisfactory health condition as certified by competent medical authority. Completion of 
Virginia School Bus Driver Training Program, and acquiring the endorsement for operating a school bus. 
Possesses a valid commercial driver's license, issued by the Commonwealth of Virginia, with a school bus and 
passenger bus endorsement. Complete State and County requirements of twenty-four hours of classroom and 
twenty-four hours of behind the wheel instruction. No reckless driving or driving under the influence convictions 
within five years and/or fewer than two moving violations within 12 months of employment. 
 
Physical Conditions and Nature of Work Contacts: 
 
Work is typically performed inside and around the exterior of a school bus. Frequent bending, stooping, 
crawling and climbing to inspect on and under a school bus is necessary. Occasional lifting of at least fifty 
pounds is required. Frequent contact with driver supervisors and students is required. Occasional contact with 
principals, parents and the general public is required. Occasional meetings with principals and parents are 
necessary. Person shall have no  

impairment of the use of a foot, leg, hand, finger, or an arm, and no other structural defects or limitation likely 
to interfere with the ability to control and safely drive a school bus. Must have the physical ability to operate the 
following controls on a school bus; open and close the service door which requires up to 25 psi exerted by the 
right hand and arm; activate the clutch pedal which requires up to 70 psi exerted by the left foot and leg; 
operate a manual transmission shift lever which requires up to 20 psi exerted by the right hand and arm; jump 
from or climb up to a least 3.5 feet, at the emergency door, to assist in the evacuation of the students. 
Occasional operation of vehicles during inclement weather is required. 
To: be able to successfully pass the drug/alcohol pre-screen test prior to being considered to be hired and to 
successfully pass drug/alcohol screening after being hired. 
 
Evaluation: 
 
Performance will be evaluated on ability and effectiveness in carrying out the above responsibilities. 
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A.   JOB DESCRIPTIONS 
JOB TITLE:  Special Needs School Bus Driver 
 

COUNTY OF ALLEGHANY 
POSITION DESCRIPTION 

 

JOB TITLE: 
Special Needs Bus Driver 

LOCATION: County Bus Garage 

JOB CLASS Driver 

IMMEDIATE SUPERVISOR: 
Director of Transportation 

PAYGRADE: Contract 

FLSA STATUS: Non-Exempt 

 
 
 
General Definition of Work: 
 
Operates school bus and other vehicles for the purpose of transporting students with special transport 
requirements. Aid in monitoring students with physical and or mental challenges 
 
 
Essential Functions: 
 

 Safely operates a school bus in a manner that fosters a safe and conscientious image to the public; 

 Provide portal-to-portal pick up and delivery of special needs students; 

 Physically assists students, during loading and unloading at designated locations, as required;  

 Work directly with school staff and parents to develop safe loading/unloading and transport strategies; 

 May be required to assume custody of student medication(s); 

 Ensure the proper use of car seats and other restraint devices; (wheel chair) 

 Familiarization with the unique needs of all students on the bus; 

 Maintain order on the bus; 

 Attend pre-service, in-service, and other required meetings pertaining to the job; 

 Perform routine operator care to included washing the bus, sweeping the interior; checking equipment, 
reporting defects, and presenting the bus for regularly scheduled maintenance; 

 Report bus defects to the Shop Foreman 

 Accomplishes and submits mileage reports, fuel sheets, pre-trip/post trip and bus conduct reports as 
required; 

 Responsible for ensuring all accidents are immediately reported to a driver supervisor;  

 Installation of tire chains as required; 

 Act as liaison for student with school  
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 To establish a favorable working relationships with other drivers, maintenance personnel, teachers, 
students and school administrators 

 To exhibit positive image as a loyal representative of the school division 

 To know the rules and regulations of local, state and federal authorities 

 To demonstrate knowledge of State laws and local ordinances 

 To dress in a professional manner 

 Performs other duties as required. 

 On early release days and inclement weather days driver must notify garage at completion of afternoon 
run 

 
 
Knowledge, Skills and Abilities: 
 
Knowledge of: the operation of all school buses which are found in the Department of Transportation, Local, 
State and Federal traffic laws and regulations; road, street and school locations within the County. Ability to: 
develop and maintain a positive attitude toward students; communicate and develop effective working 
relationships with students, parents, and staff and school officials. 
The driver must possess the ability to operate all types of buses (manual, automatic transmissions, air brakes) 
with in the Transportation Department. 
 
 
 
Education and Experience: 
 
Any combination of education and experience equivalent to graduation from high school. SPECIAL 
REQUIREMENTS: Satisfactory health conditions as certified by competent medical authority. Completion of 
the Virginia school bus driver training program, and acquiring the endorsement for operating a school bus. 
Possess a valid commercial driver’s license, issued by the Commonwealth of Virginia, with a school bus and 
passenger endorsement. Complete twenty hours of state required classroom training and twenty hours of 
behind the wheel training. Complete eight hours of locally required training unique to special needs bus drivers. 
Maintain basic first aid and CPR training certificate. Complete child management and behavior modification 
training. Complete a minimum of two hours of special needs vehicle equipment training. Within the last five 
years, no conviction of reckless driving or driving under the influence. 
(Bus Driver Education and Training is a continuous work in progress) 
 
A.   JOB DESCRIPTIONS 
JOB TITLE:  Special Needs School Bus Driver 
 
 
 
Physical Conditions and Nature of Work Contacts: 
 
Work is typically performed inside and around the exterior of a school bus. Frequent bending stooping, 
crawling, climbing to inspect on and under a school bus is necessary. Occasional lifting of at least 50 pounds is 
required. Frequent contact with driver supervisors and students is required. Occasional contact with principals, 
parents and the general public is required. Occasional meetings with principals and parents are is necessary. 
Person shall have no impairment of the use of a foot, leg, hand, finger, or an arm, and no other structural 
defect or limitation likely to interfere with the ability to control and safely drive a school bus. Must have the 
physical ability to operate the following controls on a school bus: open and close the service door, which 
requires up to 25 psi exerted by the right hand and arm; activate the clutch pedal which requires up to 70 psi 
exerted by the left foot and leg; operate a manual transmission shift lever which requires up to 20 psi exerted 
by the right hand and arm; jump form or climb up to a height of 3.5 feet at the emergency door to assist in the 
evacuation of students. Occasional operation of vehicle during inclement weather is required. 
To: successfully pass the drug/alcohol screen test prior to being hired, and to successfully pass the 
alcohol/drug screen test after being hired. 
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Evaluation: 
 
Performance will be evaluated on the ability and effectiveness in carrying out the above responsibilities. 
 
 
  
 

Commercial Drivers are subject to random drug testing as well as pre-employment, post 
accident and reasonable suspicion. 
 

 
 
 
 
 
 
 
 
 
 
 
THE EMPLOYEE 
 
B.   Qualifications for continued Employment For School bus Drivers 
 

1. Have a physical examination and a drug test. 
2. Transportation shall obtain a copy of driver transcripts annually from the division of Motor Vehicles 

showing that the person, within the preceding five years, has not been convicted of a charge of driving 
under the influence of intoxicating liquors or drugs, convicted of a felony, or assigned to any alcohol 
safety action program or driver alcohol rehabilitation program pursuant to Section 18.2-271.1 of the Code 
of Virginia or; within the preceding 12 months, has not been convicted of two or more moving traffic 
violations or has been required to attend a driver improvement clinic by the Commissioner of the Division 
of Motor Vehicles pursuant to Section 46.1-514.11. Shall not have been convicted of reckless driving 
within the preceding five years. Any driver charged with a reckless driving offense may be suspended 
until cleared by the court. Must obtain and keep a valid Commercial Drivers License throughout 
employment as a school bus driver or must notify Transportation. 

 

3. As a condition of employment, every school bus driver shall submit a certificate signed by a licensed 
physician stating that the employee appears free of communicable tuberculosis. The school board may 
require the submission of such certificates annually or at such intervals as it deems appropriate, as a 
condition to continue employment (Section 22.1- 300). 

 
4. Current certified CPR training. 

 
 

C. Driver Training 
 

Every driver of a school bus shall receive instruction before being allowed to operate a bus transporting 
students. The Driver Training program consists of a minimum of 48 hours of instruction. Instruction is divided 
into the following five sections: 

 

Basic Classroom Instruction includes, but is not limited to, an introduction or review of the following: 
1) Transportation policies, rules, and procedures; 2) DMV laws pertaining to school bus operations; 3) Student 
discipline and emergency situations; 4) Channels of communication; 5) Vehicle operation; 6) Vehicle 
maintenance; 7) Handling a bus in an emergency situation and under inclement weather conditions; 8) 
Evaluation of school bus drivers; and 9) Rules applying to special trips. 
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CDL Instruction includes, but is not limited to, classroom material on the commercial drivers license. 
Classroom instruction utilizes the Virginia Department of Motor Vehicles Commercial Drivers Manual PRO 
60/September 1997, supplemented by audio-visual aids. 

 

Behind-the- Wheel Instruction includes lessons in the following areas: 
I) Familiarity with the bus and equipment; 2) Emergency evacuations; 3) Use of traffic control devices; 
4) Navigating on the highway; 5) Entering and leaving school loading areas; 6) Pre-trip inspections/mechanical 
difficulties; and 7) Maneuvering the bus. 

 
 

 Each driver may be required to complete additional training to assist the employee with their 
related job tasks as stated in the employee’s job description 

 
THE EMPLOYEE 
 
 
D. Personal Rules and Regulations for Drivers and Assistants 
 

1. Smoking, chewing, or any other use of any tobacco products shall be prohibited on all school property 
and assigned duties by Alleghany Public Schools for example: field trips, bus routes, athletic trips, etc. 

 
2. Are encouraged to present a neat and professional appearance. 

 
3. Drivers should present a neat and attractive appearance. Hair curlers, flip-flops, short shorts, cut-offs, 

halter- tops, fishnets or hanging jewelry are not permitted. All drivers must wear appropriate footwear 
when operating a bus or car. Footwear that encloses the heel and toe of the foot. 

 
4. Must not wear ear coverings while driving a bus; i.e., walkmans, earmuffs, etc. 

 
 

5. Must have access to time piece while in performance of duties and set these each morning using 
department time (real world by cell phone time). 

 
6. Shall not consume or possess alcoholic beverages or illegal drugs while on duty or on County property. 

 
7. Shall serve as role models and shall refrain from the use of profanity, abusive language, or physical 

restraint of students. 
 

8. Shall not have any loose equipment on the school bus. 
 

9. Driver shall not use braking the bus to get the attention of the students for disciplinary reasons 
 

10. No person shall use any wireless telecommunications device, whether handheld or otherwise, 
while driving a school bus, except in case of an emergency, or when the vehicle is lawfully 
parked for the purposes of dispatching. (State Law 46.2-919.1)- Law effective 7-01-08   Definition 
of wireless: cell phone and or “blue tooth” 

 
 
 
E. Basic Responsibilities of the Driver 
 

1. To place the highest priority on the safety of passengers by observing all state motor vehicle laws and 
regulations, driving defensively, maintaining an orderly atmosphere on the bus, and taking every 
precaution while students are loading and unloading.  The bus driver will need to on the bus when 
students are loading at the dismissal of school. 
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2. To adhere strictly to departmental regulations should an accident or incident occur regardless of the 
amount of damage in accordance with the guidelines set forth in this handbook. 

3. To provide the highest possible level of service within departmental policies and regulations, to public 
school patrons by reporting to work regularly and promptly, running routes consistently and on time, and 
exhibiting a healthy and helpful attitude toward students and parents. 

4. To contribute a positive attitude toward the public schools and the community by being a courteous and 
professional driver, maintaining a clean vehicle, obeying all traffic regulations, and insisting that students 
remain seated and well-mannered while the vehicle travels on the public roads and highways. 

5. To consistently report any problems or difficulties with a vehicle or with the official route to the 
Transportation Office and all student discipline problems to the school principal. 

6. To understand, follow, and support all departmental and School Board policies and to adhere to state 
motor vehicle laws and regulations, including making sure you have your driver's license, or CDL license 
if operating a school bus in your possession whenever operating a motor vehicle. 

 
 
 
 
THE EMPLOYEE 
 
 
F. Basic Responsibilities of the Driver 
 

7. To display respect for supervisors and a cooperative attitude toward fellow workers. 

8. To complete and submit all required reports as described in this handbook. 

9. To take the best possible care of the vehicle by conducting pre-trip and post-trip inspections, cooperating 
with the preventive maintenance and inspection program, checking motor oil level, reporting all 
maintenance problems promptly, keeping the vehicle clean, and making every effort to avoid accidents. 

10. To adhere to all conditions of employment. 

11. To drive in a manner which conserves fuel- accelerating slowly, obeying posted speed limits, and 
anticipating stops. 

Do not idle the bus, assigned county vehicle needlessly, thereby conserving fuel. (Winter: PM 3 minutes 
prior to students boarding, Warm weather 1 minute prior to student boarding in afternoon) 

12. To attend meetings, conferences, and training sessions as required. 

13. To make students as comfortable as possible by making smooth stops and starts, keeping the bus well 
ventilated and heated, being polite to students, and insisting on a wholesome atmosphere on the bus (no 
smoking, cursing, screaming, intimidating, or teasing). 

14. To meet all the requirements for being annually employed, being especially careful to maintain an 

excellent driving record. 

15. Due to the nature of the responsibilities of a vehicle driver, it is essential that drivers report 
regularly and promptly to work. When a driver knows that he/she will not be able to work, this 
information shall be relayed to a driver supervisor on the morning of the absence by 6:00 a.m.; no 
later than 12:00 p.m. for afternoon routes. Contact your driver supervisor when you know in 
advance you will not be able to report to work. Lisa Worley 960-1461. 

16. To be familiar with the contents of this handbook and for following all relevant rules, regulations, and 
procedures. 

 
 
 
THE EMPLOYEE 
 
G.  Employee Standards of Conduct  
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The Alleghany County School Board requires its employees to conduct themselves in a manner which reflects 
favorably upon them as representatives of the school division. To this end, the Board will establish and 
maintain certain standards of conduct designed to: 

 Establish a fair and objective process for correcting and treating unacceptable conduct. 

 Distinguish between less serious and more serious misconduct and provide timely corrective action. 

The standards of conduct are intended to be illustrative but not an inclusive of the type of conduct expected of 
employees. 
 
At a minimum the following standards are expected of all employees: 
 

1. Timely and regular attendance. 

2. Dependable application of time -employees are expected to apply themselves to their assigned duties 
during the full schedule for which they are compensated except for reasonable time provided for such 
things as personal hygiene.  

3. Satisfactory work performance 

4. Appropriate attire. (Proper footwear and clothing) 

5. Courteous and professional behavior toward the public and fellow employees. 

6. Turning in paperwork in a correct and timely manner. Time sheets due by end of a.m. trip on Mondays. 
All monthly reports and pre-trip reports due within three business days (school offices are open). 

7. Being in a timely manner for bus shuttle from garage to CMS/AHS. The shuttle leaves the garage at 
2:40 p.m. The shuttle does not leave the garage until all riders are present. 

 
The following are examples of unaccountable conduct: 
 

1. Unsatisfactory attendance or excessive tardiness. (Not having bus in line-up when school is dismissed (Not 
being on bus) 

2. Abuse of County time such as unauthorized time away from the work area. 

3. Obscene or abusive language. 

4. Conviction of a moving violation or failure to notify supervisor of an accident while using a County vehicle.  

5. Failure to follow a supervisor's instructions, perform assigned work, or comply with established County 
policy. 

6. Leaving the work site without permission during work hours. 

7. Failure to report to work without proper notification 

8. Unauthorized use or misuse of County property or records. ( Unauthorized use of County vehicle) 

9. Violation of safety rules to include negligent driving of a County vehicle. 

10. Falsifying any records such as, but not limited to, vouchers, reports, insurance, time records, leave records, 
or other official records. 

11. Willfully or negligently damaging or defacing records, County property, or employee property. 

12. Theft or unauthorized removal of County records or property. 

13. Gambling on County property or during work hours, 

14. Threatening or coercing employees. 

15. Indebtedness to the County. 

16. Not following Department expectation towards fuel conservation. (Failure to follow the no idling policy, not 
performing route in the most efficient manner).Not complying with rule of ½ tank of fuel in buses at all 
times. 
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17. Not following winter weather procedures. 

18. Buses cleaned off at Director’s request. 
 

19. Not bringing in Bus for inspection within thirty days. 7-09 
 
 
THE EMPLOYEE 
 
G. Employee Standards of Conduct (Continued) 
 

17.  Use of an employee's work time or work environment to promote a political candidate/controversial 
issue. 

     18.   Inadequate or unsatisfactory job performance. 

     19.   Acts of physical violence or fighting on the job. 

     20    Reporting to work or any work or school related activity after any consumption of alcohol or unlawful 
use of controlled                substances. 

    21. Possession or use of alcohol or controlled substances, unauthorized use of firearms, dangerous 
weapons or explosives on the job. 

    22. Criminal convictions for acts of conduct occurring on or off the job which are plainly related to job 
performance or of such a nature that to continue the employee in the assigned position could constitute 
negligence in regard to the Board's duty to the students, the public, and/or its employees. 

  23.  Solicitation for goods and services for personal use of employees or students. 

  24.  Smoking, chewing, or otherwise using any tobacco products on school property. 

 

The driver shall not leave his/her bus until he/she has stopped the motor, placed the gear in neutral for 
automatics and first gear for straights, set the parking brake, and removed the ignition key. Failure to 

follow this procedure may result in suspension or termination of employment.   (This is called 
SECURING YOUR BUS) 
 
Employees who engages in any of the above-stated conduct, or who otherwise violates established standards 
of conduct expected of all employees, are subject to disciplinary action up to and including immediate 
dismissal from employment. 
 

II.     THE SCHOOL BUS 
 
A. Pre- Trip Inspection      (See Pre-trip inspection outline Appendix AA  P.71) 
 
State Board of Education - Requirements for School Bus Driver: 4.11.  The driver of a school bus shall perform 
a daily pre-trip safety inspection of the vehicle immediately prior to transporting students. The items checked 
and recorded shall be at least equal to the pre-trip inspection procedure contained in the "Preventive 
Maintenance Manual for Virginia School Bus Drivers". 
 
Buses shall not be operated prior to completely filling out the Driver's Daily Report  verifying the pre-trip was 
performed and the bus is safe to operate. Contact Shop (either by telephone or in person ) if you find a safety 
related problem. Examples of a safety related problem where buses are not to be driven include, but are not 
limited to: (I) Oil or water level is at low or indicates to add fluid; (2) Turn signals, traffic warning lights or brake 
lights fail to operate; (3) There are problems with the brakes or steering; (4) There are noticeable exhaust 
leaks; (5) Mirrors are broken, missing, or out of adjustment or; (6) Cross arm fails to operate. 
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It is extremely important that the pre-trip inspection be performed early so that the Shop will have time to 
correct the problem. Use the following as a guideline to insure that there is minimal impact to your route and to 

keep you as close to your schedule as possible: 
AT NO TIME SHALL A DRIVER COMPLETE THE PRE-TRIP LOG PRIOR TO THE ACTUAL DAY OF 
PERFORMING THE PRE-TRIP INSPECTION. 
 

The following should serve as a guide for the pre-trip inspection:  
 
1.  Approaching the bus 

 
Look for anything unusual, such as vandalism, damage, or leaks (oil, water/coolant, diesel fuel). Check the 

gas cap tightness and signs of tampering (sugar in tank). 
 
2.  Engine Compartment 
 
Oil - The oil on the dipstick should cover the" Add Oil" line. (Check cold, check both sides of dipstick, use 
lowest reading). Do not overfill. Add one (1) quart, then check dipstick again. Add additional oil if required. 
 
Coolant/Water - After reaching proper operational temperature the coolant should be on the "Full" mark of the 
reservoir. 
 
Power Steering and Windshield Washer Fluids - Check fluid levels and check for leaks. 
 
Transmission Fluid - Check cold for a "presence" of transmission fluid. Check hot once a week with engine 
running, gearshift in neutral, and parking brake set. 
 
Hoses - Check for cracks and leaks. Hoses often become spongy and swollen around clamps when worn. 
 
Belts - Check for missing belts, cracks, frayed edges, and proper tension (no more than 1/2 inch give). 
 
 
 
THE SCHOOL BUS 
 
A. Pre- Trip Inspection (Continued) 
 

1. Engine Compartment (Continued) 
 

Electrical Wiring - Check for loose, bare, or broken wires. 
 

Alternator - Check for tightness. 
 

Air Compressor (on air brake buses) - Check for tightness and leaks. 
 

Steering System - Column, Linkage, and Steering Box -Check for bent, loose, or broken parts, also 
missing nuts and bolts, cotter keys, etc.  

 
Suspension System - (on both sides) Check spring hangers/mounts, leaf springs, no loose or broken 

parts. 
 

Shock Absorbers - Check for looseness or any leaks. 
 

Tires - Check tread, should have 4/32 of an inch; check inflation, no recaps, no cuts or bubbles. 
 

Wheels - Check lug nuts for tightness and no rust. 
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Rims - Check for no cracks or welding. 
 

Hub Seal - Check for leaking and cracks. 
 

Air Brakes - Check slack adjusters, secure. Air hose, no cracks, worn or spongy. Air Chamber, no cracks 
or dents. Drum, dust cover. 

 
Hydraulic Brakes - Check hoses, no cracks, worn or spongy. 

 
3. Bus Entrance 

 
Check door for smooth operation. On air operated doors, LISTEN for any possible leaks. Inspect stepwell 
for loose floor covering. Check the emergency equipment (reflectors, fire extinguisher, gauge in the 
green section, not under or over charged; first aid kit,) for proper contents and condition. All emergency 
equipment should be secured and not allowed to roll on the floor of the bus. If the bus has an emergency 
equipment compartment, the buzzer must be activated when locked. 

 
4. Driver's Area 

 
Start the bus with the gearshift in neutral and the parking brake set Check vandalocks (emergency door 
and window locks). When locked, a warning buzzer will sound and the bus will not start. If bus starts or 
buzzer fails when this door is locked, the system is not operating and must be repaired. 
 
Check horn heaters defrosters fans interior lights dome and stepwell windshield wipers and washers for 
operation. Check windshield for cleanliness, cracks, and presence of a valid state inspection sticker. 
Check steering wheel to insure there is not more that 2 inches play. 

 
Mirrors: Interior and Exterior -Check for correct adjustments, cleanliness and not broken.  

 Overhead Mirrors -Inside of bus and rearview  

 Crossover Mirrors -Driver's best indirect view of children in "danger zone" 

  Side Mirrors -Edge of bus and 200 feet to rear of bus Convex/Spot Mirrors - Side of bus and 
area at rear tires (See Appendix E) (Employees will be expected to engage the use of the Mirror 
Grid for correction of bus mirrors when needed) 

 
THE SCHOOL BUS 
 
Pre-Trip Inspection (Continued) 
 
Panel Indicator Lights - When one of the lights on the panel is not working, it is a good indication that the 
exterior light is not working. Check the following lights: left/right turn signals, hazard flashers, brake, high/low 
beam, traffic warning lights, and exterior light monitor on 1991 buses and check back up buzzer. 
 
Check the following gauges: oil pressure, water temperature, amp/voltage meter, air pressure or vacuum, fuel, 
and RPMs. 
 
Check the odometer reading and compare with reading of mileage on preventative maintenance 
dashboard sticker. Make an appointment with shop for scheduled preventative maintenance if 
necessary. 
 
Emergency Brake - To check with manual transmission: place in gear, partially release clutch, and 
accelerate; automatic transmission: place in gear and accelerate. 
 
Check Lights – Lights on: amber traffic warning lights, hazard flashers, then left turn signal and brake (using 
stick between seat and brake pedal.  Use mirrors and emergency door to check reverse lights.  
Before going outside the bus – Turn lights on: headlights, marker/clip lights, right turn signal, red traffic 
warning and cross control stop sign. 
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5. Brake Test -Air Brakes 

a. Gauge - should read from 100 to 120 with engine on. If pressure does not build up, check manual drain 
valve. . 

b. Air leaks -engine off, emergency brake off, hold brake pedal down for 1 minute and at the same time, 
watch the air pressure gauge, making sure the pressure does not drop more than 3 PSI. 

c. Low pressure warning -engine off, switch on, pump brake until light and buzzer come on before pressure 
drops below 60 PSI 

d. Emergency spring brake – continue to pump brake until parking brake pops out; gauge reading should 
be between 20 to 40 PSI; push in parking brake, it should continue to popping out.  Stop pumping brake 
pedal when button pops out.  

 
6. Brake Test -Hydraulic Brakes 

a. Electric booster -check the electric motor for operation; when not working properly and the engine cuts 
off, the brakes will not work (engine off, hold brake down, check buzzer and light). 

b. Height and feel -engine on, release emergency brake, hold brake firmly for 30 seconds; notice any 
release. 

 
7. Anti-lock Brakes – RAPID SUCESSIVE BRAKE APPLICATIONS AND RELEASE, SOMETIMES 

REFERRED TO AS FANNING OR PUMPING THE PEDAL, SHOULD BE AVOIDED.  THIS IS AN 
INEFFICIENT WAY OF SLOWING OR STOPPING A VEHICLE AND AN INEFFECIENT USE OF AIR 
PRESSURE. 

a.  A yellow warning light on the instrument panel indicates the antilock system status.  The light 
comes on and goes through an ABS self-check sequence each time the ignition is turned on.  
The system is working normally when: 
1. ignition turn on, lamp comes on for about 7 seconds, then flashes twice and remains on.  
2. as the vehicle pulls away, the lamp goes out at approximately 5 to 7 mph. 

 
The anti-lock system is faulty if the warning light does not come on with ignition, does not flash, fails to 
go off after 5 to 7 mph, or comes on again at any other time. 
If over-braking causes wheel lockup on the rear drive axle while the engine retarder is in operation, the 
ABS will interrupt and disable the re-tarder until the lockup situation has stopped. 
Note: If an anti-lock fault develops the standard air brake system operation is maintained.  The brake 
system is still operational, but the anti-lock system will not operate to prevent wheel lockup if the driver 
over applies the brakes for existing conditions.  

 
THE SCHOOL BUS 
 
Pre- Trip Inspection (Continued) 
 
8. Inside the Bus 
 

Check the interior for vandalism and cleanliness. Check for loose seats and floor coverings. Check for 
broken or loose windows and that an open easily. Open/close the emergency door/windows and roof hatch 
(if equipped) to check the operation of buzzers and condition of the hinges. 
 

9.Right Side 
 
Check gas tank for leaks or any evidence of tampering. 
 
Check right signal, marker lights, no-missing or broken reflectors. 
 
Check lettering, no missing letters and clean. 
 
Check exhaust system for leaks and that all parts are securely fastened and not rubbing against fuel 
system. Check drive shaft and frame, no bends or cracks. 
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Check air brake system (slack adjuster, chamber and hoses) for cracks, dents, or loose parts. Check 
hydraulic brake system for brake fluid leaks. This is done as you are looking under the bus towards the 
other side, at the inside of the wheel and tire and braking system. 
 
Check rear suspension, leaf springs, hangers/mounts not loose or broken. Check shock absorbers, not 
loose or leaking. 
 
Check rear tires for proper inflation and condition; missing or loose lug nuts; wheel axle seal, for grease or 
leaks.  
 
Check wheel rims for no cracks or welding. 
 
Check chain compartment, should be (1) one pair of chains, chocks and holding devices. 
 
 

THE SCHOOL BUS 
Pre- Trip Inspection (Continued) 
 
10. Rear of Bus 
 

Check lights (red traffic warning, turn signals, hazard flashers, marker/clips, brake, reverse, taillights and 
parking lights for operation, clean lenses, and make sure none are broken; no missing or broken reflectors; 
lettering is clean; emergency door opens easily and buzzer sounds, hinge is in tact. If equipped, check 
strobe light for operation. 
 
Check exhaust system, secure. 
 
Check spacers, no objects between rear tires. 
 
Check shock absorbers, in tact. 

 
11. Left Side 
 

Repeat up the left side, also checking battery compartment, no excessive corrosion; stop sign, secure and 
lights working. 

 
12. Front of Bus 
 

Check lights, high/low beam, red traffic warning, right signal, marker/clip, no broken or missing; mirrors, 
clean and secure; crossing control stop arm, out and secure. 

 
13. Final Checks as You Move the Bus 
 

Fasten and adjust seat belt before moving bus; listen and feel for problems with steering;  clutch, feel and 
no chatter; transmission -manual, shifts properly; automatic, shifts properly; pull forward slowly and apply 
brakes firmly to test ~; check gauges. 

 

 Signal and hazard lights use the same bulb but work off different flashers, therefore, check separate. 

 Use mirrors and emergency door to check amber/traffic warning, hazard, and brake lights. 

 Place a stick between the brake pedal and seat to check the brake lights. 

 To check reverse lights: manual transmission -engine off, switch on, place gearshift in reverse; automatic 
transmission- on level ground, place gearshift in reverse and check to make sure emergency brake holds. 
For added security, check with stick between the brake pedal and seat.) 

 Before backing buses with automatic transmissions, listen for backup warning beeper. Sometimes the 
beeper and reverse lights do not activate if shift lever is not fully engaged. 
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 While operating a bus with air brakes, check the gauge and if the air pressure drops below 60 psi, stop and 
safely park the bus immediately. 

THE SCHOOL BUS 
 
Pre-Trip Inspection (Continued) 
 
   Maintenance 
    1.    Preventive Maintenance (PMI) 
           State required preventive maintenance inspections are scheduled every 30 days (State Regulation 2.12 

of Department of Education's (DOE) Regulations Governing Pupil Transportation). 
 

It is very important that drivers adhere to this policy.  For example, consider that you are on your normal 
route and it has been more than 30 days since your vehicle was in for its last inspection. Suddenly, your 
vehicle is hit by another vehicle, or let's say, you hit another vehicle and either you, one of your students, 
or a person in the other vehicle is seriously injured. If, during the course of the investigation by law 
enforcement personnel, it's discovered that the County vehicle is not in compliance with DOE 
regulations, the driver can be and, most likely, will be held accountable as a contributing factor to the 
accident. Depending on the circumstances, the bus driver could lose his/her CDL license. 

           Because of the seriousness of this policy, anyone allowing their vehicle to exceed the 30 day limit will 
be viewed as having                committed a serious offense and will be subject to the actions cited in the 
Guidelines for Disciplinary Action. (page 49) 
 
THE SCHOOL BUS 
 
B. Maintenance (Continued) 
 
Use the following Guidelines and procedures when bringing your vehicle in for preventive maintenance: 

a. Make an appointment for service: every 30 days to be inspected or sooner when needed. This is for the 
appointment only and allows an additional 300 miles of operation. Appointments may be made by calling 
the Bus Garage at 245-5143  or in person at the Transportation Department Service Window; 

b. The following tasks must be completed before submitting your vehicle to the shop for preventive 
maintenance: 1) Trash must be off the floor, buses swept, 2) Loose objects must be secured or removed 
from vehicle; 3) Vehicles must be reasonably clean outside (weather permitting). All lights, mirrors, and 
windows must be cleaned prior to preventive maintenance.  

c. Fill out a report with mileage and service checked. List any other repairs needed; 
c. Present the report and keys to the Service Window. Defect reports will not be accepted without mileage, 

keys, and the driver's signature; 
d. You will be issued a spare bus unless you drive a Special Needs Bus, or Special Needs Car. If you 

drive one of these vehicles, your vehicle will be serviced on a first come, first serve basis 
 

2. General Repair 
 
If a driver discovers that a vehicle requires additional maintenance at any other time than when preventive 
maintenance is due, a Driver's Report of Defects in School Buses (should be submitted to the Shop (Car 
drivers should use the same form). No work will be performed without a work report filled out completely and 
keys turned in with report. Also, vehicles must be washed on the outside, all trash must be picked up, buses 
swept, and all loose objects must be secured or removed from the vehicle. 
 
Any problems which drivers experience on an afternoon route should be reported immediately to the Shop. 
The Shop is open each school day from 6:30am to 5 p.m. 
 
Spare Vehicle Check-In and Check-Out Procedures 

When you bring your regular vehicle to the shop for a repair or for preventive maintenance, you may be 
issued a spare vehicle from the department's spare fleet until service on your vehicle has been completed. The 
following are some helpful hints for checking spares in and out: 
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1.   Vehicle Check-Out 
a. Vehicles and keys are issued at the Bus Garage 
b. Pre-trip vehicle prior to moving it  
c. Inspect vehicle for cleanliness prior to leaving  
d. If vehicle is dirty and/or not full of fuel, contact shop before moving bus from parking location; shop will 

advise on what to do. 
THE SCHOOL BUS 
Spare Vehicle Check-In and Check-Out Procedures  
 
2. Vehicle Check-In 

a. Perform post-trip inspection; 
b. Vehicle must be cleaned and swept each time it is used (no trash on floor, clean between seats and 

clean between seat back and seat cushions, also space between seat and wall of bus ); 
c. Vehicle must have ½ tank of fuel(if applicable); 
d. Return keys to the key box or garage. 

C. Cleaning 
The bus driver is responsible for keeping the inside of the bus clean and free of debris, trash, bottles, cans, 
clothing, etc. Paper, pencils, and other objects should be removed from the heater as they may cause damage 
if they fall into the fan motors. All chewing gum must be removed from floor of bus. 
 

Drivers are responsible for cleaning the outside of the bus and are encouraged to wipe clean the lettering and 
lights on their buses on a daily basis. 
When any vehicle is used, it must be returned clean and fully fueled and keys returned to the Shop or key box. 
When a driver picks up a vehicle and finds it dirty or low on fuel, this should be reported to the shop personnel 
immediately. All returned vehicles will be inspected by the Shop. 
 

D. Parking 
All vehicles are to be parked at pre-designated, authorized locations. It is mandatory that the vandal locking 
system on buses be utilized when the bus is not in use. 
 

Drivers selecting a neighbor’s or friend’s private property as an authorized parking location must secure the 
property owner’s written permission in advance of parking the vehicle. The written permission must be 
provided to the Administrative Services for approval and the Director of Administrative Services will have final 
say. 
 

Vehicles should be parked on level or nearly level areas with wheels turned so as not to enter traffic should the 
vehicle roll. 
 

Manual transmission buses will be parked with the gear shift in first or reverse; automatic transmission buses 
will be parked with the gear shift in neutral and the emergency brake set. 
 

E. Fueling 
Buses should have a ½ tank of fuel at all times.  
(Bus Fuel Report Appendix Z page 100) 
 

F. Fueling Locations 
 

Drivers are encouraged to refuel daily .Drivers are expected to maintain at least a half a tank of fuel. There are 
fueling sites within the County where school vehicles may fuel the school bus: Alleghany High School, 
Boiling Spring (diesel only), and Bus Garage. 
 

                (Drivers are encouraged to fuel their bus at the Bus Garage when visiting for service) 

In order to conserve fuel, the Bus Garage may assign a Bus Driver to a bus route to reduce the number 
of “dead-head” (no students on board) miles involved with the operation of the school bus. Bus drivers 
may be asked to park buses at specified locations, park buses at schools, and participate in bus 
pooling. Also the Administrative Services will assign each driver a fueling site. 
 

Drivers must never refuel a bus while students are on board. 



 28 

 

 
G. Post-Trip Inspection 
 
Upon completion of each school load, both morning and afternoon, the driver must make a physical check to 
determine if any vandalism has occurred or if any articles are left and to be sure that no students have 
remained on the bus. This check must be made prior to leaving the bus for any period of time. Any articles 
found on the bus should be turned in to the school prior to leaving school property. 
 
A post-trip inspection is required after delivering of students to the school in the morning and as soon after 
discharging the last student for each school serviced in the afternoon. Driver must check for students left on 
the bus, check the tires and lights. 
 
Failure to comply with any procedure that results in a student being left on a bus after any run or after the bus 
has been secured is considered  an offense which could result in suspension or termination of employment. 
 
 
H. Lost/Misplaced Vehicle Ignition Keys 
 
Drivers who lose or misplace the ignition key to their vehicle must contact the Bus Garage immediately.  
Drivers are urged to notify the Garage in a timely manner and not spend an inordinate amount of time 
searching for the key before making contact.  
Drivers should develop the habit of placing their key in the same place at the completion of each day. 
Substitute bus drivers need to put the keys back in the key boxes. 
 
I. First Aide Kits/Driver Supplies 
   
   Each driver will be supplied with a first aide kit to be used in the event of an emergency. All drivers will need 
to see the Shop Foreman for any needed supplies required to operate their assigned vehicle.  (See Appendix 
FS page 106) Drivers will be sure to replenish the supplies in the First Aide kit when needed. 
 
 
 

III.     RULES GOVERNING APPROVED OPERATION OF THE BUS  
 
A. Loading and Unloading Students 
 
1. Traffic warning lights must be used in advance of a bus stop any time students are loaded or unloaded, 

including stops on school grounds or on field trips. Where the posted speed limit is less than 35 miles per 
hour, lights should be activated at least 100 feet in advance of a stop; and where the speed limit is 35 miles 
per hour or more, lights should be activated 200 feet in advance. Traffic lights will never be used to stop 
traffic for any reason other than to load or unload passengers. Emergency flasher lights shall also be used 
by drivers when stopped or about to stop for another school bus, or when approaching said other school 
bus from any direction that is stopped or about to stop to take on or discharge passengers. All drivers will 
activate lights when loading & unloading students on school property. 

 
2. 8-Lamp System - When traveling below 35 miles per hour, activate your amber light switch. This is to warn 

traffic of your intent to stop. Once you are at a complete stop, you activate your red lights. This is done by 
opening the door. Your stop arm and cross arm will also be activated by this motion. Load or unload 
students. Close your door. This will deactivate lights and arms. Proceed with your run. 

 
3. Emergency flashers (yellow, four-way flashers) should not be used in connection with loading and unloading 

students. 
 
4. When loading and unloading students, the bus should stop to the right of the center line far enough to the 

right to keep vehicles from passing on the right but without pulling off the traveled portion of the roadway. 
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On divided, five lane roads where the middle lane is used for turning or heavily traveled roads, students 
must be loaded and unloaded on the side of the road on which they live. 

 
5. “Anytime" when loading and unloading students, the bus transmission should be placed in neutral, 

with foot on brake pedal at all times, as recommended by the State Department of Education. 
 
6. When it is necessary for students to cross the street to load or unload, the bus transmission should be 

placed in neutral and parking brake set, with foot on brake pedal at all time. Then the students should be 
instructed to wait for the driver to signal that it is safe to cross. Students should cross at a point ten or more 
feet in front of the bus. Only after using all mirrors and checking all directions to be sure traffic has stopped, 
the driver should signal the students to cross. 

 
7. Ideally, students should be seated from rear to front, three to a seat when feasible (some secondary 

students can sit only two to a seat). On the trip home, they should be loaded according to the order in which 
they disembark (last off at the rear of the bus; first off at the front).  

 
8. Students must be on the bus while backing. RULE TO REMEMBER: LOAD STUDENTS BEFORE 

BACKING; BACK BEFORE UNLOADING STUDENTS. 
 
9. The entrance door is to be operated only by the driver and must be kept closed any time the bus is in 

motion. The bus door should not be opened completely until all oncoming traffic has come to a complete 
stop. 

 
10. Never block an intersection with a school bus. 
 
11. While passengers are loading, the bus will remain stopped until the passengers have seated themselves; 

likewise, when unloading, passengers will remain seated until the bus has completely stopped. 
 
12. Except in emergency situations the driver must be on the bus at all times when students are on the bus. If, 

emergency take key with you. 
 
13. The driver must be extremely watchful around bus stops. Students should be counted and accounted for 

before the bus is moved by rechecking danger zones because of horseplay around the bus stop. More 
students are seriously hurt during the loading/unloading process than while the bus is in motion. 

 
RULES GOVERNING APPROVED OPERATION OF THE BUS 
 
A. Loading and Unloading Students (Continued)      (See Appendix DZ pages 104-105) 

 
14. Students will not be loaded on a blind curve, steep hill, or hillcrest. Stops located in such dangerous areas 

should be reported immediately to the supervisor. 
 
15. Never move the bus unless you are absolutely certain all students are safely out of the Danger Zone. 

(Appendix DZ) 

16.  Always count children as they exit the bus -if you have lost count of a child outside the bus, shut the bus 
off, secure it, and check underneath. 

 
17. Watch for children with long drawstrings (long jacket, sweatshirt drawstrings, backpack straps, long 

scarves) or other loose clothing, or children carrying loose papers or other items -expect the unexpected. 
Remember that children's clothing has also been caught in bus doors, the fire extinguisher, seatbelts, and 
the step outside the entrance door. 

 
18. After discharging students, carefully scan the entire area before moving and be alert for any warnings (from 

bystanders, teachers, or motorists outside the bus or students inside) as you pull away from the stop.  
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B. Driving on School Grounds 
 
Each school division has someone designated to supervise students while they are on school grounds. But 
even though there are rules and people to enforce them, students sometimes disregard them. 
After school is of particular concern because students are anxious to load the bus and go home. They may not 
be paying close attention. Bus drivers should be especially cautious at this time and at all times when driving 
on school grounds. 

 
1. Always stay alert and proceed slowly and cautiously while driving a bus on school grounds. If an 

emergency occurs, an alert driver may be able to prevent a disaster by bringing the slowed vehicle to a 
quick stop in a short distance. 

 
2. Each bus is required to stop at the "designated place" for loading and unloading. No other place 

should be used. Parking between buses must allow ample space for the rear doors of the bus to 
be opened in the event of an emergency. 

 
3. Drivers should follow the "rules of the road" on school driveways as on roadways. 

 
4. Bus drivers shall activate traffic warning lights when loading and unloading pupils on school 

driveways. 
 

5. Drivers shall not pass other buses while they are loading or unloading. 
 

6. School bus drivers should leave the school in a safe and orderly manner, without following other buses 
too closely. 

 
7. When a bus departs the school, it must stop before entering the roadway, regardless of whether or not a 

traffic sign or other traffic control is present. Bus drivers will obey all stop signs on school grounds at all 
times. 

 
RULES GOVERNING APPROVED OPERATION OF THE BUS 
 
Driving on School Grounds (Continued) 
 

8. Do not back the bus unless there is no other safe way to move the vehicle. Post an adult lookout at 
the rear of the bus to assist in the backing maneuver. This adult will give warning of obstacles, 
approaching persons, or other vehicles. Check all mirrors constantly while backing. 

 

9. A driver must be extremely careful and alert at all times while operating a school bus. When operating a 
bus near pedestrians, the driver must anticipate potential problems that may be encountered. 

 

10. Many of the Alleghany County schools use designated fire lanes as the staging area for loading and 
unloading school buses/cars. It is imperative that vehicles using these areas have drivers available to 
promptly move the vehicle in the event of an emergency. At no time should a bus or car be in the fire 
lane without a driver in the vehicle or close by. 
a. Vehicles may be in a designated fire lane for unloading/loading purposes Up to fifteen minutes prior to 

school building take-in/dismissal times. Drivers still must be on or near the vehicle and readily 
available to move them from the fire lane in the event of an emergency.  Drivers who may be 
indisposed in the school building during a portion of the fifteen minute period, prior to dismissal time, 
must leave their vehicle key with another driver and ask the other driver to move vehicle in the event 
of an emergency. 

b. Buses/Cars may not be parked in a designated fire lane during the middle of the day. 
c. Buses/Cars may not be parked in a designated fire lane at night time or on weekends. 

 
 

C. Following: the Bus Route 
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Drivers must adhere to the bus routes as they are described on the route sheets. If a driver believes that a 
route could be improved, their recommendations should be brought to the Route Coordinator before the route 
is changed. It is the responsibility of the Transportation Office to change routes; drivers, principals, and parents 
do not have this authority. Drivers who modify their route without prior approval or recommend changes to 
parents or the public at large will be subject to disciplinary action. If a parent or principal desires to have a 
change in the bus route, advise them to contact the Transportation Office. (Swapping portions of your route 
with another driver, without department approval, is an example). 

Drivers must make an effort to run their routes on time. Drivers who find it difficult to run trips as 
scheduled or who arrive at schools too early (more than five minutes prior to opening) or too late, 
should report this immediately to the Route Coordinator. 
 
D. Unauthorized Use of School Bus 

Except when assignments require the transporting of transportation assistants, drivers should drive their buses 
directly from the BUS GARAGE or pre-designated parking location to their first stop in the morning. They 
should then proceed to run their routes as described on the route sheets. After unloading students at the last 
school in the morning, drivers should proceed directly home or to the pre-designated parking location to park 
their bus during the middle of the day. This same procedure should be followed for afternoon runs. 

The only exception to this rule is as follows: If a driver must be idle between runs, then he/she may park the 
bus on a street where traffic would not be adversely affected and may enter a convenience store or fast-food 
restaurant for a break. Permission must granted by the Bus Office in advance. Permission will not be granted if 
the driver must deviate significantly from the prescribed route or if there is any question about the safety of 
stopping at the proposed site. The same procedure should be followed for breaks between afternoon and 
activity runs. 

On field trips, drivers should stop only at authorized sites except in the case of an emergency. 

 
E. Unauthorized Vehicle Changing 

Drivers are only authorized to use the vehicle designated to them for their regular route or field trips. There will 
be absolutely no vehicle swapping without authorization from the Transportation Office. 

Under no condition should a driver allow another individual to drive his/her vehicle without the permission of 
the supervisor. 
RULES GOVERNING APPROVED OPERATION OF THE BUS   (continued) 
 
F. Unauthorized Riders - Home-to-School Routes, School-to-School Routes, Activity Routes 
 
Persons authorized to ride a school bus on home-to-school, school-to-school, and activity routes are those 
students who meet the school division’s eligibility requirements, the driver operating the vehicle, and the 
transportation assistant. Non-students, including the driver's friends, are allowed on the school bus. The driver 
should make every effort, short of physical confrontation, to ensure that children and adolescents who do not 
attend Augusta County Public Schools and students who are not eligible to ride are not permitted on the 
vehicle. The driver should seek the assistance of the principal or Director of Transportation if a problem 
persists. 
 
The only exception to the above practice is for those persons who are cleared to ride the bus by the school 
administration or the Transportation Office. A student who presents a note signed by the school administration 
may ride the bus only if stop is on the designated bus route. The student must present the note to the school 
office in the Am and the note must be verified by the student’s parent. 
 
Pre-school aged children of transportation employees may also ride a school bus provided space is available, 
a written request has been made to the supervisor, and request has been approved (See Appendix S and S.I   
pages 92-93). 
 
G. Assigning Seats to Students 
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To handle disciplinary issues a driver may elect to assign students to particular seats. When it is not possible 
to seat all students, the Transportation Office is to be contacted immediately. On field trips, all students must 
be seated and are not permitted to sit on the floor or heater or in the step-well. Drivers may find school 
personnel an excellent resource in establishing a good, workable seating chart. All pre-school students 
should be seated in the front of the bus to insure proper monitoring. (See Appendix I 79a-b) 
 
 
H. Speed Limits for Buses 
 
Bus drivers should adjust their speed for existing road conditions but should never exceed the posted speed 
limit. The speed limit on a regular run is 45 mph. School buses are permitted to travel at 60 mph only on 
interstate highways. School buses transporting students from point of origin to point of destination with no 
stops in between are allowed to travel 45 mph where posted limits permit. Speed limit for school buses in 
business and residential areas is 25 mph. Augusta County policy limits school bus speed to 15 mph while on 
school grounds. (Individual schools may elect to decrease the speed limits on their property due to certain 
obstructions or restrictions.) 
 
I. Following Another Vehicle 
The driver of a school bus must not follow another vehicle more closely than is reasonable, keeping in mind the 
weight, size, and speed of the vehicle, the amount of traffic, weather and light conditions, and the condition of 
the roadway. In determining "proper following distance", you should keep in mind the distance required for your 
vehicle to come to a complete stop. Use the "Three Second Plus" rule for establishing proper following 
distance in ideal driving conditions. Watch the vehicle ahead of you pass a specific mark; i.e., a phone pole, a 
mile marker, a fence post, any marker that is stationary. When the rear bumper of that vehicle has passed that 
marker, begin counting to yourself, "one thousand and one, one thousand and two." If your front bumper 
reaches the marker before you finish counting, you are following too closely. In adverse conditions, you need 
to add one second more of following distance for each condition. Under ideal conditions, school buses require 
at least four (4) seconds. (At no time should another bus ever tailgate, or even appear to tailgate another 
bus) Rule: Outside city or town minimum following distance to follow another bus is 200 feet.  
On school property buses must maintain one bus length from one another. 
 
J. Entering Main Highways 
 
The vehicle must be brought to a full stop before entering a main highway from a side street or road. This rule 
must be observed even though a stop sign is not posted. 
 
K. Making Turns at Intersections 

Improper turns rank as a major factor in vehicle collisions. The driver of a vehicle intending to turn to the right 
at an intersection must approach the intersection in the extreme right-hand lane, give a signal 100 feet before 
turn and in turning, keep close to the curb or edge of the highway. If a left turn is intended, the driver should 
slow down, signal properly, and steer the bus near the center line to indicate that a left turn is to be made.  
When two left hand turning lanes are present, make the turn from the outside lane. 

Drivers of school buses should avoid "hooking" or "swinging wide" when making a right turn or "cutting the 
comer" when making a left turn. When turning right into a narrow street, you may find it necessary to swing 
wide, but in doing so, every precaution should be taken to assure a clear turn. Check the right mirror carefully 
to ensure that no vehicle is passing on your right side. Buses are not to execute right turns on red, exception: 
intersection @ WWRC. 
 
 
L. Curves 
 
Curves can be made easily by reducing speed and downshifting before entering a curve. Keep to the right and 
do not coast or use the brakes while in the curve. Accelerate after passing the middle of the curve. 
Acceleration helps keep the vehicle in balance by giving added traction on the road. 
 
M. Stopping 
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When stopping a vehicle, allow sufficient distance for bringing it to a smooth stop. Apply brakes far enough in 
advance to permit moderate pressure to bring the vehicle under control. After stopping, leave sufficient 
distance between your front-end and the rear-end of the vehicle in front of you. After stopping, you should be 
able to see the rear wheels of the vehicle in front of you in contact with the pavement. 
 
N. Backing 
 
Do not back the vehicle unless it is absolutely necessary!  Backing causes many collisions. When backing at 
turnarounds, give a 100 ft. turn signal and activate four-way hazard lights before backing. Blow the vehicle 
horn to let others know you are backing. Check conditions, back slowly using mirrors and in turning while 
backing, back towards your side where vision is not obstructed. It is sometimes helpful to sound the horn 
before backing. If driving a bus, post a trusted student lookout on the inside rear of the bus to give warning of 
obstacles, approaching persons, or other vehicles. Remember to pick up passengers before backing or 
turning. Unload passengers after backing or turning. Backing into designated spaces at schools is prohibited 
Drivers must coordinate school arrival time in the afternoon to insure that no bus encounters a 
backing maneuver. 
 
0. Downgrades 
 
Reduce speed and downshift before starting down a grade or hill. Descend in the same gear that you would 
use to go up the grade. 
 
P. Railroad Crossings 
 
The following procedures should be observed at all railroad crossings: 

1. Tap the brake lightly as you approach a railroad crossing, turn on four-way hazard lights at the 
railroad crossing warning sign to warn other drivers the vehicle is about to stop. 

2. Come to a complete stop no closer than 15 feet and no further than 50 feet from the nearest rail. 

3. Listen for trains by opening the driver's window, turning off heaters/fans/radio, and quieting students. 
Bus drivers must also open the entrance door. 

4. Bus Drivers; turn off the traffic warning lights unless loading or unloading students. 

5. Listen and look carefully in all directions and be alert to multiple tracks. 

6. If a train is approaching, hold the vehicle in its position, set gear to neutral, and set the parking brake. 

7. When it is safe to cross the tracks, turn off the four-way hazard lights. Bus drivers must also close the 
entrance door. 

8. Cross the railroad tracks in a gear which allows you to cross the rails completely without changing 
gears. 

9. In the event of a crossing malfunction, a school bus may never cross unless directed by a police officer 
or representative of the railroad company. Drivers should contact the Transportation Department in the 
event of a malfunction. 

 

 * The above procedures do not apply at any crossing where a police officer or properly identified 
representative of the railroad company directs traffic to proceed. 

 
Procedures When Stalled on Railroad Crossing 
 

1. Evacuate the vehicle immediately; take no other action prior to the evacuation. 

2. Make sure that students are at least 100 ft. from the crossing. If a train is coming, evacuate the students 
away from the crossing and the tracks, but in the direction of the train to avoid injury from flying debris 
that could occur should the train strike the stalled bus. 

3. The driver may return to the vehicle if it is safe to leave the students and if no train is coming: 
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a. Remove vehicle from the crossing. 
a. Contact Bus Garage 
b. Return to the students. 
c. Wait for assistance to escort students across the crossing, 

b. If vehicle cannot be moved, contact base by radio and wait with the students. 
 

Q. Passing School Buses 
 

Under normal circumstances, the driver of a school bus is not to pass another school bus, whether an 
Alleghany County school bus or one from another school division, when other bus is traveling in the same 
direction. This policy applies in loading and unloading zones as well. If needed, ride thru loop. 
 

R.  Use of Seat Belts In County Operated Vehicles 
 

Persons operating a county owned motor vehicle equipped with a seat belt assembly shall wear it at all times. 
 

S. Maintaining Order on the Vehicle 
 

Safe and orderly conduct requires the cooperation of the school principal, Transportation Office, driver, parent, 
and student. The driver is responsible for maintaining order on the vehicle; however, the driver does not have 
the authority to discipline students other than assigning seats, verbally reprimanding, and writing students up 
on Bus Conduct forms and Disciplinary Notices to Principals. 
 

Whenever student behavior jeopardizes the safety of any passengers on the vehicle or is considered 
unacceptable according to the student conduct code, the driver should pull the vehicle to the side of the road at 
a safe place, come to a complete stop, and deal with the problem. Drivers should not attempt to reprimand 
students while the vehicle is in motion!  If needed, drivers should contact the school or Bus Garage to 
request assistance. 
 
Returning a bus to a school in the afternoon is rarely a viable solution to improper student behavior. Returning 
to the school with a bus load of students only worsens the situation and rarely results in the kind of outcome a 
driver is looking for. If a behavioral problem develops while the bus is in route home and escalates to a point 
where help is required, drivers should pull the bus over to the side of the road when it is safe and practical to 
do so and then contact the school & the Transportation Office for assistance. A decision can then be made on 
the type of assistance required and then dispatched to the driver's location. 
 

Drivers are to report all disciplinary problems to the school principal using the Bus Conduct Report (See 
Appendix K  pages81-81a) that day or the following morning. If the problem persists, additional reports should 
be filed and the driver should discuss the matter with school authorities. If the problem remains unresolved, the 
matter should be turned over to the supervisor after the third referral on the same student(s). Serious violations 
are to be reported immediately. 
 

Under no circumstances should a driver suggest, request, or demand that a student disembark from the bus, 
except at the student's normal stop. A driver may refuse to allow a student on the bus if there is visible 
evidence that the student will endanger the other students or the driver. Possession of a dangerous weapon 
would be an example of grounds for denying a student access. If a student is denied entrance onto a bus, 
the driver should report this immediately to the principal and the Transportation Office and should complete a 
Bus Conduct Report. 
 

Drivers should be aware of any unusual circumstances that may occur while they are driving. Any behavior or 
conduct displayed by a student to the driver or another passenger on the bus that is sexually suggestive or 
abusive in any manner should be reported by the driver immediately to the principal or supervisor on the Bus 
Conduct Report. 
 

A driver does not have the authority to suspend riding privileges.  This authority rests with the principal.  
Unless the driver has knowledge of a student loosing the privilege of riding the bus, the driver must transport 
students assigned to their bus. 
 

Drivers should remain in control of themselves at all times. 
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T. Checklist on How to Maintain Discipline 
 

 Establish rapport with school administration 
 Meet with administrators to communicate driver’s expectations 
 Establish with students the behavioral boundaries 
 Be sure the students know the rules 
 Establish preventive and pre-crisis discipline plan 
 Be consistent 
 Periodically let the students know the rules and that they are doing a good job  
 Communicate to parents (letter of introduction, expectations etc.) 
 Do not allow unwanted behavior at anytime 

 
Student Discipline Procedures 

 Warn student behavior is wrong  
 Keep student on the bus to speak with them 
 Make contact with parent (phone call) 
 Contact school administrator 
 Fill out appropriate referral form (document behavior before referral) 
 Refer to school administrator 
 Parental Conference 
(Behaviors which warrant immediate Administrator referral) 

 Tobacco , alcohol or drugs 

 Weapons 

 Fighting 

 Cursing or abusive rude behavior towards the driver 

 Actions which endanger other students 

 Sexual conduct    (See pages 80-80abc) 
 

Physical Contact Policy with Students 
The following practices and procedures need to be followed at all times when working with students: 
 
When to touch a student: 
 

o If a students must receive first aide 
o If a student is in need of medical assistance (e.g. Epi-Pen) 
o When a student (injured) needs to be evacuated from the bus 
o In an instance where a bus driver must intervene between students due to a physical 

altercation on the bus 
o When the employee is in the process of securing a child in a car seat or a wheel chair 

(shoulder harness) 
 
When not to touch a student: 
 

o Never touch a student when in the process of disciplining a child 
o Never grab a child to get their attention 
o Any other forms of physical contact no matter how innocent may be placing yourself at 

risk 
 
RULES GOVERNING APPROVED OPERATION OF THE BUS 
 
 
U. Communication Equipment 
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Cellular Telephone   
No person shall use wireless telecommunications device, whether handheld or otherwise, while driving 
a school bus, except in case of an emergency, or when the vehicle is lawfully parked and the motor is 
cutoff and for the purposes of dispatching. (State Law 46.2-919.1 effective 7-01-08) 

The use of a cellular telephone on a school bus must be carefully controlled. While a cell phone has many valid 
school bus applications, its use by drivers can become a distraction. 

 

Follow these guidelines when using a cell phone: 

a. Keep the assigned or personal cellular telephone on at all times. 

b. The cellular phone must be secured so it does not become a flying object. 

c. Cellular phones, utilizing the school bus as a power source for charging/recharging, must be approved by 
shop personnel and necessary wiring must be completed by shop personnel. 

d. No incoming or outgoing calls are permitted while the vehicle is in motion. 

e. No outgoing calls are to be made when students are loading / unloading, or when students are on the bus. 
EXCEPTION: A cellular phone may be used in an emergency.  Drivers are permitted to use the cellular phone 
when there are no students in the vehicle, and the vehicle is parked and the engine is off. Do not use a cell 
phone when bus is empty and bus is in motion. 

V. Being Passed by Emergency Vehicles 

Rules of the road require all vehicles to yield the right of way to approaching emergency vehicles. If an 
emergency vehicle approaches from the rear, all drivers, including the school bus driver, must cautiously and 
as far as practical move onto the right shoulder or curb lane of the roadway and stop. Don't move onto the 
shoulder unless it can hold the weight of the bus. 

If the driver is loading or unloading students when approached by the emergency vehicle, the driver must 
remain in position where the bus is stopped, continue using the traffic warning lights, and prevent any more 
students from getting off the bus or crossing the road. After the driver has checked carefully to see that all 
students are either safely across the road or on the bus, the driver should then turn the traffic lights off, 
permitting the emergency vehicle to pass. 
 
 
RULES GOVERNING APPROVED OPERATION OF THE BUS 

(All drivers assigned a regular route are expected to complete their regular school day route 
before driving an activity run. Drivers are not to accept additional trips which may interfere 
with their regular run. Drivers must contact the Director of Transportation to request being 
assigned to an activity run other then their assigned day run.) 

 
W. Rules Applying to Field/Special Trips 

While transporting students on field/special trips, drivers should not make any unauthorized or unscheduled 
stops, except in the case of an emergency.  Drivers must inform chaperons of the exact time to leave their 
destination to allow the bus to be back on time for regular afternoon run. 

 

X. Field Trips 

All full-time drivers are contracted to drive four full days of field trips a year for their home school. These will be 
assigned by your principal. If, your home school does not have enough field trips in order for you to fulfill your 
contract you may be asked to drive for another school or you will have the opportunity to fulfill your contract by 
driving a after school or weekend trip or perform custodial duties at one of the schools. Drivers unable to 
operate an assigned trip must contact the school administrator as soon as possible explaining "why" they are 
not available. Field Trip Commitment Form (See Appendix X.3 page 98b) 

Y. Athletic/Extracurricular Trips 
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All drivers are eligible for athletic/extracurricular trips to be assigned by the Secretary of Administrative 
Services. Most athletic and extracurricular trips will be assigned to substitute drivers, unless the trips is after a 
full- time drivers regular run or it is on the weekend and does not cause the driver any overtime.  

 

The following are guidelines to follow when operating field and athletic trips: 

 
1. Once you receive your notice of the trip, make sure of, loading location, pick-up time, destination, return 

time, etc. For clarification of any information, ask the school administrator. 
 
 

2. Review any directions for accuracy. Travel only the shortest most direct route to and from the event, 
making no stops or side trips (except for fueling on long distance trips) not included in the original trip 
request. 

 
3. Ensure your vehicle has sufficient fuel for the trip prior to arriving to the loading location. For long 

distance trips make necessary arrangements for re-fueling. 
 

4. Arrive to your loading location in ample time to get in place. Changes to original itinerary must be cleared 
by the Transportation Office before leaving loading location. 

 
5. Ensure only students and other authorized passengers board the bus. Only the names on the manifest 

are considered authorized. 
 

6. If band instruments or other large objects are to be transported, ensure they do not block the aisle and 
emergency exits. Items transported on empty seats must not be stacked higher than the height of a seat. 

 
7. Request before leaving the loading location that the teacher/coach in charge be responsible for 

maintaining order on the bus. 
 

8. Introduce yourself to passengers. Prior to departing the loading location perform a Safety Briefing for the 
benefit of your passengers. (The need for keeping the central aisle and all emergency exits clear of all 
carry-on items. 

 Keeping all body parts, i.e., arms, feet, etc., inside the bus. 

 Proper sitting techniques and arrangements. 

 Location of first aid kit, fire extinguisher, reflective triangles and all other safety equipment on the bus. 

 Operation and location of all emergency exits. 

 Operation and location of emergency brakes- 

 Procedures for evacuating the bus in an emergency. 
          (See Appendix X.1-X.2  pages 97-98a) 

 
      9. At destination, ensure that the teacher/coach/chaperon and students know their bus number and time of 
departure. 
 

10. Remain with the group until the completion of the trip unless instructed. Drivers should not attempt to 
perform other functions       such as personal business when on a field trip. Drivers should not make 
requests of their group to leave the trip, as this often places the contact person in an awkward position. 
When a group books a field trip with us, it is with the understanding that they will have access to both the 
vehicle and the driver during the entire time. Groups need the peace of mind that if there is a sudden change 
in their trip, the bus and driver will be there with them to move the passengers. Some trips may have been 
planned with the driver leaving the site and returning at a later time. These trips are detailed with this 
information on the trip sheet.  If you are not clear about whether you are to stay with the group or not, 
contact the special needs coordinator by telephone from the school before embarking on the trip.  If 
parking the vehicle at the destination site is impossible, tell the teacher, coach, or chaperon where you will 
be parking. Park somewhere close to the group. Pre-arrange with the group what time they expect you to 
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return. Give them Transportation's phone number to call in the event of leaving early. Stay on the bus with a 
telephone "on" should the sponsor, teacher or coach need to contact you. 

 
11. Only students and other authorized passengers should re-board the bus for the return trip. Use the 
written manifest to ensure that every passenger is accounted for. 

 
12. Prepare the necessary Mileage Report as required. Make sure the Trip Mileage Report is filled out 
correctly and completely, immediately upon completion of each trip. Field trip mileage is to be recorded 
under special trips on the monthly report (See Appendix L page 82) Return copy of form to the 
Transportation Office after completion of the trip. For payroll purposes, the copy off the field Trip Mileage 
Report must be submitted to the Transportation Office at the first of the month, no later than the 3rd business 
day (school offices are opened) of the following day of the month. Paperwork for trips operated on the 
last day of the month must be submitted the following business day. 

 
13. Conduct pre-trip/post-trip inspections of bus interior along with the customer and identify all emergency 

equipment. Contact the school administration if group fails to reasonably clean the bus. 
 
 
Y.  Other Regulations 
 

1. The use of posters, stickers, or advertising material of any kind is prohibited in or on school buses unless 
approved by Director of Administrative Services. 

 
2. No object shall be placed in the bus that will restrict the passage to the entrance or emergency doors. 

This includes trash receptacle attached to emergency door. 
 

3. On dark, rainy, or foggy days, headlights must be used. 
 

4. Smoking by the driver, assistant, or passengers while on any and all school board property or in any 
vehicle leased, owned, or rented by the Alleghany County School Board is strictly prohibited. 

 
5. Students must remain seated at all times when the bus is in motion. Seats should not be changed during 

the route. 
 

6. All drivers are required to lock their vehicles when leaving them unattended. Vandalocks are to be used 
regardless of parking location. This includes vehicles parked at the driver's home and keys should not be 
left in the ignition. 

 
7. The School Bus front entrance door shall remain closed whenever the vehicle is in operation. 

 
8. The driver will be notified by the Administrative Services Office as to where the designated parking site 

will be for their assigned bus. 
 

IV.     EMERGENCY SITUATIONS AND PROCEDURES TO FOLLOW 
 
A. Definition of a Collision 
Anytime a vehicle body comes into contact with another object a collision has occurred and must be reported. 
In addition, anytime a student is injured on or in sight of the driver, the driver will contact the Transportation 
Office. ALL COLLISIONS AND STUDENT INJURIES MUST BE REPORTED IMMEDIATELY!! 
 
B. Procedure to Follow in the Event of a Collision 
 

1. Stop immediately!   All vehicles should stop immediately at the scene of a collision. 
 

2. Use emergency 4- way flashers and secure vehicle. 
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3. Under no circumstances should the vehicle be moved unless ordered to do so by the police or if 
it creates a serious traffic hazard. You should also request other drivers involved in the collision 
or witnesses to remain at the scene. 

 
4. Notify the Transportation Office (245-5143 or 245-5144) immediately of the collision DRIVER will 

CONTACT 911. When calling, give vehicle number and location of the collision and indicate whether or 
not there are any injuries. Except for medical reasons, the driver shall not leave the scene of the 
collision. 

 
5. If there are students on the vehicle, make them as safe, comfortable, and calm as possible. Do not 

remove the students from the vehicle unless an emergency evacuation is required. (Make a count of the 
number of students on the vehicle and record names and seating position as practical). 

 
6.  Place emergency bi-directional triangular reflectors outside the vehicle to protect the vehicle and 
passengers from further harm. (See Reflector Placement Diagrams, Appendix N page 86) 

 
a. On a one-way or divided road ( one-way traffic), a reflector should be placed 10 feet, 1OO feet, and 

200 feet from the rear of the vehicle. 
 

b. On a two-lane or undivided road (two-way traffic), a reflector should be placed 100 feet from the bus 
in both directions. A third reflector should be placed 10 feet from the front of the vehicle on the traffic 
side. . 

 
c. If the accident scene is obscured by hills, curves, trees, etc., one reflector should be placed 10 feet 

from the rear of the vehicle. Additional reflectors should be placed 100-500 feet from the vehicle (far 
enough around the obstacles to be seen by approaching traffic). 

 
 

7. Do not talk with anyone about the collision except the investigating police officer, a transportation 
supervisor, or a properly identified representative of the School Board's insurance company - Do not 
admit any liability. 

 
8. The Transportation Office will assist in obtaining necessary information and in preparing collision reports. 

 
 

Checklist in the case of an ACCIDENT   (Appendix M Bus Accident Report pages 83-85) 
(Appendix O Student Injury Report page 87) 
 Secure the bus as indicated in the Policy Manual 
 Check students for injuries 
 Call 911 
 Apply emergency first aide if required 
 Call State Police 885-2142 
 Call Transportation Office  (245-5143   245-5144) 
 Leave light system on until State Police arrive 
 Keep students on the bus unless risk of fire 
 If students must be moved remove to a safe place 
 Injured students should be moved by emergency personnel only unless absolutely 

necessary. 
 DO NOT RELASE STUDENTS TO PARENTS UNTIL CHECKED BY MEDICAL 

PERSONNEL 
 Use Bus Schedule to make list of students who were on bus at time of accident (injured 

or non injured) 
 Come to Bus Garage the next day to fill out accident report 
 Put your traffic triangles out within 10 minutes of the accident 
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C. Breakdowns 
 
     In case of a breakdown, the driver shall notify the Bus Garage. Give the vehicle number, the location of the 
vehicle, and the nature of the breakdown. The Shop will arrange for the required backup. The driver should 
contact the Administrative Office and notify them of the remaining students who have yet to be picked up. 
Students should remain on the vehicle until the dispatched vehicle arrives or the vehicle is repaired, unless the 
vehicle is in an unsafe location (see number 6 page 37). Do not reload students on another vehicle without 
checking with the Transportation Office first. Emergency 4-way flashers should be activated and reflectors 
properly placed outside the vehicle to alert other motorists.  
 
EMERGENCY SITUATIONS AND PROCEDURES TO FOLLOW 
 
D. Fire 

Your responsibilities in the event of a fire are to: 

1. Evacuate the vehicle and move students to a safe place away from the vehicle at 100 ft. 

2. Attempt to put fire out by using the fire extinguisher, if practical. 

3. Make contact with the Transportation Office. 

4. Place emergency reflectors around the vehicle, if accessible. 

 

E. Student Injuries / Illnesses 
 
 Any time a driver becomes aware of an illness or serious injury of a student, the driver must stop the vehicle at 
a safe location and check on the condition of the student. The driver should then contact the Transportation 
Department immediately, giving the location of the vehicle, name of the student, and the extent or nature of the 
injury or illness, if known. (See Report of Student Injury Form, Appendix 0 page 87) 
* A driver shall be familiar with the contents of the first aid/body fluid kit and how to use the materials. The 
driver shall always be aware of the location of the first aid/mess kit and be sure to keep it supplied. The driver 
shall dispose of the mess kit waste with the school . 

 Any person rendering first aid is exempted from liability by the Good Samaritan Law in Virginia as long as 
the help rendered does not exceed the skills for which the person has been trained and are skills 
recommended and recognized in the medical community. 

 
F. Vandalism / Theft 

All acts of vandalism or theft to a vehicle must be reported to the Bus Garage immediately upon discovery. 
Evidence of vandalism or theft should be discovered during the pre-trip/post-trip inspections. Drivers are 
required to lock their vehicle (if possible) when leaving it unattended. 

If equipment is vandalized, a replacement should be obtained from the Shop. Drivers are held accountable for 
the reporting of vandalism. (Halloween and other extended holidays park bus or car close to a lighted 
area)  

G. Students Left on a Vehicle after Completion of Run 

If, at the end of a run, a student remains on the vehicle, the driver will: 
1. Contact the school. 
2. Contact the Administrative Services Office and give the name of the student(s). 
3. Work with Transportation Office to establish course of action for safe and timely delivery of student. 
 

If you have a student that is normally met and there is no one there to meet them contact the school. 
 
H. Special Needs Students Not Met by Parents 
Never leave a special needs student(s) at a stop without adequate supervision. If a special needs student who 
requires supervision is not met by a designated responsible person, the driver should: 

1. Contact the school.  
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2. Contact the Administrative Services Office providing the name of the student and explaining the nature of 
the problem.   

3. A decision will be made on how best to handle the situation to possibly include, but not limited to: 
a. completing the route and then coming back to the stop 
b. wait at the house while the transportation office or school attempts to contact a parent or guardian 

 
I. Emergency Evacuations 
 
The driver will evacuate students from the vehicle if: 

1. Vehicle stalls on/adjacent to any train/railroad tracks. 
2. Vehicle stalls near a body of water or drop-off where it could still move and go into the water or over the 

side. 
3. Vehicle is in position where another vehicle could easily collide with it 
4. There is a fire on the vehicle, or the vehicle stalls near where a fire is burning or near combustible 

material. 
5. Vehicle is involved in a crash and the driver determines there is greater danger remaining on the bus 

than evacuating the bus. 
6. Hazardous weather conditions, such as a tornado. 

 

After the last student has exited and before you exit, carefully check to make sure no one is left on the vehicle. 
 

Students should not be evacuated if a vehicle breaks down or has a collision unless one of the above 
conditions exists or a supervisor gives permission to do so. 
 
J. Emergency Evacuation Drills for School Bus 

1. The purpose of conducting a school bus evacuation drill is to familiarize both the driver and the 
passengers with the procedure to follow in the event of an emergency. On only a few occasions have 
school buses had to be evacuated; however, if it becomes necessary to evacuate the bus, each driver 
and the passengers must know what to do. 

 
2. Four Types of Drills (See Appendix P -P.3  pages 88-91): 

a. Front Door Evacuation -students exit through the front entrance door. 
b. Rear Emergency Door Evacuation -students exit through the rear emergency door. 
c. Front and Rear Doors Evacuation -students seated in the first half of the bus (usually the first six 

rows) exit through the front door and those in the rear half of the bus exit through the rear emergency 
door. 

d. Side Emergency Door Evacuation -student(s) exit through the side door alone or side door in 
combination with the above. 

3. Drills will be held on school property. 

4. Drills will be supervised by the principal of the school or his designee. 

5. Drills will be performed at least twice a year, the first occurring during the first 30 instructional 
days. 

6. These procedures shall be modified for special needs students as required. 

7. The school bus driver must know all about school bus evacuations and be able to get the message and 
the commands across to the passengers. This will come with some practice. As a driver, be a leader, be 
positive, and be sure of yourself. Remember, you are teaching an emergency procedure. The driver 
should be the one conducting the drill. 

8. Driver will select a student "leader" who will be responsible for leading students during an evacuation. 
This "leader" will move students a distance of at least 100 feet or more from the bus and remain there 
until the bus driver detentions that all danger has been eliminated. 

9. Students called "helpers" should also be selected by the driver. "Helpers" should be mature, responsible, 
and have good character. These students should be the first off the bus when exiting through the rear 
emergency door and/or the side door exit. "Helpers" should position themselves on the ground at the 
emergency exit, facing each other. 
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10. Gaining Rapport and Teaching Control 
The majority of the passengers may be wondering why they have to worry about school bus safety. 
Below are some basic teaching techniques that a driver may use in instructing passengers about school 
us evacuations: 
a. Be friendly and smile. 
b. Speak in a clear voice that all can hear. 
c. Use your eyes. Eye contact is essential for two reasons: 

1. Listeners feel more personal interest. 
2. You can see if you have their attention. 

d. Listen to the students for suggestions and complaints. 
e. Look for and commend good qualities and actions. 
f. Stick to the subject. If a question or comment is not pertinent, answer, "We will cover that later" or "I 

will talk to you later". 
 
EMERGENCY SITUATIONS AND PROCEDURES TO FOLLOW 
J. Emergency Evacuation Drills (Continued) 

g. Know the subject. "School bus emergency evacuation." 
h. Be enthusiastic throughout the presentation. 
i. Make sure to speak to the age level of the audience. 
j. Make the commands in a positive manner and be sure that they are capable of being carried out.   
k. Explain the reason for the commands before having them carried out 

Let the students know that the school bus is really a good place to be and that school bus emergency 
evacuation is just as essential to education& personal well-being as the safety rules learned and used at the 
beach or swimming pool. Remember you are helping them grow up, and the children really need to know you 
care about them. 

11. Student Responsibility During Evacuation Drills 

Every passenger on a school bus should know the following: 
a. Emergency doors 

1. Location 
2. Operation 
3. Count the seats to the exit 

b. Emergency window (if equipped) 
1. Location 
2. Operation 

c. Emergency roof hatches (if equipped) 
1. Location 
2. Operation 

d. Fire extinguisher 
1. Location 
2. Operation 
3. How to remove from mounting bracket 

e. First aid kit 
1. Location 
2. Types of units in the kit 
3. How to remove from mounting bracket 

f. Exiting the bus 
1. Leave everything on the bus 
2. Use handrails provided 
3. Do not push, shove or crowd 
4. Watch for traffic and/or pedestrians 
5. Bend your knees and stoop down as low as possible when exiting through an emergency exit 
6. Place hands on the shoulders of each of the two helpers 
7. Jump out of the bus onto the ground 
8. Land on the "balls" of your feet 
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12. Instructions for Performing the four Emergency Evacuation Drills 
The following 4 drills are suggested and the appropriate one should be chosen for use during practice drills 
and actual emergencies. 

Front Door Evacuation Drill 
Driver's Instructions: 
1. Stop the bus in a pre-selected location on the school grounds. 
2. Set the parking brake, and activate 4- Way flashers 
3. Place manual transmission in first or reverse gear; automatic transmission in neutral.  
4. Turn off the ignition/engine and remove key. 
5. Stand, face the children, and get their attention. 
6. Give the command: "Front door emergency evacuation drill-remain seated." 
7. Ask the leader to open the front door (using air emergency release, if so equipped). 

 
 
EMERGENCY SITUATIONS AND PROCEDURES TO FOLLOW  

Front Door Evacuation Drill (Continued) 
8. Explain in what rotation (starting with the front right seat, then left right, and so on) the pupils are to leave 

their seats, reminding them to remain seated until it is their turn to move. WARN ALL PUPILS; "WALK, 
DO NOT RUN. USE THE HANDRAILS." 

9. Ask the leader to take a position 100 feet or 40 paces from the bus. 
10. Stand between the front two seats, facing the front of the bus. Release the pupils in the right front seat, 

then the left. Step back and release the pupils in the next right hand seat, then left, and so on, until the 
bus is empty. 

11. When the last pupil has exited, walk to the front of the bus, and check to ensure that everyone is out. 
12. Go out the front door and join the waiting pupils. 

In a real emergency, the driver will remain at the front of the bus. When the last seat is empty, walk to the rear 
of the bus, check to ensure that everyone is out, and go out the rear emergency door. 

Rear Emergency door Evacuation Drill or Window 

Driver's Instructions: 
1. Stop the bus in a pre-selected location on the school grounds. 
2. Set the parking brake and activate 4-way flashers. 
3. Place manual transmission in first or reverse gear; automatic transmission in neutral. 
4. Turn off the ignition/engine and remove key. 
5. Stand, face the children, and get their attention. 
6. Give the command: "Rear emergency door evacuation drill-remain seated." 
7. Walk to the rear of the bus and face the door. 
8. Ask helper number one to open the emergency door, jump out, and take a position. (the ideal method of 

exit is to sit on the floor with feet outside and ease out onto the ground) 
9. Ask helper number two to jump out and take a position. 
10. Ask the leader to stand in the doorway to lead the rest of the pupils off the bus to a position 100 feet or 

40 paces from the bus. 
11. Before the leader jumps, face the rear of the bus, and explain in what rotation (starting with the right 

rear seat, then left, right, and so on) the pupils are to leave their seats, reminding them to remain seated 
until it is their turn to more. 

12. Instruct the pupils to "bend your knees, place your hands on the helper's shoulders, duck your head, 
jump out and land on the balls of your feet.  WARN ALL PUPILS: "WALK, DO NOT RUN." 

13. Ask the leader to jump, then tell the pupils seated in the right rear seat to leave the bus, then call for the 
pupils in the next left seat to leave, then the next right seat, until the bus is empty. 

14. Be sure all pupils remain seated until it is their turn to leave. Keep control at the emergency door to 
prevent shoving or pushing. Make sure each pupil has plenty of room to bend their knees before jumping 
and have cleared the ground area before allowing the next pupil to jump. 

15. When the last pupil has exited, walk to the front of the bus and check to ensure that everyone is out. 
16. Go out the front door and join the waiting pupils. 
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In a real emergency, the driver will remain at the front of the bus. As the pupils in the front seat exit, walk to the 
rear of the bus, check to ensure that everyone is out and go out the rear emergency door. 

 

Front and Rear Emergency Doors Evacuation Drill 
Driver's Instructions: 

1. Stop the bus in a pre-selected location on the school grounds. 
2. Set the parking brake and activate 4-way flashers. 
3. Place manual transmission in first or reverse gear; automatic transmission in neutral. 
4. Turn off the ignition/engine and remove key. 
5. Stand, face the children, and get their attention. 
6. Give the command: "Front and rear emergency doors evacuation drill- remain seated." 
7. Stand between the first two seats and ask the leader to open the front door (using emergency release, if 

so equipped). 
8. Explain in what rotation (starting with the front right seat, then left right, and so on) the pupils are to leave 

their seats, reminding them to remain seated until it is their turn to move. WARN ALL PUPILS: "WALK, 
DO NOT RUN. USE THE HANDRAILS.” 

9. Ask the leader to take a position 100 feet or 40 paces from the bus. 
10. Stand between the front two seats, facing the front of the bus. Release the pupils in the right front seat, 

then the left. Step back and release the pupils in the next right hand seat, then left, and so on, until the 
center is reached. 

11. Ask the rest of the pupils to remain seated. 
12. Walk to the rear of the bus and face the door. 
13. Ask helper number three to open the emergency door, jump out, and take a position. (The ideal method 

of exit is to sit on the floor with feet outside and ease out onto the ground.) 
14. Ask helper number four to jump out and take a position. 
15. Face the front of the bus, and explain in what rotation (starting with the right rear seat, then left, right and 

so on) the pupils are to leave their seats, reminding them to remain seated until it is their turn to move. 
16. Instruct the pupils to "bend your knees, place your hands on the helper's shoulders, duck your head, 

jump out and land on the balls of your feet." 
17. Tell the pupils seated in the right rear seat to leave the bus, call for the pupils in the next left seat to 

leave; then the next right seat, until the bus is empty. 
18. Be sure all pupils remain seated until it is their turn to leave. Keep control at the emergency door to 

prevent shoving or pushing. Make sure each pupil has plenty of room to bend their knees before jumping 
and have cleared the ground area before allowing the next pupil to jump. 

19. When the last pupil has exited, walk to the front of the bus and check to ensure that everyone is out. 
20. Go out the front door and join the waiting pupils. 

In a real emergency, the driver will remain at the front of the bus. After the pupils in the front half of the bus 
exit, walk to the rear of the bus, check to ensure that everyone is out and go out the rear emergency door. 

Side Emergency Door Evacuation Drill 
Driver's Instructions: 

1. Stop the bus in a pre-selected location on the school grounds. 
 

2. Set the parking brake, and activate the 4- Way flashers. 
 

3. Place manual transmission in first or reverse gear; automatic transmission in neutral. 
 

4. Turn off the ignition/engine and remove key. 
 

5. Stand, face the children, and get their attention. 
 

6. Give the command: "side emergency door evacuation drill- remain seated." 
 

7. Walk to the side emergency door. 
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8. Ask helper number one to open the emergency door, jump out, and take a position. (The ideal method of 
exit is to sit on the floor with feet outside and ease out onto the ground.) 

 
9. Ask helper number two to jump out and take a position. 

 
10. Ask the leader to stand in the doorway to lead the rest of the pupils off the bus to a position 100 feet or 

40 paces from the bus. 
 

11. Before the leader jumps, face the rear of the bus, and explain in what rotation (starting with the right rear 
seat, then left, right, and so on) the pupils are to leave their seats, reminding them to remain seated until 
it is their turn to move. 

 
12. Instruct the pupils to "bend your knees, place your hands on the helper's shoulders, duck your head, 

jump out and land on the balls of your feet. WARN ALL PUPILS: WALK, DO NOT RUN." 
 

13. Ask the leader to jump, then tell the pupils seated in the right rear seat to leave the bus, then call for the 
pupils in the next left seat to leave, then the next right seat, and so on. 

 
14. Face the front of the bus, and ask pupils in the first right seat forward of the emergency door to leave, 

then left, then right until the bus is empty. 
 

15. Be sure all pupils remain seated until it is their turn to leave. Keep control at the emergency door to 
prevent shoving or pushing. Make sure each pupil has plenty of room to bend their knees before jumping 
and have cleared the ground area before allowing the next pupil to jump. 

 
Side door Emergency Drill (Continued) 
16. When the last pupil has exited, check the rear seats, then walk to the front of the bus and check to 

ensure that everyone is out. 
 
17. Go out the front door and join the waiting pupils. 

In a real emergency, the driver will start at the front of the bus. As the pupils in the front seat exit, walk to the 
rear of the bus, check to ensure that everyone is out and go out the side emergency door. 
 
 
 
EMERGENCY SITUATIONS AND PROCEDURES TO FOLLOW  
 
K. Closing of School Due to Inclement Weather 
MORNING: 
School bus drivers and assistants may not assume that school will be canceled due to inclement weather. If 
school is closed, the announcement will be made as early as possible by phone chain and on the major 
television and local radio stations.  
 
If it appears that schools may have to be closed early, drivers will be contacted by the Administrative Services 
Office. Also, it will be announced on all the major television and radio stations. Television: WDBJ7, WSLS10, 
WSET13 
           Radio: WKEY, WXCF, Q99, K92 and STAR Country  
 

Each driver will be sure that their home school has their home telephone number, cell number 
and work number so they may be reached in the event schools are closed early due to bad 
weather. 

 

When schools are closed early because of inclement weather or any other reason (ex. holiday), each 
driver will call their home school they are assigned to when they have completed their run so that  the 
school may notify the BUS GARAGE  
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SCHOOLS CLOSED DUE TO WEATHER: 
 
Drivers will ensure their vehicles are prepared for operation the next day when schools are open. 
Should schools be closed for two (2) or more days at a time, drivers must start their buses and allow 
them to run for about fifteen (15) minutes to determine if any weather related problems have occurred. 
Phone chain will be initiated if this is necessary. 
 
Early Dismissals 
It is critical all drivers be able to immediately report to their assigned schools in the event of an early 
dismissal of school.  
All drivers will report to home school that they have completed their run on an early release day 
regardless of the reason for dismissal (holiday, conferences, weather) 
 
 

V.     DEPARTMENTAL PROCEDURES 
 
A. General Information 
 
During the regular school year the Transportation Department Building is open Monday through Friday. The 
maintenance section of the facility is open from 6:00 a.m. until 5:00 p.m. Access to the building may be made 
through the breakroom door or through the office door. 
 
 
B. Safety Awards 
 
The Bus Driver Safe Driving Awards program is intended to provide a means of recognizing outstanding 
accomplishment and better-than-average driving performance. Its purpose is to stimulate drivers to be more 
conscientious in their role as bus drivers.  
 
DEPARTMENTAL PROCEDURES 
 
D. Video Cameras 
 
Video camera boxes are installed on all school buses and are activated when the bus is turned on. 
 
For maximum effective use of the video cameras, drivers are urged to use the third or fourth seat to 
locate students with discipline problems. 
 
 

E. Unauthorized Areas of Vehicle Maintenance Shop (garage) 
 
Due to the Occupational Safety and Health Act and County Liability, only authorized personnel will be 
allowed in the Shop areas. The administrative offices, lounge and the bathroom facilities are the only 
accessible areas to drivers and assistants.  

 
 
F. Parking at Vehicle Maintenance Facility 
  

 Pick Up or Return Spare Bus -park in back lot or school where you picked the bus up at.  
 
 
DEPARTMENTAL PROCEDURES 
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I. Speed Limit 

The speed limit when you enter the area of the Transportation Department is 15 MPH.   

J. Disciplinary Procedures 

The guidelines for disciplinary procedures have been developed to standardize disciplinary procedures 
applicable to school bus and car drivers, and transportation assistants. Prohibited actions have been identified 
and associated with specific consequences depending on the number of times a violation has occurred. This is 
not a complete list and the identified punishments may not be appropriate in every case. It is intended that 
these guidelines not be interpreted so rigidly that the Director of Transportation relinquishes the right to 
exercise good judgment under extraordinary circumstances. 

It is possible for a school bus driver, or transportation assistant to commit more than one offense 
simultaneously. The most severe offense shall take precedence when this occurs. Offenses within a two-year 
period may result in a recommendation for dismissal or an extended suspension. 

K. Department Notification 
 

(1) Notification of Charge for Driver Violation 

Each driver who operates a motor vehicle and is charged of violating, in any type of motor vehicle, a 
state or local law relating to motor vehicle traffic control (other than a parking violation), shall notify 
Director of Transportation of such charge within five business days of such charge. 

(2) Notification of Conviction for Driver Violation 

Each driver employee who operates a motor vehicle and is convicted of violating, in any type of motor 
vehicle, a state or local law relating to motor vehicle traffic control (other than a parking violation), shall 
notify the Director of Transportation  in writing of such conviction 

The notification shall be made within five business days after the date the driver has been convicted. 
This written notification shall contain the following information: (a) Driver's full name; (b) Driver's license 
number; (c) Date of conviction; (d) the specific traffic violation for which the driver was convicted; ( e) 
Indication whether the violation was in a commercial motor vehicle or private vehicle (f) Location of 
offense; and (g) Driver's signature. 

(3) Notification of Driver’s License Suspension 

Each driver employee who has their driver's license suspended, revoked or canceled and who loses the 
right to operate a motor vehicle for any period, shall notify his driver supervisor of such suspension, 
revocation, or cancellation. This notification must be made before the end of the business day following 
the day the employee received notice of suspension, revocation or cancellation. Driver shall not operate 
motor vehicle for Transportation Department after receiving notice of license suspension. 

 
 
DEPARTMENTAL PROCEDURES  
 
Transportation Department Business Hours 

During regularly scheduled operational days, Monday through Friday, between the hours of 6:00 AM and 5:00 
PM the garage will remain open.   
 
Wash Bay 
 
Employees are reminded that the washing equipment for the use of cleaning county owned/operated 
equipment. The washing of unauthorized vehicles in this facility is prohibited. You may wash your bus at the 
garage or AHS. Please do no block the pumps or garage doors when washing your bus. 
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DEPARTMENT PROCEDURES  
 
Transportation Department  
 
 

GUIDELINES FOR DISCIPLINARY ACTION 

NATURE OF ACTIONS GROUP I GROUP II GROUP III 

1.     Use of a school board vehicle for 
unauthorized purposes. 

X   

2.a   Failure to submit reports correctly and 
on time. 

X   

2.b   Failure to attend meetings or attend 
departmental training sessions, as 
required. 

X   

3.     Improper use of radio or cell phone.   X 

4.     Leaving a vehicle unattended in a non-
emergency situation while students are 
on board. 

 x  

5.     Allowing unauthorized students to ride 
the vehicle. 

X   

6.     Failure to maintain a clean vehicle.  x  

7.     Starting the route late/arriving to school 
late, not being present on bus when 
students arrive in afternoon 

X   

8.     Gambling on County property or while 
on duty. 

 X  

9.     Failure to give proper respect to 
authorized supervision. 

  X  

10.   Operating bus in an unsafe manner on 
school property: (failure to use lights, 
tailgating, failure to observe speed limit, 
tailgating another vehicle 

 X  
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11.   Failure to follow procedures for handling 
disciplinary problems. 

 X  

12.   Being discourteous to School Board 
employees, parents, or general public. 

 X  

13.a Failure to make daily pre-trip and post-
trip inspections and to report needed 
repairs. 

 X  

13.b Failure to check (or have checked) oil 
level. 

 X  

13.c Failure to maintain at least ½ tank of 
fuel. 

 X  

14.   Failure to report mechanical or safety 
defects to shop of a non-emergency 
nature. 

 X  

15.   Changing routes without prior approval.  X  

16.   Running ahead of schedule. 
16 (a) Failure to use warning lights when 
loading/unloading 

 X  

17.   Involvement in a preventable accident.  X  

18.   A conviction of a moving violation while 
employed by the Transportation 
Department. 

 X  

19.   Failure to observe State traffic laws 
pertaining to school bus drivers. 

 X  

20.   Failure to notify Administrative Services 
of an extended day trip to secure a sub. 

X   

21.   Running side-by-side on a multi-lane 
roadway with other buses. 

 X  

22.   Unloading children at unauthorized 
stops. 

 X  

23.   Failure to keep track of vandalism on 
bus. 

 X  

 
GUIDELINES FOR DISCIPLINARY ACTION 

NATURE OF ACTIONS GROUP I GROUP II GROUP III 

24.   Pulling away from a stop before 
students are seated or children have not 
safely cleared the bus. 

  X  

25.   Failure to notify supervisor unable to 
work in timely manner.  

 X  

26.   Failure to secure vehicle (lock all doors 
if applicable & windows and key out of 
ignition) when leaving vehicle 
unattended and for night, which includes 
failure to have vehicle parked at an 
approved parking site during extended 
holidays. 

 X  

27.   Driving too fast for the road and/or 
weather conditions. 

 X  
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28.   Failure to return a spare vehicle clean 
and full of fuel (if able to fuel). 

 X  

29.   Possession or use of a firearm, 
dangerous weapons, or explosives while 
on county property. 

   X 

29.a Reporting to work or working under the 
influence of alcoholic beverages, illegal 
drugs, or substances which should not 
be taken if the user must operate a 
motor vehicle. 

  X 

29.b Using or having in one’s possession 
alcoholic beverages, illegal drugs, or 
substances while on duty. 

  X 

30.   Conviction of a felony.   X 

31.   Deliberately falsifying a report   X 

32.   Improper use of School Board benefits; 
i.e., collection of insurance/workers’ 
compensation. 

  X 

33.   Illegally or maliciously tampering with 
School Board property. 

  X 

34.   Deliberately damaging or abusing a 
School Board vehicle. 

  X 

35.   Insubordination or failure to obey a 
proper direct order. 

  X 

36.   Threatening or coercing employees or 
supervisors. 

  X 

37.a Fighting with a passenger, unless in self 
defense. 

  X 

37.b Fighting with a co-worker.   X 

38.   Use of tobacco on any School Board 
property or in any vehicle leased, 
owned, or rented by the Alleghany 
County School Board or while on a trip 
for Alleghany County Schools. 

  X 

 
GUIDELINES FOR DISCIPLINARY ACTION 

NATURE OF ACTIONS GROUP I GROUP II GROUP III 

39.   Failure to report any mechanical failure 
or safety defect of an emergency nature 
(i.e., brakes or steering, etc.) and 
continuing the run. 

  X 

40.   Driving a motor vehicle with knowledge 
of CDL or operator license being 
suspended. 

  X 

41.   Failure to wear driver’s safety belt.   X 
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42.   Being convicted of reckless driving.   X 

42.a Being convicted of two moving 
violations within a twelve (12) month 
period. 

  X 

43.   Failure to follow department regulations 
concerning the reporting of accidents 
involving a school bus or leaving the 
scene. 

  X 

44.   Assignment to an Alcohol Safety 
Program.  

  X 

45.   DMV or court assigned attendance at a 
driver improvement clinic. 

  X 

46.   Waving vehicles by while traffic warning 
lights are flashing on school bus. 

  X 

47.   Sexual misconduct toward students.   X 

48.   Refusing to drive during inclement 
weather/ or haul a student.                 

  X 

49.   Failure to comply with any procedure 
that results in a student being left on a 
bus after any run or after the bus has 
been secured. 

  X 

50.   Failure to adhere to 30 DAY criteria for 
preventive maintenance. 

  X 

51.   Operating a school bus/car without a 
valid physical on file (expired) 

 
  x 

52.   Violation of State Law in the use of a 
cell phone, or any other wireless device 
while operating a school bus. 

  x 

 
         VIOLATIONS OF RULES AND REGULATIONS NOT OTHERWISE SPECIFIED HERIN CONDUCT 
WHICH THREATENS THE SAFETY OF STUDENTS OR BRINGS DISREPUTE UPON THE 
TRANSPORTATION OFFICE WILL BE HANDLED WITH DISCIPLINARY MEASURES APPRORIATE TO 
THE OFFENSE. 

 
DESCRIPTION OF OFFENSE CHART 

 
Group I offenses are those that may be disciplined by as little as verbal warning up to safety gram.. 
 
Group II offenses are those that may be disciplined by counseling, a letter of reprimand, or up to a 1 – 3 day 
suspension without pay. 
 
Group III offenses are those that may result in a 1 – 3 day suspension without pay and may include 
recommendation for termination. 
 

 
VI.     ALCOHOL / DRUG FREE WORKPLACE 

A. Policy 
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No employee shall use, possess, manufacture, or participate in the distribution of any illegal drug, alcohol, or 
controlled substance in the workplace. 
 
Alleghany County Public Schools (ACPS) shall maintain procedures, consistent with federal law and 
regulations, requiring a drug and alcohol testing program for employees subject to commercial driver's license 
requirement, for employees performing safely-sensitive functions, and for such other employees as ACPS may 
designate. No prospective employee found to be in violation of such procedures shall be recommended for 
employment. Any employee found to be in violation of such procedures shall be subject to disciplinary action, 
including termination. 
 
B. Definitions 
 

Omnibus Transportation employees Testing Act of 1991 - The federal law that requires drug and alcohol 
testing of drivers in various industries. By the authority of this Act, the Office of the Secretary of 
Transportation, U.S. Department of Transportation (DOT) on February 15, 1994, has published rules 
requiring employers to test each applicant for employment or employee who is required to obtain a CDL for 
the illegal use of alcohol and controlled substances. Compliance with the law commences January 1, 1995. 
 
Illegal Drugs - Any controlled substance, or imitation controlled substance, whose unauthorized 
manufacture, distribution, dispensing, possession, consumption, use, or sale is prohibited by federal or state 
law. 
 
Unauthorized Use of prescription Drugs - Use of a drug by anyone other than the person for whom the drug 
was prescribed, or outside the time period for which the drug was prescribed, or in any manner that is 
prohibited by federal or state law. 
 
Alcohol - The intoxicating agent in beverage alcohol, ethyl alcohol, or other low molecular weight alcohols 
including ethyl and isopropyl alcohol. 
 
Alcohol Use -The consumption of any beverage, mixture, or preparation, including any medications 
containing alcohol. 
 
Commercial Motor Vehicle - A motor vehicle that has a gross vehicle weight of 26,001 pounds or more or is 
designed to transport 16 or more passengers, including the driver. This includes all school buses. 
 
Driver (CMV/CDL) - any person who operates a commercial motor vehicle, including, but not limited to, full-
time, part-time, substitute drivers and for the purposes of pre-employment / pre-duty testing, persons 
applying to be drivers. 
 
Safety-sensitive Function - An employee is performing a safety-sensitive function whenever he/she is 
engaged in driving a commercial motor vehicle 9CDL required) or working in any employment capacity 
which could affect the safe operation of the vehicle and the safety and welfare of others. This includes any 
period in which the employee is actually performing, ready to perform, or immediately available to perform 
any safety-sensitive functions. 
 
Performing a Safety-Sensitive Function - an employee is considered to be performing a safety-sensitive 
function during any period in which he/she is actually performing, ready to perform, or immediately available 
to perform any safety-sensitive function. 
 
Breath Alcohol Technician (BAT) - An individual who instructs and assists individuals in the alcohol testing 
process and operates an evidential breath testing device (EBT). 

 
ALCOHOL / DRUG FREE WORKPLACE 
 
B. Definitions (Continued) 
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Evidential Breath Testing Device (EBT) - A device approved by the National Highway Traffic Safety 
Administration (NHTSA) for the evidential testing of breath in alcohol testing. 

Medical Review Officer (MRO) - A licensed physician responsible for receiving laboratory results generated 
by an employer's drug testing program who has knowledge of substance abuse disorders and who has the 
training to interpret and evaluate an individual's positive test result. 

Screening Test - Also known as an initial test.  In alcohol testing, an analytical procedure to determine 
whether an individual has a prohibited concentration of alcohol in his or her system. In controlled 
substances testing, an immunoassay test on urine specimens to eliminate "negative" specimens from 
further testing. 

Split Sample Testing - Division of the urine specimen in controlled substance testing into two separate 
containers, the primary specimen used for the screening test and the split specimen used if the employee 
requests a second test after being informed of a verified positive screening test. 

 
C. Types of Testing 
 
Screening will be required for the following situations: 
 
1.  Pre-employment: Conducted before applicants are hired or after an offer to hire, but before actually 

performing safety-sensitive functions for the first time. Also required when employees transfer to a safety- 
sensitive position. 

 
Tests shall be conducted before the first time a driver performs any safety-sensitive function for the school 
division after receiving a CDL instructional permit but prior to driving with a driver trainer. Safety - sensitive 
functions include all on-duty functions performed from the time a driver begins work or is required to be 
ready to work until he/she is relieved from work and all responsibility for performing work. It includes: 
driving; waiting to be dispatched; inspecting and serving equipment; supervising; performing or assisting in 
loading and unloading; repairing or obtaining and waiting for help with a disabled vehicle; and performing 
driver requirements related to accidents. 

 
2.  Post-Accident For Drivers (CMV/CDL): While on duty, a driver of a commercial motor vehicle who is 

involved in an accident must be tested for alcohol and controlled substances as soon as practicable 
following an accident. 
Post-accident testing will be required if: 

a. The accident involved a fatality 
b. The driver receives a citation under state or local law for a moving traffic violation arising from an 

accident that involved: 
1) Injury requiring medical treatment away from the scene. 
2) One or more vehicles having to be towed from the scene. 
3) Upon direction by the Director to have employee submit to test 

 
Every reasonable effort will be made to administer alcohol tests within two (2) hours of the accident. If a test 
has not been performed within eight (8) hours following the accident, efforts to test will stop. Controlled 
substance testing will stop if not performed within 32 hours following the accident. 
 
A driver who is subject to post-accident testing shall remain readily available at the accident scene for testing 
following the accident until he/she undergoes testing or he/she will be deemed to have refused to submit to 
testing. The only exception to this requirement applies when the driver leaves temporarily to obtain assistance 
in responding to the accident, to obtain necessary medical care, or is detained by law enforcement personnel. 
 
 
ALCOHOL / DRUG FREE WORKPLACE 
 
C.   Types of Testing (Continued) 

 
2.   Post-Accident For Drivers (CMV/CDL) (Continued) 



 54 

 

A driver involved in an accident must notify the on-call supervisor as soon after the accident as possible. A 
supervisor will immediately respond to the accident scene and meet the driver. If the accident occurs locally, 
the supervisor will transport the driver to the designated testing facility. If the accident occurs outside of the 
County, the supervisor will transport the driver to the nearest testing facility. 

The driver may not ingest food or drink during the period prior to the post-accident test. 

Particularly, in an out of County accident, testing conducted by federal, state, or local officials at the scene of 
the accident having independent authority to conduct tests for alcohol controlled substances shall meet the 
requirement for post-accident testing. Employees will be required to consent to testing by such officials and to 
release the results of such test to ACPS. 

3.   Random: Alcohol and controlled substance tests will be conducted periodically on an unannounced basis 
throughout the calendar year. Employees will be randomly identified using a scientifically validated method and 
notified to report for testing during the work year. Under this selection process, each driver shall have an equal 
chance of being tested each time selections are made. 

The Transportation staff will contact employees to be tested either by telephone or in person. Employees to be 
tested must report to the Bus Garage at a specified time. Drivers will be prohibited from eating or drinking 
anything until after a sample has been provided. 

Refusal to or delay in reporting immediately and directly to the test site may be considered a refusal to test and 
grounds for dismissal. 

4.   Reasonable Suspicion: Upon reasonable suspicion, an employee may be tested for alcohol or drugs. 
Reasonable suspicion may be based upon, but not limited to, the following: Specific observation of actual use 
or possession of alcohol or illegal drugs; physical symptoms of having used those substances such as 
uncommon speech or body odors; observation of abnormal conduct or erratic behavior; or the receipt of 
information when the nature of the information suggests that the source was reliable and credible. 

D.   Drug Testing Procedure 

Drug testing is conducted by analyzing an employee's urine specimen. Urine samples are collected in a 
controlled environment at designated collection sites under strict chain of custody conditions. Privacy is 
assured unless reasonable cause exists that specimens have been tampered with. Once collected, the 
specimen is sealed and labeled. The collector completes a chain of custody document and prepares the 
specimen and accompanying paperwork for shipment to a drug  testing laboratory. 
 
Only certified laboratories are used for specimen testing to assure accuracy. If a urine sample tests positive, 
the laboratory automatically performs a second "state of the art" procedure, to again assure accuracy of the 
testing result. The result is then communicated to a Medical Review Officer (MRO) who is a licensed physician 
knowledgeable in prescription and over the counter medications. If the laboratory reports a positive result to 
the MRO, the MRO contacts the employee (in person or by telephone) and conducts an interview to determine 
if there is an alternative medical explanation for the drugs found in the employee's urine specimen. 
 
E.   Alcohol Testing Procedure 
 
Alcohol testing is done with an approved Breath Alcohol device called an EBT, a scientific instrument which 
determines the concentration of alcohol expressed as percent by weight. Alcohol testing is performed by a 
certified Breath Alcohol Technician 9BAT) who has undergone extensive training. Alcohol concentration (or 
content) is the alcohol in a volume of breath expressed in terms of grams of alcohol per 210 liters of breath or 
is comparable to having one drop of alcohol in 1,000 drops of blood. 
 
The EBT will print three copies of each test result and each test result is numbered. Two breath tests are 
required to determine if a person has a prohibited alcohol concentration. The first test is the initial screening 
test. If the initial breath sample shows a reading less than 0.02, the test is recorded as "negative". If the initial 
test result is 0.02, or greater, a second confirmation test will be conducted. The employee and the BAT 
complete the alcohol testing form to ensure that the results are properly recorded. The confirmation test, if 
required, will be conducted using an EBT that prints out the results, date and time, a sequential test number, 
and the name and serial number of the EBT to ensure the reliability of the results. 
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The alcohol testing will be done in a designated site that provides privacy to the driver being tested. Only one 
breath test will be done at one time. The employee will not be permitted to leave the testing site during the 
testing period. 
 
A chain of Custody form will be used to document the breath alcohol collection. The driver will be given a copy 
which must have his/her certifying signature. The technician will first perform an "air-blank" to assure that no 
alcohol breath remains in the machine from a former sample. The technician will then remove a mouthpiece 
from a sealed plastic sleeve and insert it into the machine. The employee will be asked to blow into the 
machine for at least 6 seconds to get a deep lung sample and an accurate reading. The EBT device will record 
the test result immediately and if positive (greater than 0.02), the technician will collect a second sample after 
15 minutes. The employee will be required to remain under supervision during this period.  The waiting period 
ensures that any mouth alcohol (mouthwash, food, or tobacco) will not artificially raise the test result. 
 
F.   Consequences 
 
All employees will be subject to disciplinary action, including dismissal from employment for refusing to execute 
a release or otherwise refusing to cooperate with an investigation for the presence of alcohol or controlled 
substance by ACPS. 
 
If the results of the driver's test for controlled substance is positive, as certified by the MRO, the driver is in 
violation of ACPS's drug and alcohol policy and will be subject to termination. 
 
If the results of the driver's test for alcohol indicates a blood alcohol concentration of 0.02 or greater, the driver 
is will be subject to termination. 
 
Employees shall inform their supervisors if at any time they are using a controlled substance which 
their physician prescribed for therapeutic purposes. Such a substance may be used only if the 
physician has advised the employee that it will not adversely affect his/her ability to safely operate a 
commercial motor vehicle. 
 
 
G.   Intervening When Alcohol or a Controlled Substance Problem is Suspected 
 

Confronting or intervening in the case of a co-worker or friend who has a problem with alcohol or other 
drugs can be very difficult and hurtful. This is not 'squealing". It is being concerned enough about it. The 
person with the problem will most likely deny the problem and try to put you on the defensive -"I thought you 
were my friend; are you calling me a drunk/junkie?" In cases such as this, what you don't do is as important 
as what you should do: 

 

 Avoid emotional appeals, which may only increase feeling of guilt and the compulsion to drink or use 
other drugs 

 

 Don't cover up or make excuses for the person 
 

 Don't take over his or her responsibilities, which will leave the person with no sense of importance or 
dignity 

 

 Don't argue with the person when he/she is under the influence of drugs 
 

 Don't hide or dump bottles or shelter the problem drinker from situations where alcohol is present 
 

 Above all, don't accept responsibility for the person's actions nor guilt for his/her behavior 
 
You are likely to be enabling a co-worker to continue drinking or taking drugs whenever you take up the slack 
in their work for them; when you cover up their mistakes; when you share in their denial and encourage their 
rationalizations; and when you make excuses to others for them. 
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You can be part of the solution to the problems of drug abuse in the workplace by knowing how to act 
effectively. Your role as a co-worker is to talk to your supervisor whenever performance or safety problems 
affect you or someone else's job. It may seem harsh to stop rescuing and making excuses for someone, 
especially a friend, but you'll be doing everyone, including the abuser, a service. 

 
 
 
 
 
 

VII.     PERSONNEL 
 
A. Personnel Attendance Policy 
 
Procedure for Compliance for Absences 
 
1.   Responsibilities of Employees 
 

It will remain the right of the Director of Transportation to: 

a. Authorize or refuse to authorize, the advance request of an employee for permission to be absent. 

b. Investigate absences. 

c. Deny absence pay allowance for absence in violation of any School Board policy. 

d. Impose reasonable disciplinary penalties upon employees who have abused their leave privileges 
and/or violate the policies as stipulated in the Bus Driver Policy Manual. 

2.   Responsibilities of Employees 
 

Every employee of the Alleghany County Schools has the following obligations and responsibilities 
concerning absence: 

a. When the need for being absent from work is known in advance, the employee must personally notify 
the Director or designee as far in advance as possible. Before the absence, the employee must 
complete a Leave Form & give to the school Principal to sign and forward to Director of Administrative 
Services as a record of absence. 

b. Notice of Unexpected Absence -When an employee who has not given advance notice finds that 
he/she cannot report to work, the employee must notify their supervisor at least two hours before the 
start of their run. Within 48 hours after returning to work, the employee must complete a Leave Form 
as a record of absence. 

c. Failure to Give Notice -Failure to give the required notice shall be cause for disciplinary action. 

d. Unless an absence has been authorized in advance or an absence is unavoidable, every employee 
shall be expected to report for his scheduled work. 

e. Employees are not to secure their own substitutes 
 
B.   Sick Leave/Acceptable Attendance 
 

Alleghany County recognizes employees may need time away from their positions to remain at home due to 
personal illness or illness in their immediate families. The immediate family is defined as the employee's or 
spouse's children, parents, siblings, and grandparents. In such instances, it is the County's desire to provide 
a program of paid leave to cover such circumstances. It is also necessary, however, for employees to 
realize that absenteeism problems hinder the efficient operation of a County department and its delivery of 
services to the public; therefore, an attendance criteria is established which emphasizes that: 
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1. The primary purpose of sick leave is to provide for paid time in the event of illnesses. Employees will 
be given three paid sick leave days per school year. Sporadic absenteeism; i.e., time lost that is not 
due to illness, must be limited in order to maintain efficient operations. 

2. Satisfactory attendance is a minimum expectation of all County employees. 

3. There should be consistent criteria upon which to make judgments about employee attendance. 

4. When an unsatisfactory pattern of attendance exists, the problem will be identified and rectified. 

 
PERSONNEL 
 
B.   Sick Leave/Acceptable Attendance (Continued) 

Judgments regarding absenteeism problems will be made by examining patterns of usage. 
Absences will be handled through the normal evaluation and disciplinary procedures of the County. 
All full-time bus drivers shall be given 5 sick leave days (contracted employees). If the 
employee does not use the five allotted sick days, the days will be carried over to the 
following school year. 

 
C.   Extraordinary Sick Leave 

In certain circumstances, such as a long period of illness or recuperation, an employee may not have a sick 
leave balance large enough to cover the period of absence. In such a case, the employee will be placed on 
leave without pay unless, you belong to the sick bank. Which at that time you may apply for days from the 
bank and the Director of Human Resources will decide if the days will be granted. Employee's insurance 
benefits will be treated as described in the Leave of Absence regulations. 

Acceptable attendance is a minimal expectation of all County employees. Administration of the Bus Garage 
is responsible for monitoring attendance for all Transportation employees. When employee absenteeism 
exceeds a specified number of days (10 days for 10-month employees, missed from available work time for 
individual sick leave, family illness, and/or bereavement, requested leave without pay, appropriate action 
will be taken. Nothing in the above guidelines is meant to limit a supervisor in exercising discretion in 
applying these guidelines to an individual employee's circumstances. 

 

D.   Specific Department Procedures for Sick Leave 

It is important that employees report to their supervisor when they will be absent from work as early as 
possible. Normally this would be prior to the close of the Transportation Department on the day preceding 
the absence or by 6: 00 a.m. on the day of the absence. Employees must make the call to the Route 
Coordinator or Director, not friends or relatives. A supervisor, at any time, may require an employee to 
provide a doctor's note. Employee may be charged with "Leave Without Pay" rather than "Sick" if they 
report an absence after the appropriate time or if they arrive late for duty. If an employee fails to report an 
absence or are absent for an unauthorized reason, they are charged with "Absence Without Leave" (A 
WOL). An employee who is charged with being A WOL for three consecutive days may be terminated. 

Drivers who wish to take an extended leave of absence for personal reasons must make such a request in 
writing to the Transportation Office (the Director). Drivers must secure permission for the leave of absence 
prior to taking the leave. This leave will still be treated as leave without pay and will count against a driver's 
perfect attendance.  

 
 
PERSONNEL 
 
E.   Specific Department Procedures for Sick Leave (Continued) 

All employees are required to submit to the principal of their home school a leave form within 48 hours after 
returning to work. If, you have been off under doctor’s care a release from the doctor must be submitted to 
the Director of Administrative Services before you will be allowed to return to driving. Failure to sign a leave 
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report within 48 hours may result in a written reprimand. Repeat offenses of this policy may require further 
disciplinary action. 

 
F.   Workers' Compensation 

For emergency treatment of on-the-job injuries, the employee should go to the nearest doctor or the 
emergency room.  

A report of the injury should be made immediately using the following procedures: 
1. The employee immediately completes the Report of Employee Work Related Injury at the 

Transportation Office. 
2. The department's designee immediately notifies the appropriate personnel specialist in the Personnel 

Department to give particulars of the accident. 
3. The department's designee reviews and forwards the report to the Personnel Department. 

Workers' compensation will be paid in accordance with law   (Appendix U.2  page 96) 

 
G.   Health Insurance 

The Board participates in providing medical insurance coverage for each of its full time (contracted) 
employees. Payment for coverage in excess of that provided by the Board will be deducted through 
automatic payroll deduction. Information concerning coverage and payment options is available through the 
Human Resource Department (540) 863-1814. 

 
 
 
 
 
PERSONNEL 
 
H.   Jury Duty 

The Alleghany County School Board supports its employees fulfilling the civic duties of serving on federal 
and state jury panels. Employees called for jury duty may be absent without loss of pay, subject to 
verification of actual days served by the clerk of court. 

 
I.     Court Appearances 
     
       Employees subpoenaed as court witnesses or summoned for job-related legal transactions may be absent 
without loss of pay. The superintendent or designee shall have approval authority to grant such leave for 
employees. In order to be paid under these circumstances, a copy of the subpoena shall be transmitted to the 
payroll office.  
        When attending to personal legal transactions, employees must use personal leave, annual leave, or be 
placed on a leave-without-pay status.  
 
J.   Grievance Procedure 

The purpose of the Alleghany County Grievance procedure is to provide the employee with a fair and 
equitable means for working out problems which may arise on the job. Every effort will be made to resolve 
employee grievances informally with the least amount of worry and delay. However, when a problem cannot 
be settled between the employee and the immediate supervisor, it may become necessary to proceed 
through a formal appeal and panel review as a means of resolving the issue. As a County employee, you 
are to initially contact the Director. If a satisfactory resolution cannot be reached the employee and Director 
will contact the Director of Human Resources 

K. Change of Personal Data 

If you have a change in residence or telephone number, you are required to notify the Transportation 
Department.  
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M.   Resignations 

If any employee decides to terminate his employment with Alleghany County Public Schools, this desire 
should be made in writing to the Director of Transportation. The employee should indicate his/her position 
(i.e., school bus driver) and the date his/her resignation will become effective. To resign in good standing, 
you must give at least ten working days notice.  Failure to give at least ten working days notice will be 
noted in your personnel record.  

 
M.   Evaluation Procedures 

All employees are evaluated annually by the Principal of their home school. The written evaluation is 
reviewed by the employee and the principal who is responsible for the supervision of the Bus/Car drivers 
assigned to their school.   

Any employee performance areas marked (unsatisfactory) the evaluation will be reviewed by the 
Director and the employee on a one on one basis.  

Evaluations provide an opportunity for the employee and the supervisor to honestly and objectively review 
the employee's performance. Areas which could be improved should be noted.  Each year the employee 
should strive to improve his/her rating, especially in those areas marked less than satisfactory.  If an 
employee's performance becomes less than satisfactory, a special evaluation may be performed; otherwise, 
evaluations should be conducted annually. 

 
 
PERSONNEL 
 
N.   Tobacco-Free School and Grounds for Students Staff and Community 
 

Smoking, chewing, or any other use of any tobacco products by students, staff, and community members 
shall be prohibited on all School Board property. 
 
For purposes of this policy, the following definitions shall apply: 
 
1. "School property" shall mean all property owned, leased, rented, or otherwise used by a school including, 

but not limited to, the following: 
 

a. All interior and exterior portions of any building or other structure used for instruction, administration, 
support services maintenance, or storage and bus stops. 

 
b. All vehicles used by the Division for transporting students, staff, visitors, or other persons. 

 
2. "Tobacco” shall include cigarettes, cigars, pipe tobacco, snuff, chewing tobacco, and all other kinds and 

forms of tobacco prepared in such manner as to be suitable for chewing, smoking, or both. "Tobacco" 
shall include cloves or any other product packaged for smoking. 

 
3. "Use" shall include, but not be limited to, lighting, chewing, inhaling, or smoking any tobacco product. 

 
4. Use of tobacco products is prohibited while performing duties for Alleghany County Public Schools this 

includes bus routes, field trips, athletic trips, etc. 
 
Staff found to be in violation of this policy will be subject to appropriate disciplinary action. 

 
 
 

VIII.     REPORTS AND PROCEDURES 
 

A. Bus Schedule    
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School Bus Schedules are vital to the operation of the Transportation Department. Drivers who are in 
need of assistance in filling out their bus schedule may contact the Bus Garage office for assistance. 
Bus Schedules not filled out completely or turned in after the designated time, drivers will meet with 
the Director. 
 
All School Bus Schedules shall be completed and include the following: 

a. List of all students names first and last 
b. The student’s telephone number 
c. Time of each stop (AM & PM) 
d. The student’s grades (K-12) 
e. If the route includes a first and second run 
f. The schools the bus delivers students to     (See Appendix ZZ pages 100-103) 

B.   Driver's Daily Report 

The Driver's Daily Report must be completed in full by the driver. The bus number to be written on the form is 
the number of the bus scheduled to run the route, which may not be the same number as the bus that was 
actually driven. Please fill out the back of the form when using a spare bus. At the end of the month total the 
back and transfer to the front in the appropriate spaces. 

Pre-trip inspections must be completed and recorded on the Daily Report prior to the beginning of initial run 
for that specific bus. Daily Report must never be filled out in advance. 

When entering mileage, use whole numbers. If the mileage is less than .4, then round down; if .5 or more, 
round up. For example: 100012.4 should be rounded down to 10012; 10012.5 should be rounded up to 10013. 

The number of students listed on each run should be the actual number that rode on that particular day, even if 
the number is usually greater than this.  

Submit the completed form by Monday of the week following the report week to your home school.  

C.   Activity Run Report    (See Appendix L page 82) 

Reports must be completed whenever a driver completes an extra assignment, such as a field trip or an 
athletic trip. It is important to accurately report the start and end time of the trip, and the number of miles for the 
trip. Drivers must clean bus, empty trash and if possible refuel. 

 

D.   Bus Conduct Report  (see Appendix K pages 81-81a) 

The Bus Conduct Report is to be submitted to the school principal or designee. Drivers or assistants who are 
unable to correct the behavior of a student disregarding the bus rules and regulations should complete the Bus 
Conduct form. The appropriate infraction(s) should be checked on the form. The details should be brief, yet 
accurate. Drivers should be aware that this form should be used as formal documentation of a problem with a 
student. If possible the form should be submitted the same day as the incident. 

 
REPORTS AND PROCEDURES 
 

E.   Student Injury on Bus 

The driver should complete a report of student injury occurring on the school bus or car and submit it to the 
Transportation Office whenever a student complains of being injured while on the vehicle. This should be done 
on the same day that the injury occurs. All injuries, no matter how minor, should be reported by phone as soon 
as possible. (See Appendix 0  page 87.) See driver packet. 

 

F.   Report of Defects in School Buses 

A Report of Defects in School Buses should be submitted to the Shop on the same day that any defect is 
discovered on the vehicle. The driver should indicate the general repair needed. The driver should write details 
of the problem if needed. 
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G.   Report of Employee Work Related Injury 

The Report of Employee Work Related Injury or incident, no matter how serious, shall be reported to the 
Transportation Department immediately.  

 

H.   Report on Passing / Traffic Violations Involving a School Bus 

This form should be filled out in the event of another vehicle passes the school bus while stopped to load or 
unload students. This is to be done on the day of the incident and all information needs to be completed on the 
form. Submit completed forms to the Bus Garage administration. Gross violations, requiring immediate police 
intervention should be communicated to the Bus Garage immediately.  (See Appendix VSB page 95) 

 

I.   Accident  Report 

In the event of a collision, the driver shall obtain and complete a Bus Accident Report (See Appendix M  page 
83) as soon as practical, providing the requested information, including a brief explanation of how the accident 
occurred, as well as a simple drawing of the collision scene. 

This form is to be returned to the Bus Garage Administration where the document will become a part of the 
overall collision investigation. 

 

J.   Driver's Personal Data 

This form (See Appendix H page 78), which is used to let the Transportation Office know where each bus is 
being parked, should be filled out and turned back in to the Bus Garage within 2 weeks after school opening. 
The form must be updated whenever a driver's parking location changes during the school year. 
 
K.   Substitute Drivers  
 
Substitute drivers will be paid $69.35 per day for services rendered. Personnel will be called first come first 
serve as to who will serve as a sub. Persons who serve as substitute drivers will need to: 
 

1. Be sure an updated telephone number(s) are available at the Bus Garage 
2. Keep track of the drivers and the days for which they SUB 
3. Turn in time sheet to the Bus Garage weekly. 
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APPENDIX A 
 

SPECIAL DRIVING TIPS 
1.   Driving Suggestions 
 

A.   Courtesy 
 

A driver must practice fair play at all times.  All of these standards are not written into traffic laws but are recognized rules of 
courtesy. Many people who would apologize for crowding someone on the sidewalk think nothing of crowding another motor 
vehicle. They often become not only discourteous but aggressive when they sit behind a steering wheel. When you insist upon the 
right-of-way or refuse to allow room for other vehicles to pass, you are discourteous and you reflect discredit on both Albemarle 
County Public Schools and yourself. Highway courtesy is simple consideration for your fellow users of the streets and highways. 
Under no circumstances should you argue with other drivers or pedestrians, as this creates ill-will for your employer. Courteous 
driving encourages the observance of traffic regulations and indicates your, as well as your employer's, strong desire to make our 
roads safer for everyone. 

 
B.   Attention 

 
When your bus is in motion, make it a habit not to attempt disciplinary action which may distract your attention. If it becomes 
necessary to discipline a student, pull your vehicle over to the side of the road. 

 
Watch for parked vehicles - one of them may pull out suddenly. Be prepared to stop safely. 

 
Driving a motor vehicle is a full-time responsibility .When you are worried or otherwise preoccupied, you are not in a good mental 
condition for driving; therefore, you must compensate by concentrating harder on the total driving job. You must be alert at all times 
to the many hazards of the road. "Driving ahead" is a term sometimes used to emphasize attention. It simply means watching for 
traffic or other conditions well ahead and driving the vehicle in such a manner that you can avoid danger. 

 
C.   Defensive Driving 

 
A defensive driver anticipates unfavorable traffic and conditions and drives so as to avoid collision-making conditions. He learns to 
"expect the unexpected". In order to do this, be prepared for the other drivers' actions -the drivers ahead, behind, and on either 
side. A defensive driver assumes, for example, that the driver ahead will not signal if turning or that the driver approaching an 
intersection will not stop and leave himself room to maneuver. 

 
D.   Speed 

 
Speed is a major contributing factor in fatal traffic collisions. Two governing factors determine a safe driving speed. They 
are: (I) legal speed limits which are posted (remember that the maximum legal speed limit for a loaded school bus is 45 mph, 
except on interstate highways where it is 60 mph); and (2) traffic and driving conditions. Safe drivers do not exceed posted speed 
limits, and they adjust speed at all times due to other existing conditions. Some conditions requiring adjustment of speed below 
legal limits are: traffic congestion, bad weather conditions, poor visibility, and dangerous road conditions. 
 
You should remember in determining a safe driving speed never to drive at a speed that will endanger the life, limb, or property of 
any person or at a speed greater than will permit you to bring the vehicle to a complete stop within the clear distance ahead. 

 
 
 
 
 
 
 
 
 
 
 
 
 



APPENDIX A 
 
1.   Driving Suggestions (Continued) 
 

E.   Steering 
 

The recommended position of the hands on the steering wheel corresponds to the hands on a clock at 9 and 3 o'clock. When 
turning, the wheel should be pulled. Shifting, braking, and signaling should be done before entering the turn, leaving both hands 
free for steering while in the turn. 

 
F.   Parking 

 
Park your vehicle anywhere it is legal or permissible and where it will not interfere with other vehicular or pedestrian traffic. Get in 
the habit of setting the hand brake, turning off the ignition, and taking the keys with you. When parking downgrade, set the hand 
brake, leave the vehicle in gear, and turn the front wheels to the curb; if parking upgrade, turn the front wheels away from the curb. 

 
2.   Special Driving Hazards 
 

A.   Night Driving 
 

Driving at night is especially hazardous. A simple rule to follow at night is "never overdrive your headlights". In other words, the 
distance you can see at night is confined to the range of your vehicle's lights, and speed should be adjusted to this range to permit 
control of the vehicle under all conditions. 
In city driving, use the low driving beam; it is rare that you need high beams on a city street. Never look directly at the lights of the 
approaching vehicle but look to the right edge of the pavement or at the center line ahead. 

 
B.   Fog, Smoke, Rain, or Snow 

 
While driving in fog, smoke, rain, or snow always slow your vehicle to a speed that will permit complete control. At night and during 
daylight hours, if rain, fog, or smoke is intense, use the lower headlight beam. 

 
C.   Skidding 

 
Skidding is the result of poor traction. If you start to skid, you may be able to regain control if you ease up slowly on the accelerator 
and do not apply the brakes. Keep your vehicle in gear. If the skid occurs when you are braking, take your foot off the brake. It may 
be necessary to feed gas carefully to reduce the braking effect of the engine. In either case, the reason for the action is to keep the 
wheels from slowing down too quickly and making the skid worse. 
 
At the same time, turn your wheels in the direction you want your vehicle to go. If the rear end of your vehicle is skidding to the 
right, turn your steering wheel to the right; if it is skidding to the left, turn your steering wheel to the left. Do not turn the steering 
wheel too sharply or keep it over too long. If you do, you may start skidding in the opposite direction. Ease the steering wheel back 
to the center position as you recover from the skid and regain control of your vehicle. 
 
Let the engine slow your vehicle down gradually. If you use your brakes to stop, do not hold the pedal down but pump it gently until 
you come to a complete stop. 

 
 
 
 
 
 
 
 
 
 
 
 
 



APPENDIX A 
 
3.   Driving to Conserve Fuel 
 

More than ever "before, school bus drivers are becoming aware that there is a need to conserve fuel. Fuel costs have risen 
drastically and for this reason, bus drivers must do their part in driving safely and economically. The following are some helpful hints 
which will lead to fuel savings: Maintain ½ tank of fuel in your bus. 

 
A.   Starting the Bus 

 
Learn how to start the bus properly in both warm and cold weather, using the procedure recommended by the manufacturer. Don't 
pump the accelerator more than once or twice. Reduce warm-up time to 1 to 3 minutes. Allow the engine to idle for 1 minute after 
starting and then drive slowly the first few miles to allow the engine to warm up. Do not "rev" the engine as a warm-up procedure. 
Although the choke may be necessary for the first few miles on a cold day, be sure to disengage the choke as quickly as possible. 

 
When starting on a hill, use the hand brake and the brake to keep the bus stationary. 

 
B.   Accelerating for Fuel Economy 

 
To accelerate for fuel economy, maintain a steady, soft foot on the accelerator. (Pretend you have an egg between your foot and 
the accelerator.) Accelerate gently and smoothly when starting and changing speeds. Gradually increase speed - "jackrabbit'! starts 
waste fuel and can harm the engine. Accelerate slowly in lower gears to conserve fuel. If the bus has an automatic transmission, lift 
your foot off the accelerator to make the transmission shift quicker. 

 
C.   Speed 

 
The speed at which the vehicle is driven determines how much air resistance will be encountered. The greater the speed, the 
greater the air resistance, which translates into greater horsepower need, therefore, demanding more fuel. Drive smoothly and at a 
steady speed. A void sudden acceleration or braking. Drive slowly on unpaved and soft-surface roads to reduce rolling resistance. 
When approaching a hill, build up speed gradually, but early and maintain it until the vehicle is near the crest of the hill. 

 
D.   Idling 

 
Turn off the engine if the vehicle is going to stop for more than 1 minute. Less fuel is needed to restart the engine after the vehicle 
has been stopped for 1 minute than would have been used if the engine were allowed to run while the vehicle was stationary .Never 
idle the engine just to heat the vehicle. 

 
E.   Stopping 

 
When stopping, brake sparingly.  Every time the brake is applied, inertia is reduced and extra fuel is required to bring the vehicle 
back to cruising speed.  Avoid abrupt stops. Keep off the accelerator when the vehicle is approaching a stop.  If you must stop on a 
hill or a grade, use the brake, not the clutch, to hold the vehicle's position.  Never "ride" the brake or clutch. 

 
4.   Road Rage 
 

Road Rage is the term used to describe the increasing number of violent confrontations taking place on the nation's highways and 
roads. Perpetuated by an increasing group of aggressive drivers, road rage poses a very real potential for violent confrontation by 
school bus drivers or car drivers. 

 
Sustained population growth in the Charlottesville/Albemarle County area, accompanied by a corresponding increase in the number 
of motorists on area roads, as well as slow moving school buses making frequent stops along the way have only served to further 
aggravate this situation. 

 
 
 
 
 
 



APPENDIX A 
 
4.   Road Rage (Continued) 
 

Who are these aggressive drivers causing confrontations?  Here's what we know of them, so far: 
 
These high-risk drivers climb into the anonymity of an automobile and take out their frustrations on anybody at anytime. 
 

 For them frustration levels are high and level of concern for fellow motorists is low. 
 

 They run stop signs and red lights, speed, tailgate, weave in and out of traffic, pass on the right, make improper and unsafe 
lane changes, make hand and facial gestures, scream, honk, and flash their lights 

 

 They drive at speeds far in excess of the norm which causes them to: follow too closely, change lanes frequently and 

 abruptly without giving signals, pass on the shoulder or unpaved portions of the roadway, and leer at and/or threaten - 
verbally or through gestures -motorists who are thoughtless enough to be in front of them 

 
There are a few things that school bus and car drivers can do that will minimize the potential for being confronted by road rage. 
These steps include: 
 

 First and foremost make every attempt to get out of their way. 

 Put your pride in the back seat. Do not challenge them by speeding up or attempting too hold-your-own in your travel 
lane. 

 A void eye contact. Aggressive motorists may feel challenged if you stare them down. 

 Don't cut in front of motorists, no matter how big of a hurry you are in. 

 Pull over and let motorists pass you when it is safe to do so. 

 Don't drive in the passing or fast lane. 

 Ignore gestures and refuse to return them. 

 Don't allow passengers to aggravate motorists by using obscene gestures or comments. 

 Don't tailgate. Always maintain proper following distance from the vehicle in front of you. 

 Use your horn sparingly. If you must get someone's attention in a non-emergency situation, tap your horn lightly.  

 Give the other drive the benefit of the doubt. Assume that their mistakes are not intentional. 
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APPENDIX C 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
APPENDIX D 

MIRRORS 
 

EXTERIOR: Left and Right Side Standard (Flat) Mirror 
 

LOCATION:  Mounted at the left and right front corner of the bus at the 
side or front of the windshield. 
 

USE: To monitor traffic, clearances and students on the sides 
and to the rear of the bus. To view the area in back of the 
bus 200 feet and to monitor traffic entering the blind spot 
area in back of the bus. 
 

LIMITS: Blind spot immediately below and in front of each mirror. 
Area directly in back of the rear bumper that could extend 
from 50 -150 feet depending on the width of the bus. 
 

ADJUSTMENT: Position the mirror to see: 

 Small portion of bus body 

 Front of rear tires at ground level 

 200 feet to the rear of the bus 

 The driver will need to move body and head to see 
more area within the blind spot 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

May use in conjunction with the left 

and right side convex mirrors to obtain 

desired visibility 



 

 
APPENDIX E.1 

MIRRORS 
 

EXTERIOR: Left and Right Side Convex Mirror 
 

LOCATION:  Often mounted on dual brackets with the standard (flat) 
mirror 
 

USE: To monitor the left and right sides of the bus at a wide 
angle.  To view the area 12 feet perpendicular to the side 
of the bus at a point 32 feet back from the front bumper.  
Provides a view of traffic, clearances and students at the 
side of the bus 
 

LIMITS: Blind spot created by the mirror itself.  Also, it presents a 
distorted view that does not accurately reflect the size and 
distance. 
 

ADJUSTMENT: Position the mirror to see: 

 Small portion of bus body 

 Area from in back of service door down the side of the 
bus  

 Ground level in front of the rear tires 

 12 feet perpendicular to side of the bus at a point 32 
feet back from the front bumper. 

 The driver will need to move body and head to see 
area within the blind spot 

 
 
 
 
 
 
 
 
 
  

May use in conjunction with the left 

and right standard (flat) mirrors to 

obtain desired visibility 
 



  

MIRRORS 
 

EXTERIOR: Left and Right Side Crossover Mirror 
 

LOCATION:  Mounted on both left and right front corners of the bus. 
 

USE: To see the area directly in front of the bus that is not visible 
by direct vision.  To view the area to the left side and right 
side, including the service door and front wheel area. 
 

LIMITS: Presents a distorted view that does not accurately reflect 
the size or distance.  The mirror itself creates a blind spot. 
 

ADJUSTMENT: Position the mirror to see: 

 The entire area in front of the bus from the front 
bumper at ground level to a point where direct vision 
is possible.  Direct and indirect (mirror) vision should 
overlap.  

 The right and left front tires at ground level. 

 The area from the front of the bus to the service door. 

 The driver will need to move body and head to see 
area within the blind spot 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

CROSSOVER 

MIRROR 

CROSSOVER 

MIRROR 



  

 

MIRRORS 
 

INTERIOR: Overhead Rear View Mirror 
 

LOCATION:  Mounted directly above the windshield on the diver’s side 
 

USE: To monitor passenger activity inside the bus.  May provide 
limited visibility directly in back of the bus if the bus is 
equipped with a glass-bottomed rear emergency door. 
 

LIMITS: Blind spot area directly behind the driver’s seat.  There is a 
large blind spot area that begins at the rear bumper and 
could extend 50 – 150 feet or more behind the bus 
depending on the width of the bus.  You must use the 
exterior mirrors to monitor traffic that approaches and 
enters this area.  Students should never be in this area. 
 

ADJUSTMENT: Position the mirror to clearly view as much of the 
passenger compartment as possible, including seats and 
aisleway.  The driver will need to move body and head to 
see more area within the blind spot. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



  

 
 

Please copy and distribute to school bus drivers 
 

SCHOOL BUS DRIVERS: 
IMPORTANT SAFETY ALERT 

 

CHILDREN'S CLOTHING 
CAUGHT ON THE BUS 

 
Across the U.S., children continue to be injured or killed 

when their clothing is caught in the bus handrail, 
door, or other equipment, and they are dragged by the bus. 

 
Long jacket or sweatshirt drawstrings, backpack straps, 

or long scarves or other loose clothing are especially dangerous. 
 

Your vigilance can prevent a tragedy. Remember 
these student loading and unloading safety tips: 

 

 Never move the bus unless you are absolutely certain all children are safely 
out of the Danger Zones.  Never rush while unloading children. 

 Count children as they exit the bus – if you've lost count of a child outside 
the bus, shut the bus off, secure it, and check underneath. 

 Watch for children with long drawstrings or other loose clothing, or children 
carrying loose papers or other items - expect the unexpected.  

 Make sure your bus handrail is not attached to the bus at such an angle 
that it can easily catch a drawstring -check with your supervisor - dangerous 
handrails should be changed immediately. 

 Remember that children's clothing has also been caught in bus doors, the 
fire extinguisher, seatbelts, and the step outside the entrance door. 

 After discharging, carefully scan the entire area before moving, and be alert 
for any warnings (from bystanders, teachers, or motorists outside the bus, 
or students inside) as you pull away front the stop. Quiet your passengers 
and turn radio down so you can hear last-second warnings. 

 
 

LOADING AND UNLOADING CHILDREN 
IS THE MOMENT OF TRUIH - 

LET NOTHING DISTRACT YOU 
 

Courtesy of the Pupil Transportation Safely Institute 

800-836-2210 
 



  

 
 

County of Alleghany 

DEPARTMENT OF TRANSPORTATION 

 
PERSONAL DATA 

 
 

Name of Employee:______________________________________ Social Security #________________________ 
 
Address: _______________________________________________________________________________ 
       (Street / Mailing) 

 
   ________________________________________________________________________ 
     (City)     (State)  (Zip) 

 
Telephone No.: ____________________________________    Check here if number is unlisted. 
  (Area Code + Number) 
 
 
Cell Phone No.:____________________________________________________ 
 
Alternate Work Number:______________________________________________ 

 
Emergency Contact: 
 
  Name: ______________________________________________________________ 
 
  Address: _____________________________________________________________ 
 
  City, State, & Zip: ______________________________________________________ 
 
  Telephone: ______________________________  Relationship:__________________ 
 

 



  

 

APPENDIX I.2 

SEATING CHART  UP TO 66 PASSENGER BUS 
      DRIVER’S SEAT  

1) _________________________________________ 

2) _________________________________________ 

3) _________________________________________ 
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APPENDIX J 

SEATING CHART  UP TO 66 PASSENGER BUS 
      DRIVER’S SEAT  

1) _________________________________________ 

2) _________________________________________ 

3) _________________________________________ 
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WORKER’S 

COMPENSATION NOTICE 

 
The employee of this business are covered by the Virginia Worker' Compensation Act. In case of injury by accident or notice 
of an occupational disease: 
 
THE EMPLOYEE SHOULD: 
 
1. Immediately give notice to the employer, in writing, of the injury or occupational disease and the date of accident or notice 
of the occupational disease. 
 
2. Promptly give to the employer and to the Industrial Commission notice of any claim for compensation for the period of 
disability beyond the seventh day after the accident. In case of fatal injuries notice must be given by one or more dependents 
of deceased or by a person in their behalf. 
 
3. In case of failure to reach an agreement with the employer in regard to compensation under the act, file application with the 
Industrial Commission for a hearing within two years of the date of accidental injury or first communication of the diagnosis of 
an occupational disease. 
 
4. If medical treatment is anticipated for more than two years from the date of the accident and no award has been entered, 
the employee should file a claim with the Industrial Commission within two rears from the date of the accident. 
 
NOTE: The employer's report of accident is not the filing of a claim for the employee. The voluntary payment of wages or 
compensation during disability, or of medical expenses, does not affect the running of the time limitation for filing claims. An 
award based on a voluntary agreement must be entered or a claim filed within two years; one year in death cases. 
 
THE EMPLOYER SHOULD: 
 
I. At the time of the accident, give the employee the names of at least three physicians from which the employee may select 
the treating physician. 
 
2. Report the injury to the Industrial Commission through your carrier or directly to the Commission. 
 
3. Accurately determine the employee's average weekly wage, including overtime. meals uniforms, etc. 
 
 
Questions may be answered by contacting the Industrial Commission. A booklet explaining the Workers' Compensation Act is 
available without cost from: 

INDUSTRIAL COMMISSION OF VIRGINIA 
P.O. Box 1794 

Richmond, V A 23214 
(804) 367-8600 

 
Every Employer within the operation of the Virginia Workers' Compensation Act MUST POST THIS IN A CONSPICUOUS 
PLACE in his place of business. 
 
Forms are available at each school and the bus garage. 
 
 
 
 
 



  

 
25 WAYS TO MAINTAIN STUDENT DISCIPLINE 
 
Never give an order you do not mean to enforce. 
 
The response of the child is in action. Give your command to stimulate action, not to check it. Say, "Do this," rather than, "Don't do that." 
Suggest an action which can be successfully obeyed. 
 
3. Give a child time for reaction. 
 
4. Have a reason for what you ask a child to do and when possible, take time to give the reason -he can see the point if you can. 
 
Be honest in what you say and do. A child's faith in you is a great help. 
 
6. Be fair; it isn't punishment, but injustice that makes a child rebel against you. 
 
Be friendly. Always show an interest in what the children are doing. 
 
8. Commend good qualities and actions. 
 
Try to be constructive, not repressive, in all dealings with children. 
 
10. Remember that a sense of humor is extremely valuable. 
 
11. Never strike a child. It may seem to be the easiest way, but it only aggravates the problem. 
 
12. Do not judge misconduct on how it annoys you. 
 
13. Do not take your personal feelings and prejudices out on the children. 
 
14. Maintain poise at an times. Do not lose your temper. 
 
15. Remember- "The tongue is the only keen-edged tool which grows sharper with constant use". Do not nag, rebuff, or be officious. 
 
16. Look for good qualities -a11 children have them. 
 
17. Do not "pick" on every little thing a child does. Sometimes it is wiser to overlook some things. 
 
18. Bear in mind that misbehavior is seldom willful. There usually is a cause and it may be in yourself or some other influence outside the 
child. 
 
19. Listen for suggestions and complaints from the children. 
 
20. Follow up all cases which have been disciplined. Be certain that you still have the respect and confidence of the child. 
 
21. Be sincere in your work. 
 
22. Set a good example yourself. 
 
23. Intelligence in handling youth consists of thinking faster than they do. If they can out-think you, you are not using your maturity, and the 
advantage of your larger education and world experience. You should see possibilities before they become results. This is the secret of 
leadership. 
 
24. Defiance of established procedure comes from failure in some adults to keep the situation in hand If there is a danger of a direct break, 
the child should not be forced. An adult's will should never be pitted against that of a child. It is far wiser to give some simple directions that 
will be mechanically obeyed and pick up the reins of control in a quiet way. 
 
25. Never hold a child up to public ridicule. It is the surest way to create a discipline problem. 109 

 
 
 
 



  

 
ALLEGHANY COUNTYPUBLIC SCHOOLS 

DEPARTMENT OF TRANSPORTATION 
EMPLOYEE SIGNATURE FORM 

My signature below indicates that I have read and understand the procedures for Bus Evacuation Drills. 
 
DATE:_________________________   SIGNATURE:___________________________________________________ 
 
 
My signature below indicates that I have read and understand the contents of the Transportation Department 
Handbook for Transportation Personnel. All pages (1-93), the Department's Alcohol/Drug Policy and the use of 
Tobacco Products, are in my handbook. 
 
DATE:_________________________   SIGNATURE:___________________________________________________ 
 
 
My signature below indicates that I have been informed of the proper Railroad Crossing Procedures as described in 
the Bus Driver Manual. 
 
DATE:_________________________   SIGNATURE:___________________________________________________ 
 
 
My signature below indicates that I have been informed about the Character Reference form required of the Bus 
Driver each year. 
 
DATE:_________________________   SIGNATURE:___________________________________________________ 
 
 
My signature below indicates that I have been informed of the policy concerning the Absentee Policy concerning 
performing the daily duties associated with a Bus Driver. 
 
DATE:_________________________   SIGNATURE:___________________________________________________ 
 
 My signature below indicates I have been informed of the 30 day Maintenance Schedule policy and that the Bus 
Driver is responsible for bringing in the bus for routine or emergency maintenance. 
 
Date: _________________________   Signature: _______________________________________________________ 
 
 
My signature below indicates I have been informed of the following policies and procedures for: use of loading and 
unloading lights, proper stop at Stop Signs, procedures to follow in the event of a bus breakdown. 
 
Date: ________________________    Signature: ________________________________________________________ 
 
My signature below indicates I have been informed of the proper procedures to follow in the event a parent or 
guardian is not present at the PM stop for a Pre-School child. 
 
Date: ________________________    Signature: ________________________________________________________ 
 
My signature below indicates I have been informed of the proper procedures for the use of the Mirror Grid. 
 
Date: _________________________   Signature: ________________________________________________________ 
 
My signature below indicates that I have received the updates of Transportation Department Handbook for 
Transportation Personnel. 
DATE:_________________________   SIGNATURE:___________________________________________________ 
 



  

 
ALLEGHANY COUNTY PUBLIC SCHOOLS 

SCHOOL BUS DRIVER'S PRE- TRIP INSPECTION OUTLINE 
(For additional detailed information, refer to Personnel Handbook, pages 13-16A.) 

I.    Approaching the bus: 
b. vehicle overview (vandalism) 
c. leaks under the bus (fuel, oil or coolant)  
d. gas tank/cap (leaks or vandalism) 

 
II.   Engine Compartment 

a. fluid levels 
1. oil (check cold, check both sides of dipstick, use lowest reading. This is also the oil supply for the air brakes 

compressor) 
2. coolant/water 
3. power steering 
4. windshield washer 
5. transmission (check once a week-HOT; engine running, in neutral, parking brake on; check everyday-COLD, 

fluid should touch the stick) 
b. hoses (no cracks or worn) 
c. belts (no more that 1!2 inch play; not cracked or frayed) 
d. electrical wiring (worn) 
e. alternator (secure) 
f. water pump(secure, no leaks) 
g. air compressor/belt (only on air brake bus) 
h. tires (front) 

1. inflation, no recaps, tire needs to have 4/32 of an inch tread depth (no cuts, bubbles, etc.) 
2. lug huts (not loose, missing or rust) 
3. rims (no cracks, welded) 
4. wheel hub seal (no leaks) 

i. steering system 
1. nuts and bolts, cotter keys and other parts (missing) 
2. steering column (bent, loose or broken) 
3. steering linkage (bent, loose or broken) 
4. steering box (secure, no leaks) 

j. suspension system(on both front sides) 
1. spring mounts/hangers (cracked; missing bolts/nuts) 
2. leaf springs (missing or broken) 
3. shock absorbers (loose or leaking) 

k. front: brakes 
AIR Brakes 
1. slack adjusters (secure) 
2. chamber (cracks or dents) 
3. hoses (cracks or worn/spongy) 
4. drum (dust covers) 

  HYDRAULIC Brakes 
1. hoses (cracks, worn/spongy) 
2. drum 
3. fluid leaks 

 
III.   Bus Entrance 

a. door{air operated doors, listen for possible leaks). stepwell and handrail 
b. emergency equipment {secured) {emergency equipment compartment, located above overhead mirror. buzzer 

must be activated when locked) 
1. 3 reflectors {not broken) 
2. first aid kit 
3. fire extinguisher {charged, not under or over charged) 



  

4. mess kit 
 
Pre- Trip Inspection Outline-Continued 
 
 
IV.     Driver's Area 

a. starting the bus 
1. parking brake on 
2. start bus in neutral 
3. vandalocks (check, bus will not start if locked) 

b. left panel 
1. defroster/heaters/fans (check individually) 
2. interior lights (stepwell, dome) 
3. windshield wipers and washer 

c. windshield (cracks and cleanliness; presence of a valid state inspection sticker) 
d. mirror adjustments 

1. overhead (inside bus, rearview) 
2. crossover (driver's best indirect view of children in the "danger zone") 
3. left/right outside rearview (200 feet to rear) 
4. convex/spot (adjust to see wheels) 

e. horn 
f. steering wheel (no more than 2" play) 
g. panel indicator lights 

1. left/right turn signals* 
2. hazard flashers* 
3. brake 
4. high/low beam 
5. traffic warning lights 
6. exterior light monitor(on 1991 buses) 

h. gauges 
1. oil pressure 
2. water temperature 
3. amp/voltage meter 
4. air pressure gauge 
5. gas/fuel gauge 
6. RPM (idle 7-8) 
7. odometer reading, check against preventive maintenance sticker on dashboard(if necessary, make appointment 

at shop window) 
i. emergency brake 

1. manual (place in gear, partially release clutch, accelerate to 10 rpm) 
2. automatic (place in gear, accelerate to 10 rpm) 

j. check lights 
1. lights on(amber traffic warning and hazard flashers*, then left signals*)(use mirrors and emergency door to 

check) 
2. turn lights on (headlights, marker/clip lights, right signal, red traffic warning, crossing control stop sign) 
3. brake lights (place stick between brake pedal and seat, check through emergency door) 
4. reverse lights; manual transmission-on level ground, engine off, switch on, place gearshift in reverse (check 

lights through emergency door) 
5. reverse lights; automatic transmission-on level ground, engine on, place gearshift in reverse and check to make 

sure the emergency brake holds (check lights through emergency door) 
k. backup warning beeper (place transmission in reverse) 
l. brake test 
AIR BRAKE 

1. should read from 100 to 120 (with engine on) 
2. air leaks (engine off, emergency brake off, hold brake pedal down for 1 minute and at the same time, watch the 

air pressure gauge making sure the PSI does not drop more than 3 PSI) 



  

3. low pressure warning (engine off, key on, pump brake until light and buzzer comes on before the pressure 
drops below 60 PSI) 

4. emergency spring brake (continue to pump brake until parking brake pops- out) gauge reading should not be 
below 30 to 35 PSI, try the parking brake, brake should not release). 
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HYDRAULIC BRAKE 

1. electric booster (engine off, hold brake down and listen for buzzer and watch for light) (the engine will cut off if 
the brake is not working) 

2. height and feel (engine on, pump brake 3 times and hold firmly for 30 seconds, notice any release) 
 
ANTILOCK BRAKES. RAPID SUCCESSIVE BRAKE APPLICATIONS AND RELEASE, SOMETIMES REFERRED TO AS 
FANNING OR PUMPING THE PEDAL, SHOULD BE AVOIDED. THIS IS AN INEFFICIENT WAY OF SLOWING OR 
STOPPING A VEHILCE AND INEFFICIENT USE OF AIR PRESSURE. 

1. ignition turned on, lamp comes on for about 7 seconds, then flashes twice and remains on 
2. as the vehicle pulls away, the lamp goes out at approximately 5 to 7 mph 
3. The antilock system is faulty if the warning light does not come on with ignition, does not flash, fails to go off 

after 5 to 7 mph, or comes on again at any other time. 
 

ORSCHELN HAND BRAKE LEVER 
ON SPARE BUSES: 
Bus 58 Bus 134 (Refer to personnel manual- page 15 and 16 for details) 

 
V.   Inside the bus: vandalism, cleanliness 

a. seats, floor (secure) windows (not broken; closed) 
b. emergency door/windows, roof hatch, if equipped (opens and closes, buzzer, hinge) 

 
VI.  Right Side 

a. gas tank (no leaks) 
b. lettering (clean) 
c. drive shaft (cracks or bent) 
d. frame (bent, cracks) 
e. exhaust system (no leaking, broken or missing parts) 
f. marker lights, reflectors and right signal light (all secure and clean) 
g. tires (rear) 

1. inflation, tire needs to have 2132 of an inch tread depth, recaps or retreads (no cuts, bubbles, etc).  
2. lug nuts (not loose, missing, rust) 
3. rims (no cracks, welded) 
4. axle seal (no leaks) 

h. rear brakes 
AIR BRAKES 

1. slack adjuster (check cotter key) 
2. chamber (cracks, dents) 
3. rims (no cracks, welded) 
4. axle seal (no leaks) 

i. rear suspension system 
1. spring mounts 
2. spring hangers (not cracked or broken) 
3. leaf springs (not missing or broken) 
4. shock absorbers (no leaking) 

j. chain box (check for 1 pair of chains, chocks and holding devices) door closes securely 
 
VII.  Back of the bus 

a. lights (amber and red traffic warning, right signal*, taillights, marker/clip and reflectors; secure and clean) b) 
emergency door (open and close, buzzer, hinge) 



  

b. exhaust system (secure) 
c. spacers (rear tires not touching) 
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VIII.   Repeat up the left side also checking battery compartment (no excessive corrosion); stop sign (secure and lights 

working) 
 
VIII. Front 

a. lights (red traffic warning, right signal*, marker/clip, headlights(low and high beam)  
b. mirrors (clean, secure) 
c. cross control arm 

 
X.   Final check as you move the bus 

a. seat belt (fastened, adjusted) 
b. brakes (pull forward slowly and apply brakes firmly) c) steering (feels ok) 
c. clutch (feel and no chatter) 
d. transmission(manual) (shifts proper) 
e. stop bus (all gauges working correctly) 

 
 
* Signal and hazard lights use the same bulb, but work off different flashers, therefore check separately. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 

FIRST AID KIT CONTENTS 

QUANTITY NUMBER DESCRIPTION SIZE PER PACKAGE 

2 1-002 Plastic Adhesive Bandage 1 inch 16 

2 13-002 P K Burn Ointment 1/8 oz 6 

2 4-001 Triangular Bandage 40 inches 1 

2 10-002 Merthiolate Applicators Lilly 
10 

10 minimum 

2 2-004 Bandage Compress 4 inches 1 

2 5-004 Bandage 4 inches X  6 yards 1 

1 21-003 Wire Splint 30 inches 1 

1 17-002 Tourniquet and Forceps  1 of each 

1 3-005 Gauze Compress 24 inches X 72 Yards 1 

1 2-006 Bandage Compress 2 inches 4 

 
 
 
 

MESS KIT CONTENTS 

QUANTITY DESCRIPTION 

1 each Spill Clean-up Powder * do not spray 
w/ water sweep up dry 

1 each Disinfectant Cloth 

1 each Scoop and Spatula 

1 each Biohazard Bag 

1 each  Unmarked Bag 

1 pair  Latex Exam Gloves 

2 each Antiseptic 

 
 
 
 

PROPER DISPOSAL OF THE MESS KIT AFTER USE 
 
If there is a BROWN bag in the kit, use it to dispose of all body fluids anything except blood waste - and dispose of in 
the nearest dumpster. (VMF dumpster.) 
 
Blood waste goes in the RED bag and disposed of in the YELLOW BIOHAZARD 
WASTE CAN at the shop. This can will be located in the back stair well at the back of the building, the door is located 
at the handicapped parking spaces. 
 
If there is no BROWN bag, use the RED bag for any and all waste and dispose of it in the YELLOW BIOHAZARD 
WASTE CAN at the shop.  Anytime the red bag is used; it will have to be disposed of in this Yellow biohazard waste 
can. 
 
You will then need to notify the Training Department because we will need to make arrangements to have the 
contents of the yellow biohazard waste can disposed of properly. 
 
 
 
 
 
 



Appendix Y 
 
 

Alleghany County Public Schools 
Department of Transportation 

Employee Signature Form 
 
 

My signature below indicates that I have received the Department of 
Transportation Handbook for Transportation Personnel. 
 
Date:____________________  Signature: ______________________________ 
 
 
My signature below indicates that I have read and understand the contents of the 
Transportation Department Handbook for Transportation Personnel. All pages (2-
105) and the Department’s Alcohol/Drug Policy are in my handbook. 
 
Date:____________________    Signature: _____________________________ 
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                                      Alleghany County Public Schools            Appendix FS  
Department of Transportation 

Supply List 
For Operation of A School Bus 

County Car 
 

Some of the listed supplies may only apply to drivers that are assigned to 
operating a school bus. 
 
Each driver should check to see if the needed supplies can be located in their 
assigned vehicle. When a driver is in need of further re-supply of items they are to 
see the Shop Foreman. This re-supply is for maintenance, operational and first 
aide items. 

 

Operational and Maintenance Items 
 

 Fire Extinguisher 
 Gloves for re-fueling buses 
 Safety Goggles  
 Chains 
 Trash can 
 Broom 
 Triangle Flares 
 Windshield Scraper 
 Wheel Chocks 
 Flashlight 
 Paper Towels 
 Tool to check tires (rubber hammer) 
 Fast Acting Absorbent 
 Extension Cord 

 Absorbent Spill powder 
 Examination gloves                                     BODY FLUID KIT 
 Scoop and Spatula 
 1 Biohazard Bag 
 1 Clear Bag 
 Extra Trash Bags 
 1 Hard Surface Disinfectant Cloth 

 

First Aide Items Contained in Kit 
 

 
 Three 4” Bandage Compress                     
 Two 1”x3” Adhesive Strips 
 One Bee Sting Relief Wipes 
 Antiseptic applicator (swab type) 10 per unit 

(Zephiran Chloride/Green Soap type) 
 Two 4” Gauge Bandages 
 Two Triangular Bandage 
 One 8”x10” major wound compress 
 Two 2” Bandage Compress 
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Alleghany County Public Schools 

Department of Transportation 

Employee Signature Form 

 

 

My signature below indicates that I have received the Department of Transportation 

Handbook for Transportation Personnel. 

 

Date:____________________    Signature: ________________________________ 

 

 

My signature below indicates that I have read and understand the contents of the 

Transportation Department Handbook for Transportation Personnel. All pages (2-105) 

And the Department’s Alcohol/Drug Policy, are in my handbook. 

 

Date:____________________    Signature: ________________________________ 
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