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Ysleta ISD Vision Statement: 

 
“All students who graduate from our schools will graduate from high school fluent in 
two or more languages, prepared and inspired to continue education in a four-year 
college, university or institution of higher education so that they become successful 

citizens in their community”.
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Dear Transportation Employee: 
 
Welcome back to the 2022 – 2023 school year!  It is important to remember 
that all employees are required to adhere to District Policy, District 
Regulation, Employee Handbook, and the Transportation Standard 
Operating Procedure (Transportation SOP).  This handbook will provide 
you with the guidelines necessary to perform your duties.  It is important 
that you read and understand its content. 
 
Our philosophy is to provide Safe, Caring, Efficient, Top of the line 
Transportation. Although efforts were made to provide situational 
examples, good common sense and the SOP will guide you through 
situations not specifically written in this handbook.  You are also 
encouraged to discuss matters with your assigned coordinator.  Remember 
that the SOP Manual is not intended to supplement the District School 
Board policies, regulations, and the YISD Employee Handbook.  The 
District School Board policies, regulations, and YISD Employee Handbook 
information supersedes the information provided in this manual.  Guide 
yourself with the use of the SOP by always keeping in mind that this 
organization exists because of the students. 
 
The continuous improvement process has been well established in our 
organization.  We have achieved new heights thanks to the efforts of each 
and every one of you. We encourage you to help improve morale, duties, 
and tasks through Service Excellence. I hope you have a successful and 
productive year. Good Luck! 
 
Rosario Fernandez, 
Director of Transportation 
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TRANSPORTATION DEPARTMENT TELEPHONE LIST 
 
Service Center - Valley Northeast 
7944 Yermoland Dr.  5909 Woodrow Bean 
El Paso, TX 79907  El Paso, TX 79924 
915- 434-1740   915-434-1751 
       
  After 5pm Dispatch – 915-478-0087 
 
Administrative Office: 
 Rosario Fernandez Director of Transportation                              434-1725 
 Luis A Valdes  Transportation Supervisor                              434-1735  
 Monica Mendez     Department Secretary 434-1729 
 Emily Sifuentes  Budget Clerk  434-1730 
 Melissa Pacheco Clerk III                                                   434-1764 
 
Coordinators 
 Eric Meza   PHS/PPK Coordinator  434-1752 
 Juan Montoya  EHS/HHS Coordinator 434-1733 
 Vacant  RHS/YHS/YPK Coordinator 434-1736 
 Daniel Araiza  BAHS/DVHS Coordinator 434-1781 
 Miriam Jaquez  Special Campuses Coordinator                    434-1738  
  
 
Dispatchers: 
 Valley Operations Dispatch Office 434-1740 
 Northeast Operations Dispatch Office 434-1751 
 Armida Gallegos (NE) Dispatcher  434-1751 
 Corina Casas  Dispatcher  434-1747 
 Pat Rios Dispatcher  434-1723 
 Erica Lopez  Dispatcher                                                   434-1734 
  
 
Office Staff: 
 Anna Munoz Scheduling Clerk 434-1762 
 Carol Diaz MCI/SUV Rental Clerk                                 434-1744 
 Maria L. Ortiz  Clerk II 434-1757 
 Gloria De La Cruz NE Clerk II                                                   434-1754  
   
 
Mechanic Shop   
 Nicolas Cossio Shop Foreman 434-1743 
 Joshua Grajeda Lead Mechanic (NE) 434-1753 
 Francisco Sanchez Lead Mechanic 434-1743 
 
EMERGENCY NUMBERS 
Emergency Security  434-0195 
Northeast Security  434-6029 
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TRANSPORTATION PHILOSOPHY  

To provide  
Safe, Caring, Efficient 

Top of the line Transportation 

TRANSPORTATION’S MISSION STATEMENT 

To provide the most effective, efficient, trustworthy, and overall safest transportation 
service to all Ysleta ISD students, educators, and administrators. We are committed to 
transporting tomorrow’s leaders of America. 
 

TRANSPORTATION VISION STATEMENT 

“As together we look into the future, our commitment for excellence and strong 
aspirations to be the best will never be questioned.”   
 

IMPORTANCE OF BUS DRIVER AND ATTENDANT  
 

I’ve come to the frightening conclusion that I am the decisive element on the bus. 
It’s my personal approach that creates the climate. 

It’s my daily mood that makes the weather. 
As a bus driver or bus Attendant, I possess a tremendous power to make a child’s life 

miserable or joyous. 
I can be a tool of torture or an instrument of inspiration. 

I can humiliate or humor, hurt or heal. 
In all situations, it is my response that decides whether a crisis will be escalated or de-

escalated and a child humanized or de-humanized. 
                                                              

                                                                                                                                    
Haim Ginott 
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GENERAL PRINCIPLES AND ORGANIZATION 
HANDBOOK FOR EMPLOYEES 
Transportation Department guidelines for Transportation employees are established by 
the Director of Transportation and designees and are effective from the date of this 
manual until a new revision is implemented.  The Director is assisted in the formulation 
of procedures by the Transportation Department management staff and input from 
employees. 

Employees are required to sign a form acknowledging receipt of this Transportation 
SOP Manual.  Every Transportation employee should review and follow all departmental 
procedures.  Employees are also required to update their knowledge of the handbook 
annually.  Changes in procedures during the year will be kept to a minimum, but 
when made, they will be distributed as addendums.  The SOP will be reviewed and 
updated every two years, with the next review period in the Summer of 2024, and 
every two years thereafter.  Any changes or updates to the SOP will be done 
through an addendum and / or an amendment and shared with all employees.   

EMPLOYMENT REQUIREMENTS 

All employees are required to meet and maintain the qualifying criteria 
described in their respective YISD job description, as well as any state 
or federal regulations that may apply. 

PARKING 

1) Due to the high number of staff assigned to the Service Center on Yermoland,
drivers and attendants are required to park in the Eastside (blue) parking lot.
Overflow parking is available on the Westside parking lot along the fence.  Overflow
parking is also available in the Jaycom Apartments in front of building 3 at the corner
of Yermoland and Lafayette or at Yucca Park across from the Service Center.
Jaycom Apartment management will enforce tow away procedures at the
employee’s expense for failure to park in designated parking.

2) Employees may not park or stand in the reserved or visitor parking at any time.
Failure to comply with parking procedures may result in the towing of vehicles at the
expense of the employee.

3) Drivers and attendants assigned to the Northeast may park in the parking lot of the
Northeast Transportation Service Center.

CHANGES IN PERSONAL INFORMATION 

Employees who have a phone number and/or address change must log on to the 
Employee Self Service (ESS) at https://www.yisd.net/page/2206, select “Employee Self 
Service”, click on Login and enter your username and password. Once you are signed 
in click on “Personal Information” and edit your contact information.  

https://www.yisd.net/page/2206


12 

Employees who have a name change must acquire a new social security card, then 
complete a name form in Human Resources at the Administration and Cultural Arts 
Center, 9600 Sims Dr.  

Employees must report all changes to their respective coordinator and the 
Transportation Department Secretary immediately.  

DISTRICT DRUG AND ALCOHOL POLICY 
YISD, acting under the Drug-Free Workplace Act of 1988, hereby notifies all employees 
that the unlawful manufacture, distribution, dispensing, possession, or use of a 
controlled substance is prohibited in any YISD workplace or property.   

TESTING PROCEDURES 
Drug and/or Alcohol Testing will be performed according to District policies and 
regulations including, but not limited to YISD Policy DHE (legal, local & exhibit), as well 
other Codes of Federal Regulation. 

EMPLOYEE ASSISTANCE PROGRAM (E.A.P.) 
The EAP, a benefit provided by the District, is designed to provide free confidential 
assessments and short term counseling to employees and their family members who 
have problems that can affect job performance and sustainability or home life. 
Employees with questions about the EAP are strongly encouraged to contact Risk 
Management at 915-434-0460 or Employee Relations at 915-434-0411 for additional 
information.  

DISTRICT DRUG AND ALCOHOL POLICY 
An employee shall not manufacture, distribute, dispense, posses, use, or be under the 
influence of any of the following substances during working hours, while at school, or at 
school-related activities during or outside of usual work hours.  

1. Any controlled substance or dangerous drug as defined by law, including but not
limited to marijuana, any narcotic drug, hallucinogen, stimulant, depressant,
amphetamine, or barbiturate.

2. Alcohol or any alcoholic beverage.
3. Any abusable glue, aerosol paint, or any other chemical substance for inhalation.
4. Any other intoxicant or mood-changing, mind-altering, or behavior-altering drug.
5. An employee need not be legally intoxicated to be considered “under the

influence” of a controlled substance.

The following constitute drug-related violations: 
1. Refusing to submit to a required test for alcohol or controlled substances.
2. Providing an adulterated, dilutes, or a substituted specimen on an alcohol or drug

test.
3. Testing positive for alcohol in a post-accident test, random test, or reasonable

suspicion test.



13 

4. Testing positive for controlled substances in a post-accident test, random test, or
reasonable suspicion test.

Consequences of Positive Test Results 
In addition to the consequences established by federal law, a District employee 
confirmed to have violated the District’s policy pertaining to alcohol or controlled 
substances shall be subject to District-imposed discipline, up to and including 
termination of employment.  

PENALTIES FOR VIOLATION OF POLICY - DISCIPLINARY ACTION  
Any employee suspected of violating the drug and alcohol policy will be asked to submit 
to testing.  The results of the test may lead to an investigation.  In the event that a 
determination is made by the District that the employee violated this policy, the 
employee may be subject to disciplinary action as described in Corrective Action Plan. 
Should the determination be made that no violation occurred; the employee may be 
reinstated without penalty. 

REPORTING TRAFFIC CITATIONS, ARRESTS AND CRIMINAL CONVICTIONS 
Employees with driving duties must immediately inform their supervisor of any moving 
traffic violation citations received while on duty and/or in any district vehicle to include a 
school bus.  Employees with driving duties must immediately inform their supervisor of 
any moving traffic violation citations received off duty within 3 business days of the date 
of the violation. Any employee shall notify his or her immediate supervisor within three 
calendar days of any arrest, indictment, conviction, no contest or guilty plea, or other 
adjudication of the employee for any felony, including but not limited to any offense 
involving moral turpitude as described in YISD Policy DH.  Employees are not permitted 
to return to work without properly notifying their supervisor of the incident, to include any 
citations received through mail.  

SEXUAL HARASSMENT, DISCRIMINATION AND 
RETALIATION 

The District forbids employees from engaging in conduct that may be described as 
sexual harassment, discrimination and/or retaliation as defined by YISD Policy DIA 
(local) and DAA (legal). Complaints of this sort should be reported to the appropriate 
supervisor immediately.  

What should you do if you believe that you are a victim of discrimination and/or 
retaliation?   
If you believe that you have been subjected to discrimination and/or retaliation: 
1) Immediately inform your supervisor or department head of the incident(s).
2) Document the date, time and place of the incident.  Include a detailed description of

what took place, who was involved, and who may have been a witness.
3) Provide officials investigating the complaint with any evidence which supports your

position.
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If an employee does not feel comfortable reporting an allegation of discrimination or 
retaliation to a supervisor, the employee has the right to report allegations to the 
Employee Relations Department, 434-0412. 

CERTIFICATION REQUIREMENTS 

School bus drivers hired by the YISD Transportation Department must always carry on 
their person and maintain the requirements 1 through 5 valid and up to date in order to 
be eligible to work.  

1) Commercial Driver’s License - All drivers must keep the Texas CDL License
current and carry it on their persons at all times while working.  YISD School Bus
Drivers must possess a Class A or B License with a “P” and “S” endorsements
and must be “medically certified” by the State of Texas or New Mexico  Drivers
must inform their Supervisors any time the license expires, is revoked, and/or
suspended.

2) YISD Annual physical examination card - 60 day notice memo will be posted by
the time clocks. Drivers will receive a 30 day notice in their mail box notifying
them of their expiration date. Two weeks prior to expiring, employee must report
to their coordinator and supply a scheduled appointment for their annual
physical. If medical card expires, employee will be asked to report to HR.

3) Region 19 Driver Certification
4) NCI – Non-Violent Crisis Intervention
5) FMCSA- Federal Motor Carrier Safety Administration
6) Any other state-mandated trainings

DRIVER SAFETY STANDARDS 
Driver Safety Standards, employees who use their privately-owned vehicle on District 
business or who use a District-owned vehicle in the conduct of their duties shall conform 
to driver safety standards which insure the safety of student, staff and other vehicular 
passengers.  Applicants for District positions which require usage of a vehicle in the 
conduct of their duties shall be able to demonstrate adherence to prescribed driver 
safety standards as a part of their application.  Documentation of driver safety standards 
shall include a Motor Vehicle Records check with the Department of Public Safety and 
completion of a defensive driving course.  All drivers must be insurable with the District. 
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COMPENSATION/REPORTING FOR REGULAR DUTY 

1) The annual length of assignment for Transportation Department staff members in
the Ysleta Independent School District varies depending on the position/job
description. Ysleta ISD defines full-time/regular employment as continuous
employment that is 20 or more hours per week and four and one-half months or
more within a 12-month period.  A regular full-time employee is entitled to benefits
such as sick leave, medical insurance, etc.  Substitute employment is defined as
less than 20 hours per week.  A substitute employee is not entitled to benefits such
as sick leave, medical benefits, etc.

2) The workweek is defined as time worked between 12:01 a.m. Saturday until 12:00
p.m. (midnight) Friday.  It is the policy of the Ysleta ISD to schedule work so that
employees are not required to work in excess of normal working hours as stated in
the employee’s job description outlined by District descriptions/policies and
procedures.

3) Employees who wish to maintain their benefits will be provided with the opportunity
to work 20 hours per work week as defined above.  The 20 hours of work required
to maintain benefits may be assigned any time during the work week.  Assigned
duties include completing student routes, extra runs and other duties as assigned
(i.e. cleaning and fueling buses, etc.)  Transportation Coordinators may assign
additional duties as required.  There is no daily guarantee of work after 20 hours
per week.  Employees will be paid for time worked as shown on the clock, not the
time estimated on the bus route.

4) Transportation Department employees will be compensated for work required for
the efficient operation of the Department.  Examples of duties that are
compensable include, but are not limited to:  Duties completed as listed in the job
description, required attendance for obtaining certification(s)/training; in-service
training; authorized conferences (convocations) as requested by District; other
duties as assigned.

5) The transportation needs of the District are first priority and assigned duties will be
scheduled in the best interest of the District.  Personal needs/responsibilities are to
be scheduled during non-duty hours.

6) Employees that have established “dead time” between the first and second tier
portion of their route may call in a quick break by contacting the dispatcher and
requesting a 10-7 and give their location. A quick break must be less than 15
minutes. You will be clocked out if more than 15 minutes are taken.

7) The assigned route will determine regular hours for drivers and attendants during
the school calendar.  Changes in routes/regular hours may be adjusted to meet the
needs of the District.  Necessary adjustments to individual schedules/routes will be
made as determined and approved by the appropriate coordinator/supervisor.
Management may adjust an employee’s schedule to meet the needs of the District.

8) Employees must report for work on time.  Employees who are unable to report for
duty must call the Dispatch Office (434-1740) a minimum of one hour prior to any
scheduled duties.  If there is no answer in the Dispatch office, leave a clear and
understandable message on the voicemail, stating your name, your bus number,
and the proper absent code.  Please give the correct code for your absence, found
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in the Absence Duty Form.  Your call and the time you called will be recorded.  The 
most commonly used absence codes are as follows: 

(10) Illness (personal, family, death in family and workers comp)
(50) Emergency leave – complete remarks

The following codes need Pre-Approval 
(40) Personal Business or Religious Purpose (max 5 per year)
(60) Jury Duty / Subpoena
(70) Unapproved absence – Dock Pay
(64) Military Reserves (max. 15 days per year)
(66) Comp. Time (only available to paraprofessionals and ancillary)
(80) Vacation time(240 or 260 day assignments)
(80) Non duty leave (226 or 240 day assignments)

School Business Codes 
(82) Campus Sponsored
(83) District Sponsored
(84) Out of District Professional Development

9) Drivers and attendants may be replaced by a response driver/attendant after seven
(7) minutes of the assigned clock-in time based on the Department’s/District’s
needs.  Patterns of Behavior may result in appropriate a corrective action plan.

10) Failure to report for duty within the allotted timeframe may be considered an
Unapproved Absence, not paid (previously known as a code 70.) Until rectified --
Upon meeting with the Director or his designee, the employee may opt to use State
leave, if available.

12) Hourly employees will use the designated time clock system.  Failure to clock in as 
required may result in a payment delay.  Problems with time sheets are to be 
reported to management staff.

13) Clock-in/clock-out times will be determined by the route’s first pick up, last drop off 
and campuses served and are to be approved by a coordinator. Employees are not 
allowed to clock in 5 minutes or more before their scheduled route.  Any deviation 
from the clock in/clock out times must be pre-approved by your respective 
coordinator.

14) Clocking in or out for another employee is considered fraudulent conduct.
15) Hours that are not part of an employee’s regular schedule and missed punches 

must be documented and approved by a supervisor.  Failure to follow procedure 
may result in delay of payment.

16) Drivers and attendants will clock in for completing extra runs or assigned extra 
duties.  Trip tickets will be considered documentation for extra runs.

17) With the exception of administrative and paraprofessional staff, all other 
employees in the Transportation Department are ancillary employees.  Ancillary 
employees are paid bi-weekly.  Administrative and paraprofessional employees are 
paid monthly.  Payroll Dates are published annually and will be posted as they 
become available.

EMPLOYEE SAFETY/DRIVER SAFETY STANDARDS 
Transportation Department employees are required to exercise care to prevent 
accidents and injuries to themselves, their co-workers and the general public. 
Employees shall not take unnecessary risks or attempt to work under hazardous 
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conditions without appropriate training and equipment.  Employees are required to 
assume safety responsibilities including, but not limited, to the following: 

1) When returning to the Service Center, do not drop off or pick up any passenger in
the crosswalk, gas bay, or other potentially hazardous areas.

2) Comply with all Federal and State laws/regulations, Ysleta ISD policies/regulations
and written or oral safety rules and instructions in the performance of assigned
tasks.

3) Immediately report all unsafe conditions, acts, accidents and injuries to a supervisor.

4) Do not engage in any physically aggressive or unsafe behavior with co-workers,
other district employees, students or members of the public in the performance of
assigned tasks.  Please adhere to YISD Policy DH (legal & local).

5) Obey all parking lot traffic rules.

6) In the event of injury on the job, the District provides Workers’ Compensation
benefits in compliance with YISD Policy/Regulation DECA/DEC-R, Staff Leaves and
Absences.  Any other required information is available by contacting the Risk
Management Department at 434-0460.

ANNUAL PHYSICAL EXAMINATION  
All school bus drivers must complete a D.O.T. / Texas Education Agency physical 
examination each school year.  All drivers must have received a physical examination 
before driving students in a YISD vehicle and must have a copy of the physical on file 
with the Transportation department.  It is the responsibility of the Driver to renew their 
physical on time, such as prior to expiration and stay current with CDL regulations. 
Renewal paperwork must be turned into DOT 5 days prior to expiration and also to the 
department secretary prior to expiration date for release for driving privileges. If you are 
going to email your paperwork please do so 2 weeks before your expiration date.  
Drivers who have not turned in their renewal paperwork at least one business day 
before their route cannot drive until paperwork is submitted to the department secretary.  

EMPLOYEES REQUIRED TO DRIVE – ANNUAL PHYSICAL D.O.T. EXAMINATIONS 
1) Employees are subject to pre-employment physical examinations that reveal

physical and mental capabilities to safely operate a school bus.  These examinations
shall be conducted annually after initial employment.  The District will incur the cost
of the initial examination if the driver goes to a physician contracted by the District.  If
a driver elects to go to his/her D.O.T. certified physician or a second examination is
required, the employee will incur the cost.

2) Employees who do not pass the physical examination will be restricted from driving
duties and may be removed from duty.
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SCHOOL BUS DRIVER'S PENALTY POINT SYSTEM 
MOTOR VEHICLE RECORD (MVR) 
A YISD bus driver's driving record must be acceptable according to standards 
developed by the Department of Public Safety and the Ysleta Independent School 
District.  YISD Risk Management periodically checks all drivers MVR at least twice per 
year.   

ACCIDENT REVIEW BOARD  
Accident Review Board reviews all accidents and determines preventability/non-
preventability status as described in YISD regulations CKB-R 

PREVENTABLE ACCIDENT/MOVING CITATION 
A driver receiving a preventability rating, by the Accident Review Committee, on an 
accident will be disciplined according to the severity of the accident and the particular 
variables surrounding the accident.  The level of disciplinary action will be determined 
by the Transportation Director or his/her designee.   

THE DRIVER/ATTENDANT AND OTHER SCHOOL 
PERSONNEL 

WORKING WITH SCHOOL PRINCIPAL: 
The school Principals or Assistant Principals will rarely become directly involved with 
bus service except in problem situations.  At these times your Coordinator will 
accompany you.  Be sure to document student disruption(s) by using the Bus Conduct 
Report.   

THE DRIVER/ATTENDANT AND PARENTS  
Avoid the following pitfalls when dealing with parents: 
1) Be sure to use professional communication at all times.
2) Never lose your temper and/or raise your voice when discussing matters with

parents.
3) Never attempt to discuss or handle discipline problems with a parent.

In the above situation, listen as long as you can.  Explain that you must meet your 
schedule, and invite them to call your Coordinator/Supervisor, if necessary.  A meeting 
may be arranged with you, the parent, and the Coordinator. 

THE DRIVER/ATTENDANT AND THE COMMUNITY 
A school bus driver is moving a large yellow and black sign down the streets of El Paso 
each morning and afternoon.  Remember that some El Paso citizens have no other 
contact with YISD except the school bus they see on the streets.  The Driver, the bus 
and the students on that route are the only basis they may have to judge the school 
system.  Your major job in relation to the community as a bus driver is to do your job 
well, and particularly:  
• Be a careful and alert driver.



19 

• Be a courteous driver.  Observe city, state and YISD traffic laws and regulations.
• Drive a clean bus:  Well kept and in good mechanical condition.

STUDENT WELFARE:  Child Abuse and Neglect 
A person who has cause to believe that a child's physical or mental health or welfare 
has been or may be adversely affected by abuse or neglect by any person shall make 
such reports as are required by law.  (Family Code 34.01).  Report any of these issues 
to your coordinator as soon as you get to the lot.   

A person who reports or assists in the investigation of a report of child abuse or neglect, 
other than a person reporting his own conduct or reporting in bad faith or with malice, is 
immune from any civil or criminal liability that might otherwise be incurred or imposed. 
(Family Code 34.03) Non-accusatory reports shall be made reflecting the reporter's 
belief that one or more of the following acts have occurred:  
1) A child has been abused or neglected.
2) A child has died of abuse or neglect.
3) A child has violated the compulsory school attendance laws on three or more

occasions.
4) A child has been voluntarily absent from the home 3 or more times without the

consent of his or her parent or guardian for a substantial length of time without the
intent to return.

TO WHOM TO REPORT  
These reports shall be directed to any of the following: 
1) 911 in the event of an emergency
2) The Child Protective Services Division of the Texas Department of Family and

Protective Services.  Reporting to CPS must be done by the person who witnessed
the act, not the coordinator or supervisor; however, they may assist with the
process.  It may be done on-line at www.txabusehotline.org or via phone at 800-
252-5400.

3) Your Coordinator or Transportation Supervisor

INFORMATION IN REPORT 
The report shall contain the name and address of the child, the name and address of 
the person responsible for the care of child, if available, and any other pertinent 
information. Remember that this information is deemed confidential and should only be 
discussed with immediate supervisor or other officials as authorized by Transportation 
Director or designee. 

ORAL AND WRITTEN REPORTS REQUIRED 
If a professional has cause to believe that a child has been or may be abused or 
neglected, that person shall make an oral report as prescribed above, not later than 48 
hours after the hour the person first suspects that the child has been, or may be abused 
or neglected.  In all instances, a written report shall be made within five days to the 
same agency or department.  (Family Code 34.02)

http://www.txabusehotline.org/
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ATTENDANCE 

ACCUMULATION OF LEAVE 
Family Medical Leave is covered in policies DEC, DECA, DECB. Vacation and Non-duty 
are now covered in DED. 

FEDERAL FAMILY MEDICAL LEAVE ACT (FMLA) AND NON-FAMILY MEDICAL 
LEAVE ACT (NON-FMLA) 
1) Ysleta ISD Policy DECA, Leaves and Absences, contains complete information

regarding the use of leave under both the Federal Family Medical Leave Act (FMLA)
and the Non-Family Medical Leave Act (Non-FMLA).

REPORTING ABSENCES 
1) Employees who are unable to report for duty or are going to be late must call the

Valley Dispatch Office (434-1740) or Northeast Dispatch Office (434-1751)
accordingly, a minimum of one hour prior to any scheduled duties.  If there is no
answer in the Dispatch Office, leave a clear and understandable message on the
voicemail.  Your message will be recorded.  Failure to do so may result in a code 70
absence (no call / no show) and/or your route to be covered.

2) Employees must submit “Time Off” requests through the EmpCenter system for
absence compensation within 24 hours of return to duty.  Employee must verify that
the information is correct for the day(s) of absence.  Failure to complete this process
may result in a delay for the payment of accrued leave.

3) Required supporting statements should be submitted to immediate
Coordinator/Supervisor (i.e. medical notes, jury summons, military orders, etc.).  All
disapproved absences are to be reported to the employee before being forwarded to
the Payroll Department whenever possible.  Once submitted, the Absence Report
may not be changed without the prior written approval of the Supervisor.  Supporting
documents justifying the change must be submitted.

4) All leave Banks must be exhausted for any employees who wishes to take leave
without pay (Code 68) and employee must have prior approval from the appropriate
Transportation Supervisor. Pre-approval is required from the Supervisor and a “Time
Off” request must be submitted for the absence for Transportation Department
record-keeping purposes.

5) Leave Paid absences will be considered part of work week hours.
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6) Discretionary- Leave taken at an employee’s discretion that can be scheduled in
advance is considered discretionary leave. An employee wishing to take
discretionary personal leave must submit a request to his or her supervisor five (5)
days in advance of the anticipated absence. Discretionary personal leave will be
granted on a first-come, first-served basis. The effect of the employee’s absence on
the educational program or department operations, as well as the availability of
substitutes, will be considered by the principal or supervisor.

Except in extenuating circumstances approved by the Superintendent or his
designee(s), discretionary leave shall not be allowed on the first five and last five
teaching days of each semester, the day before or after a school holiday, days
scheduled for end-of-semester or end-of-year exams, days scheduled for state
testing, or professional or staff development days. Discretionary leave used for the
observance of religious holidays is exempt from the above listed restrictions.

7) Employees who fail to report for duty within the appropriate timelines may be
charged with an unexcused absence. (Code 70, Leave without Pay)  This absence is
also defined as a “no-show” and will be reported in the EmpCenter system as an
‘Unapproved Absence Dock’.

8) Employees absent from work for five consecutive days without good cause or prior
approval, or who fail to provide immediate notice to their Director or designee of an
acceptable reason for absence will be considered as having quit without notice and
the position will be declared vacant.  Walking off the job, leaving the job without
authorization is also interpreted as quitting.

Employees absent for more than five consecutive working days must complete a
Leave of Absence Request Form in the Risk Management Department of the
Finance Division (no longer Human Resources) in accordance to YISD Policy
DECA.  Questions regarding leave and/or rights under the Federal Family and
Medical Leave Act (FMLA) and the Non-Family and Medical Leave Act (Non-FMLA)
should be addressed to the Risk Management Department at 434-0460.  Before
returning to duty, a Return to Duty Form must be completed in Risk Management
and submit for approval to a Transportation Director or his/her designee.

REINSTATEMENT AFTER LEAVE 
1) Any employee released to return to work may do so in accordance to YISD Policy

DECA.

ABSENTEEISM AND TARDINESS ATTENDANCE 
An absence is defined as not showing up for work when you were scheduled to do so. 
This includes being scheduled to work during weekends or holidays.  If you are absent 
on a weekend or holiday when you are scheduled to work, it will not affect your actual 
leave and you do not need to submit a “Time Off” request, but it will be documented as 
a “Turn In” for the purpose of additional duties (i.e. extra runs, bus wash, etc).  The 
following guidelines will be used for handling excessive absences or tardiness. In 
determining whether an employee has been absent or tardy an excessive number of 
times, the following definitions will apply:  
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1. Tardiness:  Any employee clocking-in more than seven (7) minutes after his/her
scheduled starting time will be considered tardy and may be replaced on his/her
route or extra duty assignment and coded with an unexcused absence.

2. Excessive Tardiness:  being tardy more than 4% of the days worked.
3. Absence:  An employee who is not present at his/her work assignment for fifty

percent (50%) or more of any scheduled work period will be considered absent for
that period.

4. Excessive Absenteeism:  being absent more than 4% of the number of days worked
5. Excessive Absenteeism, Tardiness, or combination of incidents will receive due

process.
6. Pattern Absenteeism/Tardiness – More than 2 absences/ tardy of a particular day

during the week (i.e. Mondays, Fridays, Pay-days, the day before or after a holiday,
the day before or after an Extra Run or the day before or after an additional time
assignment) may be considered pattern absenteeism. Any unjustified and pattern
absence will result in disciplinary action. Any pattern of absences will result in the
following:

a. 1st Step – Documented verbal.
b. 2nd Step - Skipped from the first rotation of bidding.
c. 3rd Step - Skipped from first rotation of bidding and excluded from Red Book

for one week.
d. 4th Step - Will not be allowed to sign up for any additional or extra duties for

one week.
7. Absences before or after a school holiday may require a medical documentation, or

at the Director / Designee discretion.

INCLEMENT WEATHER 
1) Bus drivers and attendants may not be required to report to work when schools are

closed due to bad weather.  Information regarding the closures will be available on
local radio stations, television, YISD website and by contacting the Dispatch office
434-1740.

2) It is the employee’s responsibility to report any changes in contact information to the
department secretary within 24 hours of these changes.

3) Transportation employees on 226-, 240- or 260-day annual assignments are to
report to work at the regular time unless advised otherwise by their supervisor or
designee.

BASIC PRINCIPLES 
1) Be friendly: Respect other people as persons, regardless of race, color, creed or

economic status.
2) Do not engage in fighting, verbal altercations, horseplay, or distraction of fellow

employees or students.
3) Always be professional towards each other employees, parents and students.
4) Exhibit emotional control:  "Keep your cool."
5) Be punctual and dependable:  Show up and on time.
6) Balance honesty and firmness:  Part of being honest means recognizing that one

develops special feelings "for" or "against" other people.  Recognize that this
happens, but try to treat everyone fairly and without "favoritism."
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7) Practice good speech:  Driver language should be free of abusive remarks and
should be clear, unhurried and calming.

8) Maintain good physical condition:  Never drive when severely ill or under the
influence of alcoholic beverages or drugs of any kind.

9) Maintain good appearance and hygiene:  Appropriate dress and good personal
appearance and cleanliness make favorable impressions on others and influence
their response to what you say or do.

10) Establish and maintain good driving habits:  This will create a feeling of security on
the part of all the other people with whom you work.

PAY TIME 
WAITING TIME/RETURN TO FACILITY 
Employees are expected to return to their respective facilities and clock out immediately 
upon completion of their routes especially if, discounting transit time, their wait between 
runs or routes or field trips is 30 minutes or more.  Any employee returning to the facility 
for 15 minutes or more prior to their next clock-in time is required to clock-out.  Special 
circumstances must be approved by the Transportation Director or his/her designee.    

PAY TIME 
Pay time for Drivers and Attendants starts with the pre-scheduled sign-in time.  Pay time 
ends with the time actually returned.  Route times are an estimate only, and employees 
are not paid according to that time.  Employees are expected to report their times 
according to the time clock system.  Each employee is responsible for adhering to their 
respective time to ensure overtime guidelines are adhered to.   

It is the employee’s responsibility to submit time off requests and any other required 
documentation to the coordinator for approval within 24 hours from return to duty. 
Incomplete, incorrect or missing forms may cause a delay in payment.  

OVERTIME 
The authorization to work in excess of an employee’s scheduled workweek is 
considered an exception to general policy and procedure.  When required by 
operating necessities and/or emergency situations, overtime may be authorized in 
advance for the various positions in the Transportation Department, such as 
dispatchers, clerks, secretary, mechanic shop personnel, and other positions. 
Overtime is authorized in advance by the appropriate supervisor and/or 
administrator; and the overtime is properly documented.  The total daily actual 
time assigned for any route should not exceed eight hours per day.  Staff has the 
option of splitting/modifying any route to avoid daily time exceeding eight hours per 
day.  

Due to budget shortfalls, overtime authorization will be limited.  Supervisors will 
be required to furnish documentation to justify overtime expenses upon request.  

Transportation Coordinators will monitor the overtime hours every pay period for 
every employee through the EmpCenter payroll system as part of the payroll 
approval process. This is documented by their approval of the time sheets in 
EmpCenter. 
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Additionally, the Director of Transportation will document his/her review of 
monthly budget reports by signing them, either electronically or manually. 

TIME ADJUSTMENTS  
Time adjustments may be calculated on the next scheduled pay date. 

TIME EXAGGERATION 
Drivers and Attendants are expected to clock-out at the time they arrive back at their 
facility.  Clock-out times should ensure that employees are paid for all the work time 
they are due.  Employees will be paid for their time worked, not the estimated route time 
on their route time forms.  After completion of all assigned trips on a route or charter, 
Drivers and Attendants must proceed directly to their facility. At no time shall an 
employee stand by the time clock, and wait for their clock out time. Any changes to a 
route should be reported immediately to your respective Transportation Coordinator.  

Consequences of Time Exaggeration are as followed: 

1. First Occurrence- Positive Coaching Log

2. Second Occurrence- Documented written warning/Letter of expectation.

3. Third Occurrence- Employee coaching action report. Disciplinary action will follow,
individual is subject to termination.

ASSIGNMENTS 
ASSIGNMENTS CONDITIONAL  
All assignments for employment in YISD are conditional.  The Superintendent or his/her 
representative reserves the right to assign or reassign employees in the best interest of 
YISD.  
NOTE:  All routes are subject to modification and/or cancellation based on the District’s 
needs.  All routes are subject to change in duration.  The only work guarantee is the 20-
hour per week guarantee. 

SENIORITY DATE 
Once hired by the Transportation department each Driver and Attendant are given a 
“seniority date” which is their date of hire for that position.  Should the employee change 
positions such as Attendant to Driver, their seniority date is updated to their new date of 
hire for the new position.  This is also true for employees who separate from the 
department/district and return. 

ROUTE BIDDING ASSIGNMENTS  
Drivers and Attendants will be able to bid for open positions in the following manner: 

REGULAR, SPECIAL ED, AND ALTERNATIVE ROUTES: 
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Selection of the route will be made by drivers and attendants according to seniority: 
The driver or attendant may choose a specific route based on estimated route times, 
bus assignments, schools served, facility, etc.  In addition to consideration of seniority, 
the Transportation Director and/or his/her designee may select drivers or Attendants to 
take specific routes with consideration given to skills (training in specific special 
education areas, sign language knowledge, etc.) and other characteristics rather than 
bid groups and seniority.  Performance bidding may be implemented based on 
attendance. 

When bidding for routes, the routes that are not bid on will be assigned to the lowest 
seniority employees starting with the employee with the least seniority. 

ASSIGNMENT OF ROUTES OPENING DURING SCHOOL YEAR OR SUMMER 
TERM  
Transportation Department routes and special programs are scheduled to provide safe 
and efficient service.  Most changes in routes are made in the form of additions to or 
deletions from existing routes.  The Transportation Department management staff shall 
designate the following kinds of routes as "open" for bidding:  
1) Extra trips or programs, such as regular vocational, mid-day, etc., which are not

attached to routes.
2) Existing routes which open by reason of temporary or permanent leave of absence

from the previous driver or Attendant.

The Director or his/her designee may assign programs or parts of routes to existing 
routes based on special circumstances.  These types of programs or route segments 
may not be awarded through the open bid process.  
Whenever possible the Director or his/her designee shall ensure that the route is offered 
first to the most senior employee and/or the most qualified applicants.  
All drivers or Attendants shall be considered ineligible for assignment to any open route 
if any of the following exist:  
1) The applicant already has been assigned to or chose a route or response position

within the last 30 working days;

2) The driver or Attendant has received within the last 20 consecutive working days
from date of the bid posting:

a) Any form of disciplinary action for Attendance
b) A written reprimand for disciplinary action due to progressive discipline
c) Receiving a ticket in a yellow school bus, motor coach or YISD district

vehicle.
e) Involved in a preventable accident as described by ARB.

NOTE:  Sundays, School Holidays or non-work days, and summer non-work days will 
be skipped and not counted for the 20-day period.   

MID-DAY ROTATION LISTS 
Absences for mid-day runs may be filled based on the seniority of those employees who 
volunteer and are eligible, based on established mid-day guidelines.  The Mid-Day 
Rotation List is updated once per month on the last Friday of the month. 
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ASSIGNMENT OF BUSES 
Buses are assigned to routes and not to drivers and/or Attendants, and bus 
assignments may be changed during the year.  If a route is moved during the school 
year from one facility to another, the driver/Attendant involved will move with the route. 

BIDDING 

Routes are subject to change based on the District and Departmental needs, this 
means; bus number, route time, campuses served and bus type may change at any 
time.  Please remember we are in the service business and must be responsive to the 
needs of the schools, parents and students.  We are expected to be flexible and we are 
expected to be committed to putting children first and not our own personal interests. 
The District does not guarantee any specific route time hours or the amount of hours 
you will be paid.  The only guarantee is a 20-hour work week while regular school is in 
session.  
1) Regular student routes for bus drivers and attendants will be bid annually by

seniority.  Summer school bidding may include performance and/or attendance-
based bidding.

2) Route information will be provided prior to the bidding date to give as much
information as possible regarding available routes.  Information that may be
published regarding routes includes the type of route (i.e. regular; special education;
with or without mid-day), the type of student population transported, the destination,
bus requirements (i.e. regular or lift), estimated duration of route, and the assigned
Coordinator.

3) Conditions of a route may change after the bidding is complete to best serve the
needs of the students being transported.  If a mid-day trip is added to a campus, it
may be awarded to the most senior driver servicing that campus.  If a mid-day
causes the overall route time to exceed 8 hours per day, the mid-day may be put up
for bid with priority given to other employees serving that campus.  If the
driver/attendant is unable or unwilling to accept a mid-day, the mid-day may be
reassigned.

4) All open routes will be put up for bid within 7 working days; they will close within 5
working days and will be made effective within 5 working days unless extenuating
circumstances force delays or unless there are 30 working days or less left in the
calendar school year.

5) An employee must remain on an assigned route for 60 working days prior to being
eligible to bid on another route.

6) Once the annual bid is completed, any “new” routes will be assigned to Response
personnel until the 60 working days.  After the 60 days, route (s) will be posted.

ROUTE BIDDING PROCEDURE 
1. Drivers and attendants will complete the bid process based on established

guidelines.
2. Drivers and Attendants must show up promptly for their assigned bid blocks.
3. Late is defined as anytime after the beginning of the assigned bid time.  (See #4

below – Actual Bidding Procedures.)
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4. All Drivers and Attendants will be compensated for the bidding time.
5. All Drivers and Attendants will have no more than 3 minutes to bid.

ACTUAL BIDDING PROCEDURES 
1) All Drivers must present their valid CDL, Region 19 State Certification card and have

a current physical turned in to the transportation department in order to bid.

2) All available routes will be posted during bid time and will be bid together.

3) If a Driver or Attendant cannot make a choice within the allotted time, the next
bidder(s) step(s) in to bid.  When the Driver or Attendant finally decides, he/she
chooses from remaining routes available, after everyone in that group has bid; with
no bumping allowed.

4) If a Driver or Attendant does not show up for bidding during the allotted time, he/she
will be allowed to bid as the last person on the next available group.

5) The Transportation Supervisor or his/her designee must be contacted in writing prior
to bidding to make bid arrangements such as proxies, etc. The Director of
Transportation must approve any exception to the bid process.

6) Drivers and Attendants must be physically present in order to receive bid pay time.

INTERSESSION 
Some routes may adhere to a different year-round calendar (i.e. Alicia Chacon, VVEC, 
routes providing transportation to other districts).  The employees servicing these routes 
are subject to different scheduled work days that do not coincide with the District’s 
standard calendar.  All hours worked outside their specific calendar must be pre-
approved by the Director or his/her designee. *All employees must follow YISD District 
Calendar.*  

SUMMER PROCEDURES 
NOTE:  ROUTES AND/OR TRIPS MAY BE CANCELED OR ADDED AT ANY TIME  
Policies for the summer will remain the same as those during the regular school year, 
with additional guidelines described by the Director on the day of the bid (i.e. 
performance bidding).  

Summer route estimates are in no way final.  They do not guarantee the number of 
hours to be worked.  The number of positions may vary.  Those employees who feel 
that they cannot make the bidding "cut" should make other arrangements for summer 
employment.  
1) If a Driver or Attendant voluntarily quits a summer route or is removed from the route

due to tardiness, absences or other disciplinary action, he or she may not be
considered for any other duties that may become available during the remainder of
the summer including Extra Runs.
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2) Employee is allowed one absence with NO COMPENSATION. If a Driver or 
Attendant indicates a wish to work another job outside of YISD and/or take an 
unpaid leave for any part of the summer, that Driver or Attendant will only be allowed 
to bid on a summer route which does not conflict with the personal request.

3) If a Driver or Attendant is eligible for summer employment, he or she may bid either 
a regular or Special Ed route as per the above procedures, regardless of the type of 
route he or she had previously.

4) Any termination of employment during the summer will be permanent to include 
summer school and regular school calendar regardless of the date the termination 
occurred.

5) You must be present to bid on bidding day.  The Transportation Supervisor or 
his/her designee must be contacted in writing prior to bidding to make bid 
arrangements such as proxies, proxy appointed, etc. The Director of Transportation 
or his designee must approve any exception to the bid process.

6) Extra duty bidding must not interfere with your summer route. First occurrence is a
freebie. Second occurrence will result in no summer activities.

ACCIDENT PROCEDURES 
WHAT IS AN ACCIDENT? 
Any damage to a bus; any damage caused by a bus; any employee hurt in a bus or 
while on duty; any non-employee hurt by a bus; any collision between a bus and 
another vehicle/object/person. 

WHO TO CALL? 
Employee will contact 911 immediately then contact Dispatch and give details to what 
has happened.  

CLASSES OF PREVENTABLE ACCIDENTS: 
An accident is listed as “preventable” or “non-preventable” based on whether or not the 
accident could have been prevented or avoided by employee in question, not who was 
primarily responsible or at fault.  The Accident Review Board will determine 
preventability as described in YISD Regulation CKB-R.   

WHAT TO DO IF AN ACCIDENT OCCURS: 
Turn off ignition switch and remove keys.  Set hand brake.  Remain calm, and reassure 
students.  Contact Dispatch.  Give your bus number and location. 
Account for all students as a check is made for injury of students.  If students are 
injured, follow recommended first aid procedures.  

Students should be kept on bus unless safety hazards warrant evacuation.  Safety of 
students is highest priority.  If evacuation is necessary, the recommended procedures 
for evacuation should be followed.  

Once you have notified the Dispatcher on duty, you must remain at the scene of the 
accident at all times!   
Drivers or Attendants who fail to report accident are subject to disciplinary actions.    
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The dispatcher should be told the exact location and cross street, bus number, names 
of injured students and whether you require emergency assistance.  The Dispatcher will 
make the necessary contacts and/or notifications, including emergency assistance and 
police. 

NOTE:  It is very important that the names of all passengers be documented, especially 
the names of any injured students to be given to the Dispatcher and/or the YISD 
Representative at the scene.   

Drivers are required to follow post accident drug testing in compliance to federal 
regulation 49 U.S.C. 31.306; 49 CFR Part 382 YISD Policy DH (Exhibit), DHE (Legal) and DHE 
(Local).   

If you have an emergency (breakdown or accident) after regular office hours, in the 
evening or on the weekend, please follow these guidelines:  
1) If you have a radio on your bus, attempt to contact Dispatch, Shop or Security that

may be operating.
2) If there is not a facility operating, contact appropriate Transportation personnel at

their home or emergency telephone numbers.
3) Do not say anything to anyone except YISD personnel and the EPPD, DPS, etc.
4) Protect the accident scene from further damage.
5) Check for fire or possibility of fire.
6) Activate emergency hazard flashers and place reflectors in designated locations.

Place reflectors or flares as follows:  One reflector approximately 10 feet behind the
bus, a second reflector approximately 100 feet behind the bus, and a third reflector
100 feet in front of the bus.

7) Recruit adult assistants to flag approaching vehicles from all directions.  Flagmen
should take positions and operate approximately 100 running steps from the
accident.

8) Headlight beams should be directed on vehicles involved in the accident, if the
accident occurs at night.

9) Flagmen should attempt to avoid undue traffic congestion by directing traffic around
the accident scene.  In some cases it may be necessary to stop all traffic.  If traffic is
stopped, all drivers should be instructed to park at least 100 feet from the accident
and instructed to remain in their cars unless asked to do otherwise.

Facts relating to the accident should be discussed only with investigating officers and 
school officials—no one else!  

Drivers in an accident are required to give their names, addresses, driver's license 
numbers and vehicle information to others involved in the accident.  If you become 
aware that the other driver is going to leave, do the following: 
1) Try at least to write down the license plate number of the other vehicle.
2) Get names and addresses of witnesses to the accident.
3) Get the name, address, telephone number and name of the insurance company of

the other driver.
4) Get the make, model and license number of the other vehicle.
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5) Note the time of the accident and the date and mark down any unusual weather or
street conditions.  This, plus additional information, will be asked for on the accident
report.

Written Report:  In addition to the immediate verbal report given to the dispatcher, 
drivers must immediately complete and submit to their Coordinator/immediate 
supervisor an accident and incident report, describing the details of the accident. 
Coordinator/immediate supervisor must check the accident reports of their Drivers for 
completeness, particularly the narrative accident description.  

Non-report of an accident by Driver or Attendant, bus damage and/or citation received 
while driving a YISD school bus will result in disciplinary action (written reprimand). 

Please refer any questions by any individuals involved to the YISD Public Relations 
Department.   

EMERGENCY PROCEDURES FOR MECHANICAL BREAKDOWN  
If possible, move bus off roadway to prevent additional accident.  Turn off ignition 
switch, remove key, set hand brake and check for fire or possibility of fire.  
Activate emergency hazard flashers, and place reflectors in recommended positions if 
conditions warrant.  

Use radio if operating.  If not, request two different passing motorists to notify your 
Dispatcher. Give the bus location, suspected mechanical failure, number of children on 
the bus, number of children left to pick up or deliver, and schools served.  The Driver 
should provide the motorists with the proper number to call.  The Driver should remain 
with the bus. If you have an emergency (breakdown or accident) after your base has 
shut down for the evening or on the weekend, please follow the accident guidelines 
above.  

In most cases, student should remain on the bus unless it is unsafe.  Pupil safety is the 
highest priority.  If students are evacuated, the Driver should give precise instructions as 
to where students should relocate and what they should do.  

If it is necessary to send a relief bus, call the Dispatcher to finish transporting the 
students.  The relief bus should stop in line with, and as close as possible to, the rear of 
the disabled bus.  

Drivers of both buses will activate the alternating red flasher lights prior to transferring 
students from one bus to the other.  

The Driver of the disabled bus will open the door, get out of the bus and stand to the left 
of the door.  The Driver of the relief bus will open the door, get out of the bus and stand 
to the right of the door of the relief bus.  

The Driver of the disabled bus will instruct pupils to change buses in an orderly manner 
staying in single file.  
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The alternating red flasher lights on each bus should be deactivated as soon as all 
students are on the relief bus.  

After all students have been loaded on the relief bus, the regular Driver should complete 
the route.  The Driver of the relief bus will assist in getting the loaded bus back on the 
roadway and will remain with the disabled bus. 

EMERGENCY EVACUATIONS 
Occasionally, prevailing conditions will warrant the evacuation of students from a school 
bus.  When the Driver deems evacuation necessary, it is imperative that YISD school 
bus evacuation procedures be followed.  They are available online at the YISD 
Transportation Website.  A copy may also be obtained through the YISD Transportation 
Secretary. 

BUS WASH PROCEDURES 

To ensure the maximum numbers of buses are washed during the allotted time, the 
following shall occur:  

Each Bus will be washed in the following order and will be completed as a TEAM effort: 
1) Outside BODY of the bus will be washed and dried. Please also include the

Tires.
2) Front Windshield will be cleaned and dried.  NO SOAP is to be used on any of

the windows especially the Windshield.  All streaks left behind from squeegee
shall be wiped off.

3) ALL windows will be cleaned and dried.
4) The inside ceiling will be wiped cleaned.
5) ALL outside Mirrors are to be cleaned and dried.
6) Inside swept, mopped, and trash removed. Please replace trash bag, if needed.
7) All seats are to be checked for vandalism and wiped clean, if needed.
8) All windows, dashboard, and driver area to be wiped clean. – Drivers please

remove all personal belongings when your Bus is scheduled for Bus Wash.
If there are personal belongings present, the Dashboard may not be cleaned.
(Bus Wash crew is not responsible for any broken, damaged or missing personal
belongings.)

9) Typically Buses will only be washed once every 3 weeks unless special
circumstances arise.  SPED Buses maybe washed more often depending on the
situation.

10) Never leave an unattended bus’ engine idling.  The Driver must always be
present.

*Please keep in mind, there is a potential of getting wet while on duty*

On a daily basis, the bus is to be maintained by the assigned Bus Driver/Attendant and 
kept as cleaned as possible, all trash and gum is to be removed daily, and disinfected.   
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*Bus Washing must abide by hours posted/ bided on.
*Bus Wash is not available to drivers or attendants with a midday run on regular school 
days.
*Bus Wash duties will be part of Turn-Ins, for those employees who are unable to fulfill 
their assigned extra duties.

EMERGENCY PROCEDURES 
EMERGENCY PROCEDURES AND EQUIPMENT 
Know evacuation plans.  If you are a substitute Driver or Attendant on a different bus, 
discuss the evacuation plan for each run with the Route Driver or Attendant.  Know 
where all emergency equipment is located, including:  
1) Seatbelt cutter
2) Fire blanket
3) First Aid Kit
4) Fire Extinguisher
5) Emergency Triangles
6) Rubber Gloves
7) Body Fluid Kit
8) Location and operation of the engine kill switch, emergency/parking brake and radio.
SERIOUS, LIFE-THREATENING INJURY
If one of your students is involved in a life-threatening or hazardous situation, use your
radio or go to the nearest phone, call 911 immediately then contact Dispatch. Examples
of such an emergency are the following:

• A student stops breathing; a pregnant student begins delivery, etc.  Do not return
to the home or school for help in such emergencies.

• Do not bring injured or ill students to the NE or Valley service centers.  Drivers
must pull over as soon as it is safe to do so, call 911 then radio for assistance
and wait for assistance to arrive or acquire further direction from the dispatcher.

If a student is injured on the bus, or if any incident occurs which may result in any injury 
(such as student falling, bumping head, etc.), call 911 immediately then contact 
Dispatch.  Clearly state block or block number or house number.  Remain at scene.  Do 
not unload students unless a safety hazard warrants evacuation.  Notify the Dispatcher 
immediately if emergency medical assistance, EMS is needed.  Use the mike key 
properly; do not move the bus; do not try to find the nearest fire department station, 
police station, hospital or any other first aid facility.  The emergency response team will 
be dispatched to your location, focus on administering any means of first aid you are 
able to administer.   

Stay calm, do not panic. If there are other students on the bus reassure them everything 
is ok and help is on the way.  

PREVENTION OF INFECTIOUS DISEASES (Universal Precautions) 
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Under the following recommendations, blood and other body fluids containing visible 
blood of all persons should be considered potentially infectious for the human 
immunodeficiency virus (HIV), hepatitis B virus (HBV), and other blood borne 
pathogens.  Scientific studies indicate the risk of transmission of HIV and HBV from 
feces, nasal secretions, sputum, saliva, sweat, tears, urine and vomit is extremely low 
or nonexistent unless they contain visible blood.  Because blood is the single most 
important source for such pathogens in the occupational setting, infection control efforts 
must focus on preventing exposures to blood.  

Although unbroken skin provides a good barrier to prevent HIV and HBV from entering 
the body, whenever possible use some sort of protective barrier to avoid direct contact 
with blood.  If you have cuts, sores, abrasions or eczema, it is best to avoid direct 
contact with blood or open wounds.  People who are bleeding can often stop the 
bleeding themselves.  The first responder should show the person how to apply 
pressure to the wound using a clean cloth.  However, bleeding children or people who 
are confused or unconscious may not be able to help themselves.  In such cases, the 
first responder should use a thick cloth, several dressings, a piece of plastic wrap, or 
other protective barrier whenever possible to avoid coming in direct contact with blood.  

Although the use of protective barriers such as vinyl or latex gloves should reduce the 
possibility of contamination, they cannot prevent penetrating injuries.  Therefore, good 
judgment and precautionary measures appropriate for the type of exposure anticipated 
should be exercised.  Immediate and thorough washing of the hands and other skin 
surfaces contaminated with blood and/or body fluids containing visible blood should 
apply.  (See accompanying Guidelines for Hand Washing).  General-purpose utility 
gloves (i.e. rubber household gloves) may be used for housekeeping chores involving 
potential blood contact.  They may be decontaminated and reused but should be 
discarded if they are peeling, cracked, punctured, torn, discolored or show any other 
evidence of deterioration.  

School employees should observe the school's safety policy when giving first aid to 
reduce the risk of becoming infected with any disease.  School employees can learn 
more about first aid by taking a course from the American Red Cross, Emergency 
Medical Services, American Heart Association, or an equivalent health care affiliate.  All 
school personnel should follow standard infection control precautions such as wearing 
protective gloves when there is the possibility of contact with any person's blood.  Wash 
your hands with soap and water after touching blood, even if you are wearing gloves.  
Policies for defining, collecting, storing, decontaminating and disposing of infectious 
waste are generally determined in accordance with applicable state and local 
regulations.  (See accompanying Guidelines for Cleaning Up Body Fluids).  To prevent 
infection from potentially hazardous body fluid (biohazard) spills, the following 
information is provided for safe and effective removal and cleanup:  

• Small spills of blood or other body fluids should first be removed with absorbent
material and then the area should be cleaned and disinfected.  With larger spills,
however, the contaminated area should be flooded with a liquid germicide before
cleaning and then disinfected with fresh germicidal chemical after the spill has been
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removed with absorbent material. In both settings, gloves should be worn during the 
cleaning and disinfecting procedures.  

• Chemical germicides that are approved for use as "hospital disinfectants" and are
tuberculocidal and virucidal at recommended dilutions can be used for disinfecting
these types of spills.  If such a hospital-grade disinfectant is not readily available,
you can make one by mixing one part liquid household chlorine bleach in nine parts
water. (This solution should be made fresh just prior to its use and should be
properly discarded afterwards).

• Because the HIV virus is fragile and will not survive long outside the body, soap, hot
water, and drying is all that is normally required for cleaning most equipment.  For
additional safety, wear gloves whenever contact with dried blood is anticipated and
wash your hands after taking off the gloves.  Dried blood should be cleaned up using
basically the same procedures as for liquid spills.

• Remove clothing soiled with blood as soon as possible, and using soap and water,
wash any skin that may have come in contact with blood.  Soiled clothing may be
washed with regular laundry detergent (preferably in a washing machine) and worn
again.  Follow the manufacturer's instructions for cleaning protective clothing.
Bleach is not necessary for disinfecting purposes

GUIDELINES FOR CLEANING UP BODY FLUIDS 
1) Put on gloves.
2) Use paper towels to clean up student.  Send student to restroom or nurse to wash

with soap and water.
3) Put used paper towels into garbage bag.
4) Pour cat litter over spill and wait a few minutes to allow the spill to be absorbed.
5) Use cardboard/transparency to scoop cat litter into the garbage bag.
6) Use plastic jug to dilute the disinfectant with water if necessary.
7) Saturate paper towels with disinfectant and scrub surface where spill occurred.
8) Dry the surface with additional paper towels.
9) Place all used paper towels into garbage bag.
10) Remove disposable gloves by turning them inside out by pulling the cuff over the

fingertips.  Discard into garbage bag, OR
11) Rinse reusable gloves with remaining disinfectant, and then wash them with soap

and water while you still have them on your hands.  Dry gloves with paper towels.
12) Seal garbage bag with twist tie or tape.  This bag may then be placed with other

garbage.
13) Wash your hands thoroughly with soap and water, scrubbing at least 20 seconds

with soap before rinsing.
14) Replace the disposable items in your kit as soon as possible so that you will have

a complete kit ready for the next use.
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END OF THE YEAR PROCEDURES 
On the last day of operations all Drivers will be required to conduct and document any 
and all issues of their assigned bus.  Buses shall be clean and fueled prior to leaving for 
the day. The Driver will be required to turn in their bus keys to dispatch and the Bus 
Clearance Form and documents to their respective Coordinator. 

EVALUATION OF STAFF 
EVALUATIONS 
1) The evaluation of Transportation Department employees is to provide information to the

employee that will prove beneficial in self-evaluation and is designed to assist each
employee in developing the highest potential of the employee.

2) Criteria used in the evaluation of employees will be based on specifics essential functions.
Grading scale and expectations will be available to every employee in the form of a rubric.

Employment Termination  
All employees are subject to employment termination as described in YISD Policy DF 
(legal). 

PERSONAL CONFLICTS.   Employees in the Transportation Department shall work in 
a cooperative spirit to serve the best interests of the District and will recognize and 
respect the rights of colleagues. Be professional and respect each other. Mind your own 
business with a smile  Subject to disciplinary action.   

CHAIN OF COMMAND 
When needing to pass along information up or down the chain of authority.  Please 
always start with your immediate Coordinator.  Once your Coordinator is informed of 
your concern, he/she will make every effort to meet with you within 48 business hours. 
He/she will provide you with a oral/written reply within these same 48 hours.  If you are 
not satisfied, you may elevate your issue to the next step, Supervisor then Director if 
needed.  

ADDITIONAL DUTIES PROGRAM 

All employees are required to follow the guidelines set forth in the A.D.  Program.  
Employees are also required to manage their time worked to ensure adherence to the 
overtime restrictions.  Changes to assignments may occur at the discretion of the 
Director or designee in the best interest of the Department and/or District.  
The goals of the YISD Transportation Department continue to be:  
1) Meeting the needs of the students first, followed by the needs and directives of the

District, the campuses and the department.
2) Executing a plan that will fairly distribute extra-run hours by seniority, among all

Drivers and Attendants who are interested in completing extra runs.
3) Minimizing overtime, thereby controlling transportation costs.
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Drivers/Attendants accepting an Extra Run must remain in the area of the destination 
and be available for an emergency or a change in plans.   

ADDITIONAL DUTIES PROGRAM (est. 6/26/2012) 
Every Wednesday, the EXTRA RUN SCHEDULE for the following week (Saturday-
Friday), will be posted for review by all employees.  The EXTRA RUN SCHEDULE will 
be posted in the hallway past the time clock in the Valley and in the lounge in the 
Northeast (NE). The Scheduling Clerk and the Dispatcher in the Northeast will post all 
runs by 9:30 a.m. on Wednesday. (Note: If we have no school on Wednesday items will 
be posted on Thursday at the same time.) 

Trip selection will take place Monday’s starting at 9:00 AM for Bus Attendants’ bid and 
Mondays at 9:15 AM for Bus Drivers’ bid in the Valley. For the NE it will be held Friday’s 
starting at 9:00 a.m. with the Attendants’ bid, immediately followed by the Drivers’ bid at 
9:15 a.m. The Scheduling Clerk will pull a new extra run list the day of the bid to include 
late entries that were not available on Wednesday at 9:30 a.m. (NOTE:  Late entries will 
be color coded in BLUE and tournaments will be colored in PINK.) If an early release 
takes place on Monday, the weekly bid will still take place as scheduled.  If a national 
holiday lands on Monday, bidding procedures will take place on Tuesday following the 
holiday. Employee’s present for bidding will be compensated 30 minutes. 

Employees will select ONE Extra Run each time their name is called.  Names will be 
called on rotation by seniority.  Driver / Attendant shall not choose Extra Runs which 
“overlap” each other or where there is a possibility of them interfering with each other 
(i.e. they are within one hour of each other to include clock in/out times or one is in the 
Valley and the other is in the NE and are within one hour of each other).  Prior approval 
from the Transportation Supervisor/Director/Designee must be given for runs which 
violate this procedure. Once a trip is selected by the employee it cannot be changed or 
swapped.   

At the end of the week, if Extra Runs still exist after all bids and Red Book has closed, 
should a Driver or Attendant be asked to help cover Saturday Extra Runs, and the same 
employee has a Mid-day, this employee may be removed from the weekly mid-day in an 
effort to help minimize overtime.  

ADDITIONAL DUTY - SCHEDULE 
The extra run schedule will include pertinent information to assist the employee with the 
selection of an appropriate run for the coming week.  This information includes:  Pick-up 
location, destination, work order #, a brief description of the activity, and identification of 
the need for wheelchairs, etc.  Bus Wash, Fueling and “Stand By” openings for the 
week and/or weekend will also be posted.  Cap hours are set for all employees and are 
subject to change at the department’s discretion or need. 
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ADDITIONAL DUTY - PROXY SHEET 
 Driver and attendant must choose a designated co-worker to bid for them. A Driver or 
Attendant can submit only ONE (1) proxy sheet if he/she falls under the following 
categories:  

• Jury Duty
• AM/Midday/PM route,
• Extra Run
• Continuing Education – CPR, First

Aid, Region 19, *College Classes
with proper document received by
the Supervisor at least 24hr prior
to the bid, etc.

• MCI
• Pre-approved Personal Business

(previously known as a code 40)
• Approved Worker’s Compensation

Appt
• Personal Illness (previously

known as a code 10) with Proper
Documentation

The proxy sheet must be completed off the clock, dated, stamped and placed into the 
proxy box, which is located in the Coordinator area for Valley Bidding, the Friday before 
Extra Run bid (usually Monday in Valley and NE) no later than 6:00 pm. Must be 
present to submit proxy. Proxys will not be accepted if you are absent on Friday.  No 
late submissions are accepted.  If Friday is a holiday, NE proxy sheets will be due no 
later than Monday 8 am.  All NE drivers who are submitting a proxy sheet for the Valley 
must also time stamp by 6:00 pm and place their form into the NE Proxy Box.  

All proxy sheets will be null and void unless all items with a star       are filled in.  When 
a Driver or Attendant submits a proxy sheet and attends the bid session, it is their 
responsibility to communicate with those running the bid session whether or not to 
continue using the submitted proxy sheet.  The proxy sheet will be assumed to be “live” 
and extra runs will be selected unless otherwise communicated.  (NOTE: If a special bid 
takes place on Friday at 1:00 pm or other specified time, proxy sheets need to be 
date/time stamped before 11:00 am on that day and submitted.  NE will need to e-mail 
(following the same procedures as a Monday bid) proxy sheets by 11:30 am with date 
stamps before the 11:00 am deadline. Please note when the number of trips is left 
blank, only ONE (1) trip will be awarded by default. 

ADDITIONAL DUTY - BIDDING
In an effort to make the selection process a quick one, employees are expected to 
decide which EXTRA RUNS they will select (including ten alternate EXTRA RUN 
selections) prior to selection day and have with them a list on the day of the bid. 
Employees have one (1) minute to make a selection.  Those employees who are not 
able to make their selection within the time limit will not lose their turn but the rotation 
will continue. If you are skipped and you were the last one to bid for that day, the 
rotation for the following bid week will start with the last person on rotation excluding the 
person skipped.  Bidding closes when all EXTRA RUNS are assigned and/or when the 
last person to bid completes a rotation without another person having bid.  Bidding 
while the employee is supposed to be on the clock due to a route or Extra Run is 
prohibited.  This violation will result in a removal of any Extra Runs bid while 
committing the violation and possible additional disciplinary action. Late Entries/ Extra 
Runs not chosen will be managed through the use of the Red Book and shall be 
available for Driver/Attendant review by the next day, Tuesday by 2 pm  
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RED BOOK 
The Scheduling Clerk will post daily all late entries in the “Red Book”.  The “Red Book” 
will be available for ALL Drivers and Attendants to view between the times of 2 p.m. to 7 
a.m. the following day (times may vary).  Drivers and Attendants will have until the
following day (7 a.m.) to bid on these late entries by writing their initials and seniority
number on the extra run they wish to get.  The Scheduling Clerk will remove the book
from its location between the times of 7 a.m. to 2 p.m. so that runs can be assigned.
Late entries will be determined based on rotation (TCC vote 2010-2011) as long as
Driver/Attendant doesn’t exceed his/her cap hours.  If a Driver/Attendant is the only one
who bids on an extra run, rotation will not come into play and they will be awarded the
run as long as they don’t go over their cap hours unless approved by the Director or his
designee. In an event of last minute/emergency runs, they will be assigned by the
Scheduling Clerk/Dispatch based on the best interest of the department and available
resources.
Assigning of last minute or “Late Entry EXTRA RUNS” will be determined by this
process/priority : (TCC VOTE 2010-2011)

1. Employees whose extra run was canceled during the week
2. *Bus Wash is not available to drivers or attendants with a midday run on

regular school days.
3. Considerations based on rotation from the previous bid.
4. Late Entry Extra Runs received for work from one day to another may be

cause for a radio-announcement to all staff—assignment of these entries
will be as outlined by the Extra Run Program. (Note:  When possible, “Late
Entry EXTRA RUNS” may be assigned to the first available employee’s
that have not exceeded their weekly CAP HOURS.   The assignment of
late entry EXTRA RUNS will not affect the following week’s rotation list
unless there is a second bidding on Friday)

Late entries that are provided to our department with less than a 24 hour notice will be 
issued out based on the above system however dispatch may transport the team for the 
Driver who accepts the extra run.   

Once a Driver or Attendant places their initials and seniority number on an extra run in 
the Red Book it can only be removed by the Scheduling Clerk.  Any names “scratched 
out” will be considered “live” unless contact is made with the Scheduling Clerk who then 
notifies a coordinator. A coordinator is the only person authorized to remove names 
once they have been submitted.  This removal shall be logged into the Scheduling 
Clerks log book and signed by the Driver/Attendant and a coordinator.  

ADDITIONAL DUTY - ARRIVAL AT SCHOOL 
Once you arrive at your pick-up destination, if you are able to locate someone in charge 
such as the Principal, Sponsor, coach, etc. be courteous and advise them as to why you 
are in the area of the campus, if there is no one around, contact Dispatch and await 
instructions.   
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ADDITIONAL DUTY - TRANSPORTS  
For Extra runs which are transported due to time constraints, the assigned Driver is 
expected to report to their group as soon as they are done with their current assignment 
or duty.  Failure to do so without prior permission from the Director or his designee may 
result in the extra run being reassigned and driver coded with a “no show” in 
accordance to disciplinary action. 

ADDITIONAL DUTY CANCELLATION - MULTIPLE DAY EVENTS ARE EQUAL TO 
ONE RUN 

ADDITIONAL DUTY - CANCELLATIONS AT THE CAMPUS
If multiple work orders are created for a run and at the campus level and a bus is 
cancelled, the highest work order number will be the bus that is cancelled and will return 
to the Service Center.  (NOTE: It is the campus discretion to cancel specific work 
orders).  The Driver and/or Attendant will have the option to work on duties assigned by 
the Dispatcher for 2 hours or wait for the next available Extra Run, during the same 
week.  There is no guarantee an Extra Run will become available during the same 
week, if none come up, the lost time will not be made up.    

ADDITIONAL DUTY - CAP HOURS
 The number of trips per employee are not limited; employees are responsible for 
adhering to weekly CAP HOURS**.  CAP HOURS include an employee’s route hours, 
extra runs, and other assignments, i.e., bus wash, stand-by, midday rotations, 
Coordinator monthly meetings and MCI.  It is strongly advised that selection does not 
interfere with regular route times.  Employees may not exceed weekly CAP HOURS 
without prior approval from their respective Supervisor/Coordinator with justifiable 
justification.  

ADDITIONAL DUTY - CLOCK IN AND OUT TIME 
Driver/Attendant clock-in time will be no more than 30 minutes before school pick-up 
time unless approved by staff.  Clock-out time will be immediately following returning to 
the lot and completion of the post trip inspection.  Exceptions are those field trips that tie 
in with either an AM or PM run.  All field trips will carry actual pay time. 

ADDITIONAL DUTY – NE BUSES  
NE personnel may use their assigned NE bus Monday through Friday and when the 
Saturday Extra Run count is 50 or greater.   

ADDITIONAL DUTY - RESPONSIBILITIES 
Problems that occur on field trips, such as becoming lost due to poor planning, will be 
considered as unsatisfactory performance and documented through due process. 
Drivers should review pick-up location (school, parking lot, football field, etc.) and 
destination (school, park, etc.) prior to departure from the Transportation lot. Questions 
in regards to the Extra Run should be directed to the Scheduling Clerk then Dispatch. 
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ADDITIONAL DUTY - BAND INSTRUMENTS, EQUIPMENT AND OTHER 
It is the responsibility of the Driver/Attendant to ensure that any instruments or 
equipment (i.e. ice chests, game balls, track equipment) too large to be held by 
students, be securely placed on the bus so as not to potentially cause a hazardous 
situation.  Items should not obstruct the Driver’s area, aisle or emergency exits.  Items 
may be securely placed under or on seats.  It is the responsibility of the Driver/Attendant 
to man the rear door when it is being used to load or unload items or equipment. 

ADDITIONAL DUTY – STAND BY- TO INCLUDE NON DUTY DAYS 
Upon arrival, all Stand-By Drivers are expected to report to the Dispatcher who will 
assign other duties when there is no driving needed.  These duties may consist of, but 
are not limited to cleaning/fueling of spare buses, checking fire extinguishers, etc.   

ADDITIONAL DUTY – TIME STAMPED 
Drivers and Attendants are required to time stamp their ticket prior to Pre Trip and after 
Post Trip. 

ADDITIONAL DUTY - TRIP TICKET SUMMARY 
Driver/Attendants should be aware of any special instructions noted on the field trip 
ticket (i.e. take home after game, park on East parking lot, total buses for field trip, one-
way/round trip, etc.) Record all movements/changes in location of the bus by recording 
destinations, mileage, and arrival times and departure times.  Please include why there 
is a deviation from the Trip ticket such as “Album Park to eat”, “Peter Piper on Lee 
Trevino for Lunch”, etc.  Always keep in mind the fact that schools are charged from this 
information, and it must be accurate.  

ADDITIONAL DUTY - TURN INS 
When a Driver/Attendant is unable to fulfill their commitment of the additional duty they 
shall incur a “Turn In”.  The employee will not be issued another to compensate hours 
for that week and will not be considered for any “Late Entry” Additional Duties during the 
same weeks. This does not apply to TURN-INS directly related to a worker’s 
compensation injury, jury duty, bereavement leave, a Dr.’s appointment scheduled 5 
days in advance (with proper documentation), and FMLA.  A Turn-In may be 
overturned through a written appeal to the employee’s respective Coordinator 
within 24 hours. This decision may be appealed through the chain-of-command (Policy 
DH).  If a Driver/Attendant is absent the day before or the same day as an extra duty, 
the run, will be reassigned and will be counted as a Turn-In.  Prior approval from 
the Director or his or her designee may be obtained to supersede this action in 
certain circumstances.  

FOR ADDITIONAL DUTY PURPOSES ONLY 
Consequences of a Turn In shall be determined with the following: 

1. FIRST TURN IN - Shall be considered a “Freebie.” (See your coordinator if you
have questions.)

2. SECOND TURN IN -. Driver or Attendant will be skipped on the first rotation at
the next bidding session.
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3. THIRD TURN IN –Disqualification from the Additional Duties program for fifteen
(15) consecutive calendar days, from the date of the turn-in. TO INCLUDE SUMMER
SESSIONS AND SUPPORT TO OTHER DEPARTMENTS.  

4. FOURTH TURN IN -- Disqualification from the Additional Duties program for 
ninety (90) consecutive days from the date of the Turn-In. TO INCLUDE SUMMER 
SESSIONS AND SUPPORT TO OTHER DEPARTMENTS.

5. FIFTH TURN IN -- Disqualification from the Additional Duties program for 
remainder of the school year and the corresponding summer duties including 
summer routes, extra-runs, painting, etc. TO INCLUDE SUMMER SESSIONS AND 
SUPPORT TO OTHER DEPARTMENTS.

• ADDITIONAL DUTY – NO SHOWS
One NO SHOW will equal to 2 TURN INS. 

ADDITIONAL DUTY - BUS WASH 
After the Attendants bid on Mondays is complete; any “OPEN” slots will be available 
for Drivers to select during their bidding session. Employees who bid for bus wash and 
are unable to fulfill their assigned duties will result in Turn In, per consequences 
noted above.  

MAINTENANCE AND INSPECTION RESPONSIBILITIES 
FOR DRIVERS/ATTENDANTS, as required 
As a driver, you are required to make a standard inspection of your bus before starting 
and after completing any route or charter.  Attendants are required to assist their Driver. 
The standard inspection procedures are listed in the Pre/Post Trip Binder located in 
each school bus.   

If you believe, in the course of the inspection, that your bus is unsafe, you must report it 
to the mechanic shop immediately.  They will make the determination if it is safe to 
continue to drive the bus.  Final determination of bus safety is the responsibility of 
shop personnel.  You are required to drive your bus if shop personnel determine the 
bus is safe to operate and is in compliance with all Federal, State, and Local laws.  If 
the bus cannot be made road-safe before your route begins, you should contact 
Dispatch and ask to be assigned another bus while the one assigned to your route is in 
the shop. You are neither required nor permitted to drive an unsafe bus.  

Should a mechanical failure occur while driving with or without students the 
following shall be followed: 

1. Ensure your unit is in a safe and secure area away from traffic or other dangers.
2. Check for fire or possibility of fire
3. Contact Dispatch via two-way radio – provide unit number and type, students on

board, location, what part of your route you are on, and describe the issue.
4. Once contact has been made, take every precaution and set-up safety devices
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PRE-TRIP/POST TRIP INSPECTIONS 
It is both the driver’s and attendant’s responsibility to work together to complete a pre & 
post trip inspection utilizing the forms provided.  It is also the driver’s and Attendant’s 
responsibility to sweep, clean and secure the bus. If the Driver uses the last form in the 
log book, the Driver is to take the completed log to his/her respective coordinator and 
replace with a new log book. If the Coordinator or Supervisor is not available, Driver is 
to notify the Dispatcher on duty.  The Yellow (carbon) copy is to be turned into the 
dispatcher’s area after your daily route.  If a repair or concern involving the shop is 
noted, the yellow copy is to be turned in directly to the Shop Foreman or Lead Mechanic 
on duty.  Post Trip duties except sleeping/hiding student sweep shall be conducted back 
in the lot. NOT at the campus or on the public roadways. 

PRE-TRIP INSPECTION PAY TIME 
All Drivers/Attendants are allowed 15 minutes in the A.M. for the pre-trip inspection.  
Upon clocking in, Drivers and Attendants must IMMEDIATELY proceed to their 
respective buses and perform the pre-trip inspection.  Attendants are expected to assist 
the Driver with these duties.  

SLEEPING/HIDING STUDENTS 
It is imperative to check on and under all of the bus seats during the post-trip inspection 
for sleeping students.  A student left sleeping on a bus due to the Driver and Attendants 
failure to perform the post-trip Inspection is a serious mistake.  Failure to do so in the 
heat of summer could be a "fatal" mistake.  Every Driver and Attendant has 
specific measures in place to insure that a proper check is made after each tier 
to include checking the bus equipped with the child left behind system.   This will give 
him/her the opportunity to check one last time that the bus has no sleeping/hiding 
children on or under the seats.  This safety sweep is the only post trip duty allowed to 
be conducted at a campus, public roadway, or last destination.  Any student found 
during this safety sweep shall IMMEDIATELY be reported to the Dispatcher. 
Students must never be left unattended. Disciplinary action will follow, individual is 
subject to termination.  

MAINTENANCE REQUESTS 
If the first request for any type of maintenance is not satisfactorily completed within 
a reasonable length of time, a “second request” should be written indicating 
"second request" on the Pre/Post Inspection Report, and given to the 
Coordinator for presentation to the Shop Foreman.  A "third request" should never 
have to take place, but in the event that it does, it should be personally given to the 
Supervisor.  
If the above fails to remedy the situation, a call or visit to the Transportation 
Director should be made for additional assistance. 

RADIO OPERATING PROCEDURES 
All bus radio transmitters are authorized and licensed by the Federal 
Communications Commission (FCC). You must comply with all FCC rules governing 
your radio service. 



43 

All Drivers are instructed to conduct a “radio check” during their pre-trip every day of 
operation.  This includes AM, MID-DAY, PM, and Extra Runs. 

Power - Turn on and set volume before you leave the terminal (OFF-ON SWITCH).  
Allow 30 seconds for warm-up before transmitting.  

Volume - Affects only your reception.  It does not change the signal you transmit. 

Microphone Button - When placing a call, pick up the microphone and press the 
microphone button.  Wait one second before speaking. This turns on your transmitter 
and cuts off your receiver.  You must release the button before you can receive.  Just 
remember: PRESS TO TALK - LET UP TO LISTEN.  

Transmitting - Speak clearly and use a normal tone of voice.  All messages should be 
transmitted in as few words as possible.  Identify yourself, "This is Bus Number ____". 
Use "10" codes as often as possible.  Remember:  Only one person can transmit at a 
time.  Wait until all transmissions are cleared before replying or calling.  The word 
"clear" indicates the end of a transmission. 

RULES: Call Dispatch if you need assistance. 
1) Do not use radio for bus-to-bus communication unless it is related to your job.
2) Do not use the radio to discuss scheduling problems that should be handled when

you return to the facility.
3) Do not use the radio to document times at stops or "no shows" unless a staff

member has specifically asked for this communication.
4) All drivers should wear a watch daily and should avoid asking to check on the time.
5) Do not ask the staff to call the school to check on a student being at the school.  You

should ask before you leave the base if there is a question about a student.
6) Do not use profane or abusive language.
7) Do not use radio for personal messages.
8) Whenever possible use the “10-Codes” when communication with fellow Drivers and

or dispatch.  A list of the10-Codes is in the Appendix.
9) Always keep your radio on when away from your terminal.
10) Communicate only with your Dispatcher unless special circumstances make that

impossible:  Can't "get through," after hours, etc. 
11) Always hang the radio microphone on the microphone hook. Do not hang the

microphone from the mirror, sun visor, etc. 
12) The school bus radio is a critical piece of equipment used as a primary means of

communication to and from the school bus.  Employees are to use the radio only to
communicate information relative to YISD.  Creating static or an interruption by 
pressing the microphone button to intentionally disrupt another employee’s 
communication is a called “stepping” and it is a serious offense and will not be 
tolerated.  

13) All communication shall comply with all Federal Regulations.
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Occasionally, staff, shop personnel, etc. from a different terminal may need to contact 
you by radio.  You may be asked about a lost child, traffic condition, etc.  Please keep 
an "ear" open for those calls.  The best method to do this is to always listen for your bus 
number in radio calls as opposed to your Dispatcher’s voice.  

Before transmitting, make sure that the previous users of our radio system have 
completed their transmission. This avoids the unnecessary "walking on" of another's 
transmission.  

Occasionally, we have a number of inappropriate and illegal radio transmissions. The 
Federal Communications Commission (FCC) licenses the Transportation Department to 
operate its radio system. The FCC disallows any and all types of curse words or 
obscene language in any language. Our failure to follow the FCC requirements could 
result in a fine to the Transportation Department or the loss of our license and the loss 
of our radio system. Any Transportation Department employee who has knowledge of 
anyone violating the FCC rules should report that person immediately to their respective 
Supervisor. Please note radio stations using international antennas unable to follow 
FCC requirements are not authorized.   

*Please note*
All employees driving a school bus should avoid listening to radio stations that are
primarily religious in nature and/or radio stations with tendencies of playing music or
radio programming (discussions/topics) that may be inappropriate for students in grades
Pre-K thru12.

REGULATIONS AND PROCEDURES 
TRAVERSA SYSTEM- Should be used to record when special needs students 
board and exit the bus. This information is important for proper state reporting. 
Should the Traversa system not be in working condition, it should be reported to 
the shop and coordinator/supervisor as soon as possible. If a Traversa card or 
Traversa system is not working the driver/monitor team must record the event on 
an event log and submit on a daily basis.   

BAND INSTRUMENTS AND EQUIPMENT 
The transportation of students' equipment (class projects, books, band instruments, 
etc.) is provided on a space-available basis after all students have been seated.  Such 
equipment may be transported when it is securely held by the student for the entire 
duration of the trip.  Items too large to be held by the student may be transported if the 
item does not obstruct the aisle or entrance or interferes with the Driver.  

BUS DOORS  
Bus doors must be closed while the bus is in motion and are to be operated only by the 
Driver/Attendant.   
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BUS RULES, REGULATIONS AND EXPECTATION POSTER 
The Driver/Attendant shall ensure the current poster is posted in the front of the bus and 
if needed in the center of the bus. 

BUS STOP - BAD WEATHER 
Under normal conditions, students are expected to be at the bus stop on time and 
should be there waiting for the bus when it arrives.  However, during bad weather (when 
it is raining hard or is unusually cold) students are not expected to be waiting at the 
stop.  If the regular riders are not at a stop during bad weather, you should wait a few 
moments at the stop, anticipating that the students are waiting in nearby houses and will 
come out when they see the bus.  Under these conditions, it may be necessary to honk 
your horn.  When taking students home, you may make more frequent stops during bad 
weather.  Good judgment and common sense will be appreciated by students and 
parents.  

BUS STOPS - DESIGNATED Drivers should pick up and/or deliver students only at 
stops in their designated stop area.  Generally, students should be let off only at their 
regular stops.  However, if you have a note from the parent approved by the Principal, 
you may let off a regular rider at any designated stop.  Be sure to provide a copy of the 
note to your Coordinator. Drivers shall comply with all state and local laws. 

BUS STOP - POSSIBLE CHILD MOLESTERS 
If you see or hear of activity by a possible child molester at a bus stop, please contact 
your Coordinator or Supervisor at the earliest possible time.   

BUS WASH AREA 
For safety reason, Drivers and Attendants not assigned to Bus Wash duties are to 
refrain from walking through the area.  If a Driver or Attendant need something such as 
the use of a mop from the area, they are to make contact with a Bus Washer assigned 
to this daily duty and ask for assistance.    
*Please keep in mind, there is a potential of getting wet while on duty*

CAR SEATS 
It is the responsibility of the Driver and Attendant to wipe down every car seat in their 
bus at least once per week and document on their Pre-Trip Log.  They shall turn in this 
Pre-Trip Log to their Coordinator at the end of the day.  

CARE OF ELECTRICAL SYSTEM 
At idle, alternators only put out enough amperage to charge the battery.  Therefore, do 
not start and leave your bus idling with the lights, air conditioner and/or heaters for 
periods exceeding 5 minutes.  Exceptions include daily vehicle inspections.  Stop 
engine only after turning off all electrical switches (except emergency flashers during 
accidents and breakdowns). 

CITATIONS  
Any Transportation employee, who drives for the District and receives a citation during 
their non-duty time, must report the citation to their immediate supervisor within three 
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(3) calendar days of receipt.  Citations received while on duty must be reported 
immediately to their Coordinator before continuing their route.

CLEARING FOR THE DAY 
All buses who arrive after 5pm Monday through Friday shall call over the radio to the 
dispatcher stating they are back in the lot.  All day Saturday and Sunday this procedure 
shall be followed.  

COMMUNICATION 
Management will make every effort to keep the employees informed of any updates or 
changes regarding the department.  Communication methods will include email, TV 
monitor, correspondence, meetings, phone calls and / or text messages.  Employees 
are required to periodically check these communication methods for any updates.   

DECORATIONS ON BUSES 
When decorating the interior of your bus, for safety purposes do not use decorations 
that obstruct visibility, especially on the windshield, windows, and back glass.  Also, do 
not decorate with glass or metal ornaments, icicles, etc.  Decorations should be secured 
in a way to not move during the operation of the bus; Decorations/obstructions shall not 
obstruct the operation of the bus camera systems or their accessories to include their 
recording field of view. Only magnetic and peel off stickers may be used. Bus should be 
cleaned out completely at the end of the school year.  

DUTIES:  DRIVERS AND ATTENDANTS 
Drivers and Attendants are required to work as a team to ensure the following duties are 
completed in a timely manner:  
1) Sweep the bus including but not limited to aisle and under seats
2) Wipe and close windows
3) Wipe seats including car and booster seats daily
4) Report any torn seats and vandalism to Shop by noting on Pre-trip inspection sheet.
5) Remove gum and graffiti
6) Empty trash, pick up any items left on bus and turn in to Dispatch
7) Check seat belts and reposition them after each trip, when applicable
8) Other housekeeping duties
9) Complete all paperwork to include Pre and Post Trip documents associated with the 

bus route.

EATING, DRINKING AND SMOKING 
It is the policy of the Ysleta Independent School District to maintain a healthy 
environment for students and staff.  In keeping with the concept, the use of all tobacco 
products shall be prohibited in all YISD facilities owned by or under the control of and 
used by YISD.  Eating or drinking by any employee is not allowed on any Transportation 
Department vehicle while students are on board and/or vehicle is in motion. Employees 
may not smoke tobacco at any time while in a Transportation Department vehicle 
(Violation of State Law and City Ordinance) or on ANY school district property. 
Smoking within line of sight of campus personnel and/or students is prohibited.  This 
includes but is not limited to E-Cigarettes and smoke-less tobacco.  
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ELECTRONIC DEVICES  
Drivers and Attendants are strictly prohibited from using cellular phones for any use, 
including blue tooth and other earpiece devices while the bus is in operation. This 
includes but not limited to IPods, MP3 players, IPADS, Watches, etc. or other devices 
with head phones.  If you carry a cell phone, it must be in the off position and be stowed 
away out of reach while on duty and especially while driving.  The use of cell phones 
while in the bus is allowed only when the bus is secured, the driver is not behind the 
wheel, and away from cab area. Motor Coaches will be handled on a one to one basis.  

EMERGENCY BUS EXITS 
Drivers/Attendants will ensure all emergency exits and service doors are unlocked and 
operable during their pre-trip inspection, specifically when transporting passengers. 
The padlock(s) must be secured in the “closed” position to prevent lost or accidently 
locking of the emergency exit while in use. Students are not allowed to enter or leave 
through an emergency door except during an emergency or when loading or unloading 
large equipment (band, athletic, etc.).  The Driver is responsible for ensuring the 
emergency door is properly closed and secured after each opening.  Buses should be 
secured and emergency exits locked upon completion of any driving duties 

EMERGENCY EQUIPMENT INSPECTION 
Drivers and Attendants are to ensure their assigned bus has a fully charged fire 
extinguisher with a current inspection tag, a full First-Aid kit, and three reflectors or 
flares which are operable for emergencies.   

EARLY RELEASE 
Clock in times for Drivers and Attendants shall be in accordance to the Extra Run 
program – such as 30 minutes prior to campus dismissal or by coordinators approval.  

FIRE LANES 
It is unlawful to park and leave a vehicle/bus unattended in a fire lane.  If a school’s 
designated loading/unloading area is in a fire lane, parking is permissible, but the driver 
must never leave the vehicle unattended. 

FLASHERS 
All Regular and Special Education route and charter buses must use red loading 
flashers when loading or unloading students on city, county or state streets, roads or 
highways.  Red loading flashers do not have to be used when loading or unloading on a 
school or private driveway or parking lot.  School Bus drivers failing to follow the new 
State Law are subject to traffic citations.  Stop Arm must be used.  

FUELING PROCEDURES – Unleaded and Diesel 
Passengers, including Drivers and Attendants, are prohibited on the bus while it is being 
fueled.  You are responsible for fueling or seeing that your bus is fueled on a regular 
basis and for the checking of fluid levels (oil, cooling system water, etc).  Drivers must 
leave sufficient fuel for the next run in the bus (no less than half tank).  Fuel tank caps 
must be securely screwed on and firmly seated to prevent leakage.  No cell phone use 
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while fueling.   Do not leave your bus unattended while fueling.  At NO time should a 
bus be fueled with students on board. Bus must be turned off while fueling at all 
times.  Drivers must verify the fuel type before fueling the bus.  

FUELING PROCEDURES – PROPANE 
Only individuals who have been trained in the on-site procedures shall be allowed to 
operate the propane fueling station.  There must be at least one trained personnel on 
site during propane fueling of buses. Any driver, who chooses to pick a route that 
requires to be filled with propane, must go thru training within 30 days. Propane 
buses must be fueled after every run. Bus must be turned off while fueling at all times. 
Drivers must verify the fuel type before fueling the bus.   

GAS CARDS 
Transportation employees who drive will be issued a personal gas card for fueling 
purposes.  Employee gas cards are not to be shared.  Keys and gas cards will be 
returned to the Dispatch Office upon completion of duties.  If a gas card is not with keys, 
report it to Dispatch immediately. Northeast and Valley buses that utilize fuels that are 
not available in the service center may be subject to various fueling methods. Lost or 
missing cards need to be reported to the Transportation Supervisor.  A fee may be 
assessed for all lost gas cards.  If your assigned gas card is not working properly, 
please see Robert Armendariz in the Warehouse.  

GAS CARDS – SPARE 
If your gas card is not working, report it to the Dispatcher and sign out for a spare gas 
card.  The spare gas card must be returned immediately upon completion of fueling.  

HEADLIGHTS ON WHILE DRIVING DAY OR NIGHT  
In the interest of safety and accident prevention, drive with headlights on at all times. 
Wheelchair lift buses may turn off headlights when stopped and using lift.  

IDENTIFICATION BADGES 
All Transportation employees shall wear this District issued name badge while on duty. 
Please ensure the name and picture is visible. 

INCLEMENT WEATHER EARLY START 
When inclement weather requires early start of the buses, both shop and office staff, at 
both locations must be on duty as directed.  The severity of the weather will dictate what 
time early-start procedures will be instituted and what personnel will be involved. 
Supervisor / Coordinator are authorized to use whatever and whomever it takes to get 
the buses out on time. 

KEYS 
Employees are not to receive keys prior to your official clock-in times, the beginning of 
regular student routes and/or extra runs.  Prior to clock out, keys must be returned to 
the Dispatch Office upon completion of assigned duties. If a Dispatcher is not on duty, 
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keys may be returned to the drop box located outside of the Dispatch Office.  When not 
in use, keys should be returned. 

LEAVING THE BUS:  Take Key 
Should a Driver, for whatever reason, have to leave the bus, (i.e., at a school or charter 
site) unless specifically instructed otherwise (i.e., temporary engine restarting problem), 
the Driver must turn off the ignition, ensure everything is turned off (i.e. Air conditioner, 
lights, flashers) and take the key.  There must be no opportunity for unauthorized 
personnel to start or move the bus or use the bus radio.  

LEFT AND RIGHTS 
All route changes require Coordinator approval. Transportation employees should not 
make route changes based on information from schools, parents or students.  All 
Drivers and Attendants must report any changes to their dispatcher immediately and to 
their respective Transportation Coordinator within 24-hours.  Updated “Left and Rights” 
should be submitted within 48 hours of changes to routes; to include updated mileage 
and times.  

LOADING AND UNLOADING STUDENTS  
It is a requirement of the Transportation Department that all Drivers and Attendants be 
on their respective buses when students are loading and unloading. 

LOCKERS 
Lockers are assigned on a Seniority bases.  All lockers need to be cleaned and locks 
removed by the end of the week of the last day of school.  Summer school 
Drivers/Attendants will be allowed to keep their lockers until their last assignment day.  

LOST AND FOUND ITEMS 
Any items found in a bus at the end of the route or run shall be turned in the Dispatcher 
and logged on the Pre-Trip forms.  The lost items shall have a piece of paper stating 
which the Extra Run number, campus, driver name and bus number.  

MAILBOXES 
Drivers and Attendants are required to check their mailboxes twice each day; once prior 
to 10:00 am and once in the afternoon after 4:00 pm.  Instructions from staff, special 
information about routes, new route sheets, etc., are often placed in the mailboxes. 
Please remove items from the front of the boxes only and as soon as possible from 
mailboxes in order to make space for new ones.  All unnecessary paperwork should be 
removed from the boxes at least once per month. Any lost keys will be replaced at the 
employee’s expense. 

MAXIMUM LEGAL SPEED FOR SCHOOL BUSES 
The maximum legal speed limit for school buses is 50 mph on interstate highways 
outside of urban areas.  All other highways should follow the posted speed limit not to 
exceed 50 mph. 
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MID DAY RESPONSE DUTIES 
Duties will include but not limited to pre-tripping, cleaning and fueling of spare buses, 
checking first aid kits and fire extinguishers and other duties assigned by the Dispatcher 
on duty when no driving is required.  

MISSING STUDENTS 
Immediately contact Dispatcher, relay and provide as much information such as:  
(Students name, ID, Grade, P/U & D/O stop). Then wait for further instructions by 
dispatch. 

MILEAGE 
The ending mileage for the month shall be accurate recorded on the route load sheet. 
The Driver is responsible to report the mileage on the proper forms and sign 

MONTHLY LOAD SHEETS 
All regular route load sheets are to be legible and completed on a daily basis. The 
Driver shall sign and submit the Load Sheet to his/her respective Coordinator on the last 
school day of the month.  

It is the responsibility of the Driver and Attendant to ensure that all SPED load sheet are 
legible and completed on a daily basis.  The Driver shall sign the completed Load Sheet 
and submit it to his/her respective Coordinator on the last school day of the month 

NON-YISD EMPLOYEES OR VOLUNTEERS 
Only YISD employees, volunteers, and school age children who are the children of the 
sponsor are allowed to enter the bus when they are on duty.  All other individuals shall 
remain off the bus at all times.  

OFFICE AREAS 
Only authorize personnel shall be in the following area – Coordinator, Supervisor, 
Dispatch, Scheduling Clerk, Payroll, and MCI Clerk area.  Persons needing to conduct 
business with staff shall first make contact with the Dispatcher and ask for the 
appropriate personnel.  

OFFICIAL TIME/WATCHES 
Dispatchers are to set their wall clocks upon arrival every working day.  Drivers are 
required to have in their possession a watch and/or clock while performing their driving 
duties.  All Drivers are required to set their time by the Dispatch wall clocks before 
starting their routes each day.  It is recommended not to use your cell phone as your 
watch or clock.   

OUTSIDE EMPLOYMENT  
All employees must adhere to YISD Policy DBD (local) when reporting outside 
employment.  
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OVERLOADS 
If you feel your bus is overloaded, please use the radio to call dispatch and request a 
coordinator to assist you prior to moving the bus.  Full size buses have a capacity of 47-
71 students depending on the size of the student.  The rule of thumb is every student 
must be seated on a seat without overflowing into the center aisle.  Remember, no one 
may stand or sit on the aisle while the bus is in motion. 

PASSING LOADED BUSES 
While on public roadways, the passing of one loaded bus by another loaded bus is 
permissible only during regular routes.  Buses on extra runs should remain in convoy as 
much as possible.  

PERSONAL BELONGINGS 
Employees are responsible for their personal belongings during working hours.  The 
District is not responsible for any personal belongings left in the bus.  Employees should 
not leave personal belongings in the bus, for the bus may be used by other employees 
for various purposes.  Drivers/Attendants are to ensure all belongings are secured so 
they do not interfere with the operation of the bus or a distraction to the students.  

PONY MAIL 
All mail going to and from each Transportation location shall be addressed to the 
intended recipient and from the sender.  Shall be for District Business only.   

PRE-TRIP DUTIES – LIFT BUSES 
Attendants must assist the Driver in pre-trip inspection of the bus.  Upon boarding the 
bus, proceed to the rear of the bus while pushing back and forth on the seat backs.  At 
the rear, open the emergency door, checking the amber warning lights, brake lights, 
back up lights and left turn signals.  Close door and check that the wheelchair straps 
and lap belts are in proper position and not damaged.  In going to the front, check 
seatbelts and make sure that seat cushions and any other special equipment are 
secured.  Check the lift from the inside and outside of the bus.  

PRE-TRIP SLIPS  
Shall be placed on/in areas of your assigned bus which are to be inspected as part of 
your pre-trip inspection.  

RAILROAD CROSSING 
YISD bus driver must be familiar with and abide by all laws and regulations, especially 
the ones described in the Texas Department of Public Safety CDL manual Section 10, 
Driving School Buses, particularly those pertaining to Railroad Crossings.  Railroad 
Crossings which cause the bus to have “over hang” shall not be utilized.  

REGULATIONS AT SCHOOL BUS LOADING OR UNLOADING STOPS  
Drivers should make every effort to minimize traffic congestion by operating alternating 
red flasher lights while being sensitive to surrounding traffic.  

RE-ROUTING 
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Due to road closure from an accident or construction must be called into dispatch.  This 
must continue until updated Left and Rights are submitted, if needed.  

RIDERS – REFUSAL TO LOAD OR MISSING   
Drivers shall contact the Dispatcher on duty immediately should a student refuse to load 
or is missing prior to departing from the campus.  

ROUTES 
Drivers are expected to drive their assigned routes exactly as it is documented in 
their Lefts and Rights.  Routes must be driven exactly as written, and time points 
must be followed.  Two legal questions arise when this is not done: First, the 
bus may be involved in an accident while off-route, and second, the District is 
partially reimbursed by the State of Texas for the route service we provide, and this 
reimbursement is based upon routes that we attest to as being driven as written.   

Under extenuating circumstances (such as but no limited to, driver shortage or 
high absenteeism), administration will have the authority to consolidate bus routes.  
Bus route consolidation will be based on factors such as ridership, pickup and 
drop off locations, destinations, and similar factors used to determine route 
efficiency.  If the consolidation is final, the driver with the higher seniority will 
remain in the route. The driver with the lower seniority will be assigned as response 
driver.  

ROUTE CHANGE REQUEST 
If a Principal asks you to make a stop that is not on your route, do so for that day.  If 
the stop is needed on a continuing basis, ask the Principal to call Transportation 
and/or your Coordinator.  If a parent requests a change, you should refer them to 
the proper Transportation Coordinator.  You should also report any such requests or 
changes to your Dispatcher as soon as you have completed your regular route.  

ROUTE TIME SCHEDULES 
Drivers must not vary more than five minutes from the time schedule under 
normal conditions, and must NEVER be ahead of schedule.  If you arrive early to a 
stop, the Driver must wait until the scheduled departure time.  All time changes must 
be approved by the Coordinator.  

SAFETY MEETINGS 
Monthly Safety Meetings are mandatory.  If the employee is unable to attend the 
safety meeting held by their assigned Coordinator, the employee must attend any 
other Safety Meeting held during the month by another Coordinator. Employees will 
only receive compensation for attending one meeting.  

SERVICE CENTER and NORTHEAST SPEED LIMIT and EXIT  
Maximum speed limit inside all Centers is 5 mph. Privately Owned Vehicles are 
not allowed in the Bus parking area unless prior approval from the Director or his 
designee. 
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As a reminder, do not enter thru exits. All buses must exit through designated exit on 
Lafayette. 

SPEED LIMITS AND TRAFFIC LAWS 
Drivers must operate the buses within the legal posted speed limits with the maximum 
speed limit for school buses being 50 MPH.  The Transportation Department will not pay 
fines or aid drivers who violate traffic laws while operating a school vehicle.   

STOPPING BEHIND OTHER LOADING/UNLOADING BUSES 
When stopping behind other loading/unloading buses, please use the four-way 
emergency flashers and not the loading flashers on your bus.  The loading flashers 
should be used only for your bus's loading/unloading of students.  Please try to stay far 
enough behind the loading/unloading bus that others can see the other bus's loading 
lights.  Flashing four-way emergency lights within a school loading/unloading zone shall 
be an indication to other drivers that the vehicle will undoubtedly be idle for a 
considerable amount of time and avoid "trapping" themselves behind it. 

STUDENTS DISCIPLINE   
Drivers and Attendants are required to document and IMMEDIATELY notify Dispatch 
and their Coordinator if any of the following situations occur: 
1) Student discipline problems requiring police action and/or the use of a student
conduct report
2) Student injuries of any type
3) Accidents OF ANY TYPE involving your bus or a rider on the bus
4) Any event that requires a student to be restrained.

SUPPLIES 
Replacement supplies such as paper towels, brooms, first aid kit, etc. can be retrieved 
from the Parts Clerk in the mechanic shop. Do not remove any items from the Bus 
Wash supplies. When replacing Facial Tissue boxes, take the empty box to the Parts 
Clerk and a replacement will be issued. 

TABLETS ON BUSES 
Tablets have been installed in buses for the purpose of recording student information 
to include pickup and drop off locations. Employees are required to log in at the 
beginning of each route and log out at the end of each route. Employees must 
practice general care of the tablet. If a tablet is broken or does not work properly, the 
malfunction must be reported to the Coordinator as soon as possible.   

Tablets are intended for work use only.  Inappropriate media, images of 
weapons, pornographic materials, inappropriate language, alcohol, drugs or gang 
related symbols or pictures are prohibited and may not be used as a screensaver or 
wallpaper.   

TRANSPORTING ANIMALS  
Drivers should not allow any animals (mammal, fish, reptile, bird, etc.) on the school 
bus at any time. 
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TRAVEL LANE SELECTION 
Select the lane of traffic traveling the speed of the bus.  Generally, on expressways with 
three or more lanes of traffic, buses should travel in a center lane.  This allows faster 
vehicles to pass and avoids interfering with traffic coming on or off the expressway. 

TRAVELING IN A CARAVAN              
When multiple buses are traveling to and from the same school/location, the buses shall 
travel in a caravan/convoy.  One driver shall be appointed as the lead driver and all 
other buses shall travel behind the lead bus.  If no lead driver can be determined, the 
driver with the most seniority shall be made the lead driver. All buses should stay 
together unless prior approval from your Coordinator/Supervisor is granted. Buses shall 
not pass each other unless there is an emergency situation.  

UNAUTHORIZED STOPS  
Drivers may make stops to use the restroom after proper notice to the Dispatcher.  The 
stops may be made only under the following conditions:  
1) Driver calls into Dispatch notifying of a 10-7 or 10-101 and give their location.
2) When no students are on board
3) Between tiers (not before 1st pick-up, or after last drop-off on full route)
4) When the campus administration does not have a concern
5) When it does not affect pay time or student schedules or the official route
6) When the bus can be parked legally and safe
7) Driver is to call back to dispatch, 10-8 once they are ready to depart and continue

their route.

After completion of all assigned trips on a route or charter, drivers and Attendants must 
proceed directly to their facility, except when performing other transportation duties.  
Unless you must wait for a vocational student, have necessary school business, or need 
an emergency restroom stop, all buses must immediately leave school loading zones. 
Please do not block school drives and loading zones when waiting or parked as per 
above; always find a safe and non-congested place to park.  

UNLOADING AT A SCHOOL CAMPUS After all students have moved at least 15 feet 
from the unloading area, check the area around the bus to see if it is clear.  Then board 
bus, fasten seat belt, start engine, check the mirrors and, when safe to do so, depart to 
next destination or bus parking lot.  

UNLOADING AT PLACES OTHER THAN SCHOOL CAMPUS When all students are 
at least 15 feet from the bus in all directions, close door, check mirrors and traffic, turn 
off alternating flashers, give left-turn signal and, when safe to do so, pull into the 
roadway and proceed. 

REMEMBER: 
1) Keep bus windows clean for good visibility.
2) Set the emergency brake at each stop for loading and unloading students.
3) Stop the engine when parked in the school loading zone (unless told otherwise by

the respective Shop Foreman).
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4) Slow down to a crawl in school loading zones.
5) Move the bus only after all students are at least 15 feet from the bus in all directions.

USE OF SCHOOL VEHICLES 
Except during A.M. and P.M. route time, all school vehicles are subject to use when 
needed by Department Personnel for any transportation service (i.e. picking up sick 
students, assignment to mid-days, assignment to charters, etc.)  Employees are to use 
only the vehicle assigned by their Coordinator/Supervisor. 

WAREHOUSE DOCKS 
All employees are to reroute around the area in front of the Warehouse Dock walkways 
for safety concerns between the hours of 7:00 AM to 4:00 PM on week days. No 
employees may go under, around or remove the safety chains marked “Do Not Cross” 
to pass.  

YISD EMAIL 
Every employee must know how to access their district email for any important 
information at least once a day.  

SPECIAL EDUCATION ROUTE SERVICE 
****DRIVERS AND ATTENDANTS WORK AS A TEAM WITH RESPONSIBILITIES**** 

Parents and Drivers/Attendants need to work together to make sure students get to and 
from their homes safely.  School staff is responsible for seeing that students get to and 
from the bus at the campus, but in many instances they do not do so.  As the school 
principals are responsible for the safety and transportation of their students, you, in 
effect, are working for them and should cooperate fully with their requests while keeping 
your Coordinator updated with campus requests. You should not leave the bus 
unattended while students are on board.  

Attendants should position/seat themselves on the bus in such a manner as to 
maximize the efficiency as it relates to student management and care.  A position at the 
rear of the bus is often the best or ideal location. 

Drivers and Attendants are expected to work together to complete the Pre and Post trip 
bus inspection and all necessary paperwork on the bus. Be cooperative with each other. 
Drivers and Attendants should go over the bus rules and what is expected from the 
students, refer to the students by name and express genuine concern for them.  

SPED – CHILD SAFETY SEATS 
All car seats shall be maintained by the Driver and Attendant on the route.  All child 
safety seats shall be wiped clean after each use.  Should a student defecate or urinate 
on the seat, the seat shall be taken to the mechanic shop and cleaned following proper 
procedures.  Driver/Attendant shall notify their Coordinator immediately and request a 
replacement seat.  
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SPED - LOADING AND UNLOADING 
When loading or unloading students from the bus, follow Region XIX Driver Certification 
and Attendant Guidelines.  When loading or unloading Special Education students, the 
door of the bus must face the student's home or school.  The STOP ARM AND OTHER 
LOADING/UNLOADING EQUIPMENT MUST ALWAYS BE ACTIVATED WHEN 
LOADING AND UNLOADING ON ANY ROADWAY. Students, parents or employees 
must not cross the street when boarding or leaving the bus.  Red loading flashers must 
be used when bus or van is loading or unloading on a city, county or state, street, road 
or highway.  Red loading flashers do not have to be used when loading or unloading 
students on a school or home driveway or parking lot.  See procedures below. 

Some Do’s: 
1. When waiting for a Special Education student to come out of their home, to help

reduce traffic problems please open your door and turn on loading flashers once
the student has actually exited the house and has begun to approach the bus.

2. When lifting, bend your knees and lift with your legs, not with your back.
3. Seek assistance rather than risk injury to yourself or the child.
4. Only trained YISD employees shall operate the lift or ramp on wheelchair buses.

****As a reminder, please do not carry a student on or off the bus, except during 
emergency situations. 

SPED - LOAD SHEETS - PM  
All Drivers/Attendants must check off names of all P.M. students when they board at 
school.  Do not count heads.  Check with the school for missing students before leaving. 

SPED – MEDICATION/MONEY FOR STUDENTS  
Drivers and Attendants are not to accept any medication/money for delivery to campus 
personnel. 

SPED - NOBODY HOME (LOST PARENTS) 
Contact dispatch code 10-74. If no parent or other responsible adult is at the student's 
home or usual drop-off location, keep the child on board and wait awhile.  If no one 
shows up within a reasonable length of time, notify Dispatch you are going to complete 
the route and then come back.  If there's still nobody there who can take responsibility 
for the student, communicate with the Dispatcher for instructions.  They may sometimes 
have you bring the student to the facility and make them as comfortable as possible. 
The Dispatcher may have you deliver the student, time permitting, to an alternate 
location (a relative's house, for example).  Dispatchers are required to document "lost 
parent" calls on their Daily Work Sheet Log. 

A responsible adult should be at home to receive any student with a valid ID.  Never 
leave students in front of their homes or the school if there is any question of their ability 
to safely enter the building by themselves.  There maybe times in which a note from the 
parent is sent to your Coordinator authorizing different instructions.   
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SPED - ROUTE SCHEDULE/CHANGES  
When the Coordinator makes changes to a route, the driver should notify parents and/or 
students.  

Any suggested route change must be reported to your Coordinator.  If a parent requests 
a change of address, even if temporary, refer them to appropriate Coordinator.  Don't let 
any student off anywhere except at address on the route sheet or at school without 
authorization from Coordinator or Supervisor.  

Consistency and reliability are among the most important values you can offer.  All route 
changes must be approved by your Coordinator or Supervisor.  If you think the routes 
needs to be changed, please notify your Coordinator.  If the route is changed, notify the 
parents on your route that the pick-up or delivery time will change, and estimate how 
much.  If you cannot reach the parents, leave a note at the residence specifying the 
changes. Updated “Left and Rights” need to be completed within 48 hours of 
Coordinator approved changes.  Coordinators are to sign and return a signed copy to 
the Driver/Attendant and provide two (2) signed and dated copies to the Dispatcher 
within 8 hours of receiving the updated Left and Rights.  

SPED – SEAT BELT AND STRAPS 
Drivers and Attendants must be certain that all students are either wearing safety belts 
and /or are strapped securely into their seats or car seats when required.  Car seats 
should be secured to the bus seats.  Wheelchairs should be securely fastened to 
braces.  All available safety devices should be used at all times.  All car seats should be 
wiped down daily.  

SPED - STUDENT MANAGEMENT 
Attendants should position themselves on the bus in such a manner as to maximize the 
efficiency as it relates to student management and care.  A position at the rear of the 
bus is often the best or ideal location; never sit with your back to the students on the 
bus.  In certain situations a Attendant may have to sit with a student who needs 
additional attention.  Give verbal instructions on correct behavior.  Communicate with 
school personnel concerning any changes in a student’s behavior; do not express 
negative comments to parents on their child’s behavior on the bus while other students 
are on board or without notifying Coordinator/Supervisor.  Also, let your Coordinator 
know of any behavior changes immediately and document on the SPED STUDENT 
REPORT.  Do not show favoritism among your students.  

SPED - STUDENTS NOT RIDING  
Drivers should inform the Coordinator when it comes to their attention that a student will 
be missing for several days.  Students who do not ride for three consecutive days 
should be reported to the Coordinator to ensure a check is made regarding duration of 
change. Immediately inform your Coordinator of any students who are no longer riding 
the bus.  
SPED STUDENT REPORT FORM  
Drivers or Attendants are to complete SPED student report forms when reporting 
abnormal behavior.  Such as crying, soiling themselves complaints of not feeling well. 
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In the AM – the top copy is to be signed and given to the receiving teacher and in the 
PM to the authorized receiving adult (parent), only when it pertains to the welfare of the 
student. Driver is to keep a copy and give other to Coordinator. This form can 
accompany the Student Disciplinary Report. 

SPED - WAITING TIME 
When you arrive to pick up your students, honk, unless told otherwise. If no one 
appears, honk again.  If someone appears and asks you to "wait a minute," use your 
own judgment as to how long you can wait without inconveniencing the other students 
on your route by running late.  As a general rule, do not wait more than three minutes. 
If no one appears, document the time at the stop and proceed with the route.  Do not 
radio the Dispatcher of "no-call,-no-show" students unless specifically asked to do so by 
Coordinator.  There maybe times in which you are instructed by your Coordinator NOT 
to honk due to complaints from the neighbors, please inform affected students and 
parents of this request.  

SPED - WHEELCHAIR BUSES  
The use of chairs or stools on lift buses is prohibited. 

SPED - LOADING and UNLOADING STUDENTS:

SPED - LOADING STUDENTS:  
Assisting Ambulatory Students: 

1) Stay at the curb, DO NOT go on the property to get the student without your
Coordinator’s prior approval.

2) Greet students and parents outside of the bus door and guide the student to the
bus entrance

3) Enter the bus behind the student. Be prepared to block the student in case they
should trip or fall.  Let the student accomplish as much as their abilities will allow.
(Example:  Let them hold the handrail and enter the bus).

4) Follow the student to their assigned seat.
5) Make sure the student’s seat belt is securely fastened.  (Let them do these

themselves, if possible).

If parents insist on specific loading techniques, inform the Coordinator, so that they may 
be documented, reviewed and properly implemented. 

Wheelchair Students: Driver and Attendant shall work as a team to complete the tasks 
below: 

1) The Driver will secure the bus. (While loading and unloading, the bus engine
must remain on with the stop arm activated.)

2) Open lift door from the outside;
3) Greet student and parent and check the student in the wheelchair, before loading

onto the lift to ensure he/she is using the lap belts and restraints properly;
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4) Load the student on the lift and engage the wheelchair brakes. *** Motorized WC
need to be turned off once they are on the lift** Please remind the student to
place their hands on their lap and raise the lift safely and slowly.

5) Employee shall receive the student in the lift area inside the bus;
6) When the wheelchair has been raised to bus floor level, the staff member inside

the bus or student will release the wheelchair brakes to allow the wheelchair to
be pulled into the bus.

7) Place the wheelchair between the proper tie down anchors and set the brakes of
the wheelchair.

8) Attach and secure the front wheelchair straps.
9) Secure the rear wheelchair straps, making sure to tighten the straps to prevent

wheelchair movement. Do not cross the straps behind the wheelchair.
10) Both driver and Attendant will ensure that the wheelchair is secure after tie down

is complete, by trying to move the chair.  And will reconfirm the student is
properly secured by his/her lap belt / restraints.

11) If the bus is equipped for shoulder straps they must be in place and secured
properly.

12) Attendant shall sit as close to the wheelchair as possible during the trip.

If a wheelchair student is transported in a regular seat or car seat on the bus follow the 
loading procedures above and transfer the student to the seat from the wheelchair, 
non-ambulatory students may not be carried onto the bus at any time, school 
personnel may assist in transferring students to and from wheelchairs when necessary. 
An employee must be on board the school bus at all times when students are on board.  

SPED - UNLOADING STUDENTS: Driver and Attendant shall work as a team to 
complete the tasks below: 

Ambulatory Students: 
1) Driver/Attendant shall exit bus before the student and wait at the exit to ensure

they unload properly.  Remind the student to hold the handrail and watch his/her
step.

2) Driver/Attendant shall check for sleeping/hiding students, articles left behind, and
for seat damage at the end of the tier.

Wheelchair Students: 
1) The Driver will secure the bus. (While loading and unloading, the bus engine

must remain on with the stop arm activated.)
2) Go outside to open the lift door and lower the wheelchair ramp.
3) The staff member inside the bus shall go to the wheelchair and release tie downs

and check the student’s lap belt or restraints to ensure they have not been taken
off during the trip.

4) Then release the wheelchair brakes.
5) Once the lift is level with the bus floor, will proceed to the area and maneuver the

wheelchair onto the lift.
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6) The wheelchair brakes shall be locked by the student or outside staff member
before lowering the ramp. Please remind the student to keep their hands on their
lap and keep an eye on them as they are lowered to the ground.

7) Raise the lift and secure the outside door and return to the wheelchair area to
assist in securing tie down straps to avoid accidents or injuries.

THE DRIVER/ATTENDANT AND STUDENT BEHAVIOR 
Following are some general guides that you can use to encourage correct behavior on 
the bus:  

1. Maintain a clear set of rules and enforce them consistently, so students may
know appropriate behavior and their limits. Don't wait until misconduct occurs.

2. Let children know the reasons for the rules.
3. Stop undesirable behavior as soon as you spot it.  Children often cannot stop

"bad behavior" themselves--you must intervene.  The longer you allow it to go on,
the harder it will be to stop when the behavior becomes intolerable.

4. When correcting children, be brief and clear.  State the reason for the correction.
Praise them later if they have maintained good behavior.

5. Don't belittle or ridicule children.  It will only make them resent you.
6. Expect children to maintain high standards.  Children will not learn the skills they

need to feel good about them if you let them get by with unacceptable behavior.
7. Desired actions should be positively and specifically described (i.e., "Give Diane

her book and go back to your seat," instead of, "Cut it out and sit down!").
8. Don't "save up" the mistakes a child makes.  Work on each one as it occurs.
9. Do not judge a child's ability by outward appearance.
10. Treat children as individuals.  Learn their names.  Be friendly (but not ‘buddy-

buddy’). Compliment them when they do well.

And whenever possible, praise the students for following the rules, for doing 
something for another student without being asked, picking up or bring their 
trash to the trash can, etc. 

RULES FOR STUDENT CONDUCT 
Safety rules should be strictly enforced.  Drivers/Attendants may use some discretion in 
the enforcement of other behavior rules.  However, students will often "test" a new 
driver.  Therefore, it is recommended that all rules be strictly enforced until a correct 
relationship has developed between driver and students.  The driver may then wish to 
use some flexibility in applying the rules.  For example, the driver may wish to reward 
good behavior by allowing snacks on special occasions or by relaxing some rules on a 
field trip. Any type of reward must be approved by parent(s)/guardian and reward can 
be given after drop off.  

Some rules are not posted on the bus. Drivers/Attendants are responsible for instructing 
the students about such rules.  
Examples are:  
1) Loading and unloading procedures
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2) Emergency evacuation procedures
3) Procedures for carrying students’ belongings
4) Any other rules that will help drivers to provide safe and efficient pupil transportation

In explaining to students the reasons for both posted and non-posted rules, it is 
important for Drivers/Attendants to emphasize concern for safety, which is the 
overriding factor in all cases.  

Students deserve to know that bus behavior rules are developed in order to ensure a 
safe and comfortable trip for everyone on board.  

DEALING WITH UNSATISFACTORY CONDUCT 
Current YISD procedure requires Drivers/Attendants to request good behavior of any 
student involved in what Drivers/Attendants consider to be misconduct.  Drivers/ 
Attendants should base their actions in such cases on two principles:  SAFETY AND 
SERVICE. 

DISCIPLINE AND STUDENT MANAGEMENT 
1) Students are required to adhere to safety and discipline procedures posted on the

bus.  Students who do not comply with these procedures may lose transportation
privileges.  Grounds for immediate loss of transportation privileges may include
smoking on the bus, possession of alcoholic beverages or controlled substances,
fighting on the bus, and verbal or sexual harassment of other students.  Violations
of safety and discipline procedures will be reported to campus and Transportation
Department administration.

2) Campuses may distribute a YISD student handbook at the beginning of the school
year, and student handbook is also available on-line at WWW.YISD.NET.

3) Campus Administrators may issue bus passes to students on regular student
routes.  Drivers/Attendants are to check for bus passes when students board the
bus when applicable.

4) A positive and courteous attitude on the part of the Driver/Attendants often helps to
prevent discipline problems.  The first day of the bus route is when students learn
what is expected of them.  Make sure that students understand their
responsibilities for good behavior on the bus and the consequences if they do not
comply.  Rules should be posted at the front of the bus.

5) Make every effort to learn the names of students that you are transporting.  A
seating chart is beneficial.  Implement discipline measures in a firm, fair and
consistent manner.  Treat students with respect and they will respect you.

6) Discipline is the responsibility of the Campus Administrator.  Behavior problems
that cannot be handled by a Driver and/or Attendant will be documented on a Bus
Conduct Report and submitted immediately to the respective Transportation
Coordinator who will then submit it to the Campus Administrator.  Bus Conduct
Reports are available in the Dispatch Office.

7) Do not argue with a parent, teacher or Campus Administrator.  If a problem arises
that you cannot resolve, ask for help from your Transportation Coordinator.
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8) The Campus Administrator will make decisions regarding student discipline, the
loss of bus privileges, the length of time privileges will be lost and the reinstatement
of bus privileges.

9) Students will be left at the regular drop-off point or at a campus only.  If student
behavior interferes with the safe transportation of other passengers, the driver will
stop the bus at a safe location and contact the Dispatch Office to request help from
a Campus Administrator and/or a Transportation Coordinator.

10) Do not use physical restraint when disciplining a student unless it is necessary to
avoid or stop injury to other passengers or department employees.

11) Corporal punishment is prohibited.
12) Drivers and attendants are to maintain poise at all times and provide a positive role

model for students who ride the bus.  Patience, professional behavior, consistency,
good judgment and maturity are essential for good student management.

DO’S OF STUDENT MANAGEMENT 
1) Greet each student with a smile.
2) Be friendly and courteous; show an interest in what students are doing.
3) Greet students by name when possible.
4) Treat students with respect, and they will respect you.
5) Clarify expectations; explain the rules and implement them fairly and consistently.
6) Post rules at the front of your bus; make sure rules are reasonable.
7) Follow through with directives that can be acted upon; do what you say you are

going to do.
8) A seating chart is beneficial.
9) Conditions on the school bus should allow the driver to concentrate on safety;

control noise and behavior so that it does not become a distraction.
10) Be honest in what you say and do; a child’s trust in you is a deterrent to discipline

problems.
11) Treat all students fairly regardless of race, color, religion, sex, national origin or

disability.
12) Be positive when dealing with student discipline; help students to understand that

good behavior has good consequences.
13) Compliment/praise students for positive behavior and actions; look for good

qualities--all children have them.
14) Address serious problems with children individually not in the presence of other

students or parents.
15) Decide if the action warrants a response. Sometimes it is better to overlook some

things.
16) Move disruptive students closer to you.
17) When needed seek help from Dispatch when dealing with a student who will not

exit the bus.
18) Report and document discipline problems to the appropriate Campus

Administrator and to your Coordinator.
19) When confronted by an upset parent, listen, acknowledge them and refer them to

your Coordinator and/or the Transportation Supervisor/Director.
20) A good sense of humor is extremely valuable.
21) Maintain poise at all times; keep your temper calm.
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22) Be a positive role model for children.

STAFF USE OF "BUS CONDUCT REPORT" 
If student misconduct continues after the Driver/Attendant points out the unacceptable 
behavior and requests that it be stopped, the Driver is responsible for reporting the 
matter to their respective Coordinator on an official "Bus Conduct Report" form. The 
Coordinator will refer a copy to the appropriate Campus Administrator.  Examples of 
types of misconduct that may be reported are mentioned on the form.  

DISPOSITION OF "BUS CONDUCT REPORT" 
The "Bus Conduct Report" is printed in three copies, with an original and two carbons. 
When filling out the report, press down hard with a ballpoint pen to make sure all 
carbons are clearly readable.  Make sure to provide specific, accurate and complete 
information.  Forms shall be first turned into immediate Coordinator.  Coordinator will 
then take appropriate action. If asked to turn in the form to the campus, the Driver 
should ask the campus personnel to initial the first page and request a copy of it as 
proof of receipt.  A copy must be provided to your respective Transportation Coordinator 
(After recording comments and stating action taken, the Principal is asked to send one 
carbon to the child's parent, keep one for school records and forward one to the 
Transportation Department).   

CORRECTIVE ACTION BY DRIVER--SCOPE AND LIMITS 
Drivers are not allowed to punish students, but may require them to sit in assigned 
seats in order to control behavior problems.  Drivers may not require any pupil to leave 
the bus before the pupil has reached his/her destination.  However, it may be necessary 
for the Driver to stop the bus and counsel the students until the situation is safe enough 
to permit finishing the route. (This type of situation should be reported to the 
Transportation Dispatch, Coordinator, and the Campus Administration at the earliest 
possible time, so that the District can respond to the parents who are concerned that 
their children are arriving home late.)  Also, Drivers must promptly report to the Campus 
Administration any student who attempts to carry a weapon on board a school bus. 
Under no circumstances should any student be discharged from a bus except at their 
school and/or authorized stop.  After notifying the Dispatch office, drivers may return to 
school on afternoon runs to get assistance from the campus administration and/or 
Security Department.  This is a "judgment call" which should include such factors as:  
1) Distance from school as compared to distance to drop off area
2) Route time schedule
3) Severity of situation
4) Response time for a coordinator to meet the bus after radio or telephone call to

Dispatcher.  Driver must be sure that the above return-to-school procedure is
acceptable with the respective campus.
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SHOP PERSONNEL 
This SOP and its written procedures above apply to ALL Shop Personnel. 

CELL PHONES 
Use is prohibited while on duty. 

DAILY PRODUCTION REPORT 
The daily production report will NO LONGER have the words “SHOP DUTIES” written 
on the sheet.  Each employee will identify the exact duties and times they invested in 
each task. 

DISTRICT TELEPHONES 
Are for business purposes or family emergencies ONLY. 

NAME TAGS: Due to a safety concern, all shop personnel will be exempt from wearing 
their name tags while working in the shop and or on a district vehicle. Name 
identification for this group of employees is located in their individual work shirts which 
are provided by the department.   

MAINTENANCE BAYS 
All Valley maintenance work bays will be assigned to mechanics according to the job or 
task at hand. Bay assignments will be made by the shop foreman and/or his designee. 
Maintenance bays at the N/E Transportation site will operate as determined by the 
needs of the Northeast Service Center.  

REPORTING ABSENT 
Absences must be communicated as described in the SOP Manual.  However, all shop 
personnel will follow the same steps except they will call on of the following:   1.) The 
Shop Foreman and Dispatch   2.) The Lead Mechanic   3.) A shop number ext. 434-
1743 for the valley. The Dispatch number ext. 434-1740 for the valley and  
434-1751 for the Northeast. Please leave a clear message and Absent Code to use.

SATURDAY SHIFTS 
Coverage will be based on rotation.  One missed shift, employee will be removed from 
the Saturday rotation.   

SHIFT CHANGES/DUTY HOURS 
Shop personnel will operate in shifts as assigned by the shop foreman.  All schedules 
are subject to change according the department’s needs.        

UNIFORMS AND FOOTWEAR 
All department issued uniforms will be worn properly at all times.  All non-management 
shop personnel uniforms must match.  While on duty, all shop employees will wear the 
approved safety toed shoes 

WORK ASSIGNMENTS - All assignments are made by the Shop Foreman or his 
designee. 
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DISPATCHERS AND OFFICE CLERKS 

All Dispatchers, Office Clerks, anyone covering the Dispatcher duties shall adhere to all 
requirements of a Driver/Attendant and the following: 

BUS ACCIDENT PROCEDURES 
Dispatcher will contact the following staff: Refer to emergency contact list for current 
phone numbers.  Coordinators will assist Dispatch such as contact Drug testing vendor 
and / or responding to the location of the accident. To include the Associate 
Superintendent of Operations. 

Dispatcher shall call all parties listed below: Contact list: 
1 911, as needed 
2 Director / Supervisor/Designee– will contact District Administration, as needed 
3 Risk Management – will respond to scene, as needed 
4 Coordinator – Respond to scene, as needed – Complete Accident Report and 

Incident statements. Complete paperwork to Transportation Administration, Risk 
Mgmt. and Supervisor 

5 Security – will have closest HS security respond, as needed 
6 Supervisor – will ensure all necessary parties are notified and follow up with 

paperwork 
7 Mechanics – Shop will respond, as needed, if the bus is not operable – pictures of 

damaged bus to Coordinator 
8 Drug Testing Vendor – Coordinator will ensure Driver is tested 
9 Administration office to school involved – request they notify parents of the students 

involved 

AFTER-HOUR DISPATCHER (RADIO) 
The After-Hour Dispatcher officially takes over the duties after 5:00 PM.  If the After-
Hour Dispatcher is from the NE, the Valley PM Dispatcher is to make contact with the 
NE Dispatcher by 5:00 PM and communicate the ROUTE bus numbers which are still 
out in the Valley either via email or telephone.  The NE Dispatcher will also need to 
follow these same instructions when the After-Hours Dispatcher comes out of the 
Valley.  This is to ensure the After-Hour Dispatcher can account for ALL buses not listed 
on the Daily Schedule. The After-Hour Dispatcher phone is (915) 478-0087. Dispatcher 
radio rotation will follow in descending order.   Radio will be covered by the next 
dispatcher going down in descending order when a dispatcher cannot cover their radio 
duty responsibilities. When a dispatcher is absent for 7 days or less (short term 
absence), the radio coverage will be assigned to the next dispatcher in descending 
order.  When a dispatcher is absent for 7 days or more (long term absence), 
dispatchers will move up in rotation.  Radio coverage schedule will be adjusted 
accordingly. 

Northeast dispatcher will handle all radio checks from 5:30 A.M to 7:00 A.M. and from 
2:30 P.M. to 3:30 P.M. 
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AM / SATURDAY DISPATCHER 
The AM / Saturday Dispatcher shall hang all of the keys in the drop box and put back 
hang tags from the previous day.  If any keys are missing be sure to note in the daily log 
and notify the Supervisor via email and in person once the Supervisor/Director reports 
to duty.  

BREAKS / 10-7 
All Dispatchers are to ensure there is adequate coverage of the dispatch area at all 
times.  This includes but not limited to, restroom breaks, am/pm breaks, lunch, and/or 
any time you walk away from the radio or telephone.  Valley is to make sure the second 
Dispatcher is available, if not, the Payroll Clerk, MCI Clerk, or other Valley Office 
personnel for coverage.  If no one is available contact the NE Dispatcher and forward 
the telephone.   NE Dispatcher is to contact the NE Coordinator and Valley Dispatcher. 
If the NE Coordinator is not available contact the Valley Dispatcher for coverage and 
forward the main NE telephone number.  Once you return to your work site, please 
contact the person covering that you have returned, un-forward the telephone and 
retrieve any messages you may have.   

CLEARING IN THE PM 
Once the last bus has “cleared” in the evening, the After-Hour Dispatcher on duty shall 
wait 20 minutes before contacting Shop Personnel (when applicable), YISD Security 
and Transportation Supervisor and inform them Transportation is clear for the day.  This 
will allow time for the Driver/Attendant to complete their post trip, turn in keys, clock out, 
and walk to their private vehicle.  

DAILY LOG 
A log shall be kept everyday to record parent calls, 10-7’s, etc. and other important 
information which may be needed by the Coordinators and/or Supervisor.  NE 
Dispatcher shall fax or email their log by 7:30 am the following business days.  

DAILY ROUTE SCHEDULE 
The Northeast Dispatcher will be required to send over via fax or email bus assignment 
(numbers) to the Valley Dispatcher by 10:00 AM daily.  The PM Valley Dispatcher is 
required to send a completed Daily Schedule to the NE Dispatcher by 12:00 PM. 
Please note - once available, the Daily Route Schedule shall be uploaded into the K 
drive into the DAILY SCHEDULE folder for greater access by 12:00 PM by the PM 
Dispatcher.  

DAILY SCHEDULE - COMPLETED 
The PM Dispatcher shall ensure a copy of the completed schedule is in the Monthly 
Route Binder by 10:00 AM the following business day. 

DISPATCH SCHEDULE 
Dispatchers schedule will be based on the department needs.  
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EXTRA RUN SCHEDULE 
All Dispatchers are to review the schedule for the following business day prior to 
clocking out.  Review for any changes and pay special attention to pick up times and 
contact campus and/or Scheduling Clerk for adjustment due to availability of equipment. 

EXTRA RUN TICKETS 
Dispatchers, when necessary, shall assist the Scheduling Clerk with printing and 
distribution of the tickets to Drivers and Attendants. 

KEYS AND GAS CARDS 
All keys and gas cards are to be accounted for every evening by the Valley PM 
dispatcher and NE Dispatcher in their respective work locations.  The Valley Dispatcher 
is to use the appropriate hang tag to account for the keys on extra runs, tutoring, shop, 
etc. Keys shall only be given out to the assigned Driver at their official clock-in time.  
Keys can be placed into the Driver’s mailbox for an Extra Run if a Dispatcher is not on 
duty.  Northeast drivers will access keys by the same means unless otherwise 
determined by the Northeast Coordinator. 

LUNCH  
All staff is expected to take a minimum of 30 minute lunch every work day from the 
hours of 11:00 AM to 2:00 PM.  Any deviation from this directive requires prior approval 
from the Director or his designee. 

NE PROXY SHEETS 
Proxy sheets shall be sent to the Scheduling Clerk via e-mail with a CC to the 
Department Secretary and Supervisor no later than 7:30 AM on Wednesday or the day 
of the bid.  The e-mail should include the number of proxies being sent and the names 
of the employees. Scheduling Clerk is to check her email after 7 am prior to 9 am for 
any NE proxies. If none are sent and no email indicating none. She is to call NE 
Dispatcher or Coordinator to confirm. 

NE RED BOOK 
The NE Dispatcher will submit any NE RED BOOK entries via email to the Scheduling 
Clerk daily by 7:15 AM daily.  If no submittals are made in the Red Book and email 
stated that must still be sent by 7:15 AM daily.  

OUT OF THE OFFICE – EXTENDED TIME 
In the Valley, when you will be away from the Dispatch area for an extended period 
(greater than 10 minutes)  of time  or when leaving for the day, such as out to lunch 
please use the sign out board indication your location and approximate time back in the 
office.  In the NE please advise the NE Coordinator.  If the NE Coordinator is not 
available, please contact the Valley Dispatch or Supervisor and forward the main 
telephone.  When taking extending leave such as vacation please send an email to all 
of the Office staff giving your return date.  Be sure to also use the options on your e-mail 
and forward your office telephone to an appropriate person.  
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PROPANE BUSES 
Are not to be used on Saturday or Sunday unless prior approval has been granted by 
the Director or his/her designee.  

VOICE MAILS 
All staff is to check their voice mail at least twice a day. Once when they arrive at work 
and once again before they leave for the day.  

WEEKLY EXTRA RUN BIDS 
Dispatchers shall assist the Scheduling Clerk with the weekly bidding as needed.  The 
NE Dispatcher shall assist the NE Coordinator with NE bidding as needed. 

COORDINATORS 

All Coordinators shall adhere to all requirements of the Driver/Attendant and the 
following: 

BUS ACCIDENT PROCEDURES 
Shall respond to accidents in their respective areas and cover for other Coordinators as 
needed. Respond to scene, as needed – Complete Accident Report and Incident 
statements. Complete paperwork to Transportation Administration, Risk Mgmt. and 
Supervisor 

DISPATCHER 
When covering for a Dispatcher, when applicable, please adhere to the procedures of 
the Dispatcher. 

EQUIPMENT  
Reallocation of equipment such as buses needs to be approved by the Director 
or his/her designee. 

MEETINGS 
All staff is expected to arrive on time and with any necessary items to participate 
during the meeting.   If you are going to be late, you must notify your immediate 
supervisor.   

OUT OF THE OFFICE 
In the Valley when you will be out of the office for example “in the field”, route 
check, campus, or out to lunch please use the sign out board indication your 
location and approximate time back in the office.  In the NE please be sure to let 
the Dispatcher know.  If the NE Dispatcher is not available please contact the 
Valley Dispatch or Supervisor and forward the main telephone.  When taking an 
extended leave such as vacation please send an email to all of the Office staff giving 
your return date and the name of who will be supervising your staff in your 
absences.  Be sure to also use the options on your email and forward your phone to 
an appropriate person.  
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PONY BAG 
The NE Pony Bag shall be picked up by the NE Coordinator every morning and 
returned in the PM.  If the NE Coordinator is not in the office for an extended period of 
time, provisions will be made by the NE Dispatcher to have a NE Driver stop by the 
Valley to pick up along their route.  Pony Bag is to be picked up and delivered to the 
Billing Clerk. 

PRINCIPAL CONTACT 
Contact shall be made with all respective Principals at least twice per year. 

PROXY BOX - VALLEY 
Shall be picked up every Tuesday at 6:00 PM and placed into the Supervisors Office. 
All Proxy’s shall be checked for required information. Any disqualified Proxy’s shall be 
double checked and confirmed by the Supervisor or his designee. 

RANDOM FIELD CHECKS 
Shall be conducted at least twice per year on all routes 

ROUTE CHECKS 
Shall be conducted for respective routes within 90 days of the start of school and/or 
whenever necessary.  

STUDENT CONDUCT REPORTS 
All student conduct reports shall be reviewed for content and initialed by Coordinator 
prior to submittal to Campus Administration. The report shall be emailed to the campus 
within 24 hours of receipt. 

TRANS-FINDER NON-CODED STUDENTS 
All non-district students shall be entered into the Trans-finder system by the route 
assigning Coordinator. This includes but not limited to students listed under Federal 
Programs, Courteous Riders, and/or Homeless. Information shall include but not limited 
to the students name, address, contact numbers, school attending, and any other 
information which is included on their intake documents 

WEEKLY BIDDING 
Valley Coordinators shall assist with Valley bidding, as needed.  The NE Coordinator 
shall conduct the weekly Extra Run bid and ensure the NE Dispatcher inputs Driver’s 
names into Tyler Munis.  
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OFFICE STAFF RUBRIC 

QUESTION #1 WORKS COOPERATIVELY WITH OTHERS AND SUPPORTS CAMPUS AND
DEPARTMENTAL GOALS

5  No formal written documentation and “Zero (0) notes to file” for the current school 
year for issues related to this essential function; 

4  No formal written documentation for the current school year for issues related to 
this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #2 COMMUNICATES EFFECTIVELY AND ACTS AS A RESOURCE FOR
ADMINISTRATORS, STUDENTS, PARENTS, EMPLOYEES, AND/OR THE GENERAL
PUBLIC, AS APPROPRIATE 

5  No formal written documentation and “Zero (0) notes to file” for the current school 
year for issues related to this essential function; 

4  No formal written documentation for the current school year for issues related to 
this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #3 DEMONSTRATES KNOWDLEGE AND PRACTICE OF CURRENT JOB 
REQUIREMENTS. 

5 No formal written documentation and “Zero (0) notes to file” for the current school 
year for issues related to this essential function. 
No citations in a bus for the current school year 
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No Preventable Accidents on a district vehicle and/or safety related incidents. 
No points on MVR for the current reporting period. 

4 No formal written documentation for the current school year for issues related to 
this essential function.       
One (1) or more notes to file.  
No citations in a bus for the current school year  
No Preventable Accidents on a district vehicle and/or safety related incidents. 
1-3 points on MVR for the current reporting period.

3 One (1) formal written documentation for the current school year for issues 
related to this essential function.   
No citations in a bus for the current school year  
1 Preventable Accident on a district vehicle and/or safety related incidents. 
4-5 points on MVR for the current reporting period.

2 Two (2) or more formal written documentation for the current school year for 
issues related to this essential function. 
One (1) citation for the current school year while driving a bus. 
Two (2) or more recorded preventable accidents on a district vehicle and/or 
safety related incidents within a 12 consecutive month period. 
More than 5 points on MVR for the current reporting period. 

1 An unreported accident in a district vehicle.  
Progressive discipline that generates a suspension/termination. 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #4 FOLLOWS ORAL AND WRITTEN INSTRUCTIONS FROM SUPERVISOR 
5  No formal written documentation and “Zero (0) notes to file” for the current school 

year for issues related to this essential function; 
4  No formal written documentation for the current school year for issues related to 

this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #5 MAINTAINS CONFIDENTIALITY OF INFORMATION 
5  No formal written documentation and “Zero (0) notes to file” for the current school 

year for issues related to this essential function; 
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4  No formal written documentation for the current school year for issues related to 
this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #6 COMPLETES ASSIGNMENTS ACCURATELY AND ON TIME 
5  No formal written documentation and “Zero (0) notes to file” for the current school 

year for issues related to this essential function; 
4  No formal written documentation for the current school year for issues related to 

this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #7 FOLLOWS ATTENDANCE AND PUNCTUALITY RULES
5 0 - 1 ABSENCES 

No formal written documentation and “Zero (0) notes to file” for current school 
year on issues related to this essential function. Example: clock padding, clock-
in/out violations, code 70’s, etc. 

4 1.5 to 5 ABSENCES 
No formal written documentation for current school year on issues related to this 
essential function. Example: clock padding, clock-in/out violations, code 70’s, etc 
One (1) or more notes to file.  

3 5.5 to 7 ABSENCES 
One (1) formal written documentation for current school year on issues related to 
this essential function. Example: clock padding, clock-in/out violations, code 70’s, 
etc 
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2 7.5 to 10 ABSENCES 
More than one formal written documentation for current school year on issues 
related to this essential function. Example: clock padding, clock-in/out violations, 
code 70’s, etc  

1 10.5 or more ABSENCES 
Progressive discipline that generates a suspension/termination in regards to 
issues related to attendance and/or clock padding Example: clock padding, 
clock-in/out violations, code 70’s, etc  
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #8 FOLLOWS DISTRICT POLICIES, PROCEDURES, AND PRACTICES
5 No formal written documentation and “Zero (0) notes to file” for the current school 

year for issues related to this essential function. 
No citations in a bus for the current school year 
No Preventable Accidents on a district vehicle and/or safety related incidents. 
No points on MVR for the current reporting period. 

4 No formal written documentation for the current school year for issues related to 
this essential function.  
No citations in a bus for the current school year  
No Preventable Accidents on a district vehicle and/or safety related incidents. 
1-3 points on MVR for the current reporting period.
One (1) or more notes to file.

3 One (1) formal written documentation for the current school year for issues 
related to this essential function.   
No citations in a bus for the current school year  
1 Preventable Accident on a district vehicle and/or safety related incidents. 
4-5 points on MVR for the current reporting period.

2 Two (2) or more formal written documentation for the current school year for 
issues related to this essential function. 
One (1) citation for the current school year while driving a bus. 
Two (2) or more recorded preventable accidents on a district vehicle and/or 
safety related incidents within a 12 consecutive month period. 
More than 5 points on MVR for the current reporting period. 

1 An unreported accident in a district vehicle.  
Progressive discipline that generates a suspension/termination. 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #9 TAKES INITIATIVE TO ADDRESS AND SOLVE PROBLEMS EFFECTIVELY
5  No formal written documentation and “Zero (0) notes to file” for the current school 

year for issues related to this essential function; 
4  No formal written documentation for the current school year for issues related to 

this essential function.       
One (1) or more notes to file.  
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3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #10 DRESSES APPROPRIATELY FOR ASSIGNED WORK ENVIRONMENT 
5  No formal written documentation and “Zero (0) notes to file” for the current school 

year for issues related to this essential function; 
4  No formal written documentation for the current school year for issues related to 

this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #11 PARTICIPATES IN MEETINGS, TRAINING, AND SPECIAL EVENTS AS ASSIGNED 
5  No formal written documentation and “Zero (0) notes to file” for the current school 

year for issues related to this essential function; 
4  No formal written documentation for the current school year for issues related to 

this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #12 STAYS CURRENT IN THE USE OF SOFTWARE PROGRAMS 
5  No formal written documentation and “Zero (0) notes to file” for the current school 

year for issues related to this essential function; 
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4  No formal written documentation for the current school year for issues related to 
this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #13 COMPILES INFORMATION OR DATA AND PRODUCES APPROPRIATE REPORTS
5  No formal written documentation and “Zero (0) notes to file” for the current school 

year for issues related to this essential function; 
4  No formal written documentation for the current school year for issues related to 

this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

DRIVER RUBRIC 

QUESTION #1 TRANSPORTS STUDENTS TO AND FROM THEIR REQUIRED DESTINATIONS IN A
SAFE AND COURTEOUS MANNER WHILE FOLLOWING ASSIGNED ROUTES AND 
ADHERING TO ESTABLISHED POLICIES, PROCEDURES, AND GUIDELINES..  

5 No formal written documentation and “Zero (0) notes to file” for the current school 
year for issues related to this essential function. 
No citations in a bus for the current school year 
No Preventable Accidents on a district vehicle and/or safety related incidents. 
No points on MVR for the current reporting period. 

4 No formal written documentation for the current school year for issues related to 
this essential function.  
No citations in a bus for the current school year  
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No Preventable Accidents on a district vehicle and/or safety related incidents. 
1-3 points on MVR for the current reporting period.
One (1) or more notes to file.

3 One (1) formal written documentation for the current school year for issues 
related to this essential function.   
No citations in a bus for the current school year  
1 Preventable Accident on a district vehicle and/or safety related incidents. 
4-5 points on MVR for the current reporting period.

2 Two (2) or more formal written documentation for the current school year for 
issues related to this essential function. 
One (1) citation for the current school year while driving a bus. 
Two (2) or more recorded preventable accidents on a district vehicle and/or 
safety related incidents within a 12 consecutive month period. 
More than 5 points on MVR for the current reporting period. 

1 An unreported accident in a district vehicle.  
Progressive discipline that generates a suspension/termination. 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #2 INSPECTS BUS FOR SAFETY OR MECHANICAL PROBLEMS PRIOR TO EACH TRIP.
CHECKS THAT ALL WINDOWS AND DOORS ARE SECURED LOCKED AND THE
ENGINE, RADIO AND LIGHTS ARE TURNED OFF. FIRST AID KIT, BLOOD-BORNE
PATHOGEN KIT AND FIRE EXTINGUISHER TO ENSURE COMPLETENESS CURRENT 
AND READY FOR OPERATION. 

5  No formal written documentation and “Zero (0) notes to file” for the current school 
year for issues related to this essential function; 

4  No formal written documentation for the current school year for issues related to 
this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #3 KEEPS ASSIGNED BUS CLEAN AND FUELED.
5  No formal written documentation and “Zero (0) notes to file” for the current school 

year for issues related to this essential function; 
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4  No formal written documentation for the current school year for issues related to 
this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #4  ASSISTS STUDENTS WITH ALL BOARDING AND EXITING THE BUS AS NEEDED,
SUPERVISES STUDENTS WHILE THEY BOARD/EXIT AND CROSS THE STREET.

5  No formal written documentation and “Zero (0) notes to file” for the current school 
year for issues related to this essential function; 

4  No formal written documentation for the current school year for issues related to 
this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #5 ATTENDS AND COMPLETES ALL REQUIRED TRAINING PROGRAMS TO INCLUDE
CARDIOPULMONARY RESUSCITATION (CPR), FIRST AID, AND STATE CERTIFICATION COURSE(S)
CLASSES TO MAINTAIN SAFETY CERTIFICATIONS.  
5  No formal written documentation and “Zero (0) notes to file” for the current school 

year for issues related to this essential function; 
4  No formal written documentation for the current school year for issues related to 

this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
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Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #6 COMPLETES REQUIRED FORMS AND REPORTS ON A DAILY BASIS
5  No formal written documentation and “Zero (0) notes to file” for the current school 

year for issues related to this essential function; 
4  No formal written documentation for the current school year for issues related to 

this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #7 COMPLETES OBSERVES AND FOLLOWS ALL TRAFFIC LAWS AND SAFETY
REGULATIONS. REPORTS ALL ACCIDENTS, VEHICLE DAMAGE, STUDENT
INJURIES AND MECHANICAL FAILURES IN ACCORDANCE WITH DEPARTMENT’S
STANDARD OPERATION PROCEDURES  

5 No formal written documentation and “Zer (0) notes to file” for the current school 
year for issues related to this essential function. 
No citations in a bus for the current school year 
No Preventable Accidents on a district vehicle and/or safety related incidents. 
No points on MVR for the current reporting period. 

4 No formal written documentation for the current school year for issues related to 
this essential function.  
No citations in a bus for the current school year  
No Preventable Accidents on a district vehicle and/or safety related incidents. 
1-3 points on MVR for the current reporting period.
One (1) or more notes to file.

3 One (1) formal written documentation for the current school year for issues 
related to this essential function.   
No citations in a bus for the current school year  
1 Preventable Accident on a district vehicle and/or safety related incidents. 
4-5 points on MVR for the current reporting period.

2 Two (2) or more formal written documentation for the current school year for 
issues related to this essential function. 
One (1) citation for the current school year while driving a bus. 
Two (2) or more recorded preventable accidents on a district vehicle and/or 
safety related incidents within a 12 consecutive month period. 
More than 5 points on MVR for the current reporting period. 
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1 An unreported accident in a district vehicle.  
Progressive discipline that generates a suspension/termination. 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #8 FOLLOWS DISTRICT’S SAFETY PROCEDURES AND TECHNIQUES TO PERFORM
JOB DUTIES WHILE SUPPORTING DISTRICT/DEPARTMENT POLICIES,
PROCEDURES, AND GOALS.  

5 No formal written documentation and “Zero (0) notes to file” for the current school 
year for issues related to this essential function. 
No citations in a bus for the current school year 
No Preventable Accidents on a district vehicle and/or safety related incidents. 
No points on MVR for the current reporting period. 

4 No formal written documentation for the current school year for issues related to 
this essential function.  
No citations in a bus for the current school year  
No Preventable Accidents on a district vehicle and/or safety related incidents. 
1-3 points on MVR for the current reporting period.
One (1) or more notes to file.

3 One (1) formal written documentation for the current school year for issues 
related to this essential function.   
No citations in a bus for the current school year  
1 Preventable Accident on a district vehicle and/or safety related incidents. 
4-5 points on MVR for the current reporting period.

2 Two (2) or more formal written documentation for the current school year for 
issues related to this essential function. 
One (1) citation for the current school year while driving a bus. 
Two (2) or more recorded preventable accidents on a district vehicle and/or 
safety related incidents within a 12 consecutive month period. 
More than 5 points on MVR for the current reporting period. 

1 An unreported accident in a district vehicle.  
Progressive discipline that generates a suspension/termination. 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #9 INSPECTS FIRST AID KIT, BLOOD-BORNE PATHOGENS KIT AND FIRE
EXTINGUISHER TO ENSURE COMPLETENESS, CURRENT, AND READY FOR
OPERATION.  

5  No formal written documentation and “notes to file” for the current school year for 
issues related to this essential function; 

4  No formal written documentation for the current school year for issues related to 
this essential function.       

3  No formal written documentation for the current school year for issues related to 
this essential function. 
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2  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

1 More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #10 INSPECTS THE BUS AFTER EACH TRIP TO ENSURE THAT ALL PASSENGERS
HAVE EXITED THE BUS.

5  No formal written documentation and “Zero (0) notes to file” for the current school 
year for issues related to this essential function; 

4  No formal written documentation for the current school year for issues related to 
this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #11 OPERATES TWO-WAY RADIO EQUIPMENT ON OFFICIAL BUSINESS TO
COMMUNICATE WITH TRANSPORTATION.  
5  No formal written documentation and “Zero (0) notes to file” for the current school 

year for issues related to this essential function; 
4  No formal written documentation for the current school year for issues related to 

this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #12 MAINTAIN ORDER AND SAFETY AMONG THE STUDENTS ON THE BUS IN
COORDINATION WITH THE BUS ATTENDANT, AS ASSIGNED.  INSTRUCTS
STUDENTS ON SAFE RIDING, 10-POINT “RIDING PRIVILEGE”, RULES,
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REGULATIONS AND EXPECTATIONS POSTED IN THE BUS.  REPORTS STUDENT
DISCIPLINE PROBLEMS TO THE APPROPRIATE ADMINISTRATORS.  

5  

4  

3  

2  

1 

No formal written documentation and “Zero (0) notes to file” for the current 
school year for issues related to this essential function; 
No formal written documentation for the current school year for issues related to 
this essential function.       
One (1) or more notes to file.  
One (1) formal written documentation for the current school year for issues 
related to this essential function. 
More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 
More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the 
department. 

QUESTION #13 ATTENDANCE AT THE WORK SITE IS ACCEPTABLE TO MEET ESSENTIAL
FUNCTIONS OF THE JOB. WORKS IRREGULAR HOURS AND ADDITIONAL RUNS
AS NEEDED.  

5 

4 

3 

2 

0 - 1 ABSENCES 
No formal written documentation and “Zero (0) notes to file” for the current 
school year for issues related to this essential function Example: clock padding, 
clock-in/out violations, code 70’s, Tardiness etc  
1.5 to 5 ABSENCES 
No formal written documentation for the current school year for issues related to 
to this essential function Example: clock padding, clock-in/out violations, code 
70’s, Tardiness etc      
One (1) or more notes to file.  
5.5 to 7 ABSENCES 
One (1) formal written documentation for the current school year for issues 
related to this essential function Example: clock padding, clock-in/out violations, 
code 70’s, Tardiness etc 
7.5 to 10 ABSENCES with proper documentation 
More than one (1) formal written documentation for the current school year for 
issues related to this essential function Example: clock padding, clock-in/out 
violations, code 70’s, Tardiness etc 

1 More than 10 ABSENCES without proper documentation 
More than two (2) formal written documentation for the current school year 

for issues related to this essential function. 
Progressive discipline that generates a suspension/termination 
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QUESTION #14 PARTICIPATES IN PROFESSIONAL DEVELOPMENT ACTIVITIES AS REQUIRED BY
THE DISTRICT. 

5  No formal written documentation and “Zero (0) notes to file” for the current school 
year for issues related to this essential function; 

4  No formal written documentation for the current school year for issues related to 
this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #15 MAINTAINS A PROFESSIONAL CODE OF ETHICS AND PERFORMS OTHER DUTIES
AS ASSIGNED.

5  No formal written documentation and “Zero (0) notes to file” for the current school 
year for issues related to this essential function; 

4  No formal written documentation for the current school year for issues related to 
this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function.  

Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 
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 ATTENDANT RUBRIC 

QUESTION #1 PERFORMS ALL DUTIES AND RESPONSIBILITIES IN A MANNER THAT ENSURES
THE SAFETY OF STUDENTS. REPORTS ACCIDENTS AND STUDENT INJURIES TO
THE BUS DRIVER AND APPROPRIATE ADMINISTRATORS  

5 No formal written documentation and “Zero (0) notes to file” for the current school 
year for issues related to this essential function. 
No Preventable Accidents on a district vehicle and/or safety related incidents. 

4 No formal written documentation for the current school year for issues related to 
this essential function.  
No Preventable Accidents on a district vehicle and/or safety related incidents. 
One (1) or more notes to file.  

3 One (1) formal written documentation for the current school year for issues 
related to this essential function.   
1 Preventable Accident on a district vehicle and/or safety related incidents. 

2 Two (2) or more formal written documentation for the for the current school year 
for issues related to this essential function. 
Two (2) or more recorded preventable accidents on a district vehicle and/or 
safety related incidents for the current school year 

1 An unreported accident in a district vehicle.  
Progressive discipline that generates a suspension/termination. 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #2 CHECKS INSIDE OF BUS FOR SAFETY AND MECHANICAL PROBLEMS PRIOR TO
EACH TRIP TO INCLUDE WINDOWS AND DOORS ARE SECURELY LOCKED.

5  No formal written documentation and “Zero (0) notes to file” for the current school 
year for issues related to this essential function; 

4  No formal written documentation for the current school year for issues related to 
this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 
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QUESTION #3 LOADS AND UNLOADS STUDENTS ACCORDING TO INDIVIDUAL NEEDS AND
MAKES FREQUENT CHECKS FOR SAFE AND ORDERLY TRANSPORTATION OF PASSENGERS   
5  No formal written documentation and “Zero (0) notes to file” for the current school 

year for issues related to this essential function; 
4  No formal written documentation for the current school year for issues related to 

this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #4 ASSIGNS SEATING OF STUDENTS AND SECURES STUDENTS WITH SEAT BELTS
AND/OR SAFETY VESTS WHEN REQUIRED WHILE ENSURING THAT
WHEELCHAIRS ARE SECURED PROPERLY   

5  No formal written documentation and “Zero (0) notes to file” for the current school 
year for issues related to this essential function; 

4  No formal written documentation for the current school year for issues related to 
this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #5 ATTENDANT ENSURES THAT ALL PERSONAL PROPERTY ARE IN
BACKPACKS/SCHOOL BAGS WHEN STUDENTS ARE DELIVERED TO A SCHOOL RETURNS LOST
ITEMS TO SCHOOL, STUDENTS, AND/OR PARENTS  
5  No formal written documentation and “Zero (0) notes to file” for the current school 

year for issues related to this essential function; 
4  No formal written documentation for the current school year for issues related to 

this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 
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2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #6 ENSURES THAT CHILDREN ARE RELEASED TO AUTHORIZED INDIVIDUAL(S)
5  No formal written documentation and “Zero (0) notes to file” for the current school 

year for issues related to this essential function; 
4  No formal written documentation for the current school year for issues related to 

this essential function.       
One (1) or more notes to file.  

3  No formal written documentation for the current school year for issues related to 
this essential function. 

2  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

1 More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #7 MAINTAIN ORDER AND SAFETY AMONG THE STUDENTS ON THE BUS IN
COORDINATION WITH THE BUS DRIVER, AS ASSIGNED.  INSTRUCTS STUDENTS ON SAFE RIDING,
10-POINT “RIDING PRIVILEGE”, RULES, REGULATIONS AND EXPECTATIONS POSTED IN THE BUS.
REPORTS STUDENT DISCIPLINE PROBLEMS TO THE APPROPRIATE ADMINISTRATORS
5  No formal written documentation and “Zero (0) notes to file” for the current school 

year for issues related to this essential function; 
4  No formal written documentation for the current school year for issues related to 

this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #8 FOLLOWS DISTRICT’S SAFETY PROCEDURES AND TECHNIQUES TO PERFORM
JOB DUTIES INCLUDING LIFTING AND ASSISTING STUDENTS WHILE SUPPORTING 
DISTRICT/DEPARTMENT POLICIES, PROCEDURES, AND GOALS.  
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5  No formal written documentation and “Zero (0) notes to file” for the current school 
year for issues related to this essential function; 

4  No formal written documentation for the current school year for issues related to 
this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department 

QUESTION #9 INSPECTS THE BUS AFTER EACH TRIP AND ENSURES THAT ALL PASSENGERS
HAVE EXITED THE BUS 

5  No formal written documentation and “notes to file” for the current school year for 
issues related to this essential function; 

4  No formal written documentation for the current school year for issues related to 
this essential function.                                                                                         .  

3  No formal written documentation for the current school year for issues related to 
this essential function. 

2  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

1 More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #10 INSPECTS THE BUS AFTER EACH TRIP AND ENSURES THAT ALL PASSENGERS
HAVE EXITED THE BUS 

5  No formal written documentation and “notes to file” for the current school year for 
issues related to this essential function; 

4  No formal written documentation for the current school year for issues related to 
this essential function.                                                                                         .  

3  No formal written documentation for the current school year for issues related to 
this essential function. 

2  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

1 More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 
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Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #11 MAINTAINS ACCURATE TIME CHECKS AND STUDENT COUNTS AS REQUIRED
FOR ROUTE DESCRIPTIONS 

5  No formal written documentation and “Zero (0) notes to file” for the current school 
year for issues related to this essential function; 

4  No formal written documentation for the current school year for issues related to 
this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #12 FOLLOW EMERGENCY PROCEDURES AND ASSISTS WITH THE EVACUATION OF
STUDENTS IN EMERGENCY SITUATIONS 

5  No formal written documentation and “Zero (0) notes to file” for the current school 
year for issues related to this essential function; 

4  No formal written documentation for the current school year for issues related to 
this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #13 COMPLETES REQUIRED FORMS AND REPORTS AS NEEDED

5  No formal written documentation and “Zero (0) notes to file” for the current school 
year for issues related to this essential function; 
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4  No formal written documentation for the current school year for issues related to 
this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department 

QUESTION #14 ATTENDANCE AT THE WORK SITE IS ACCEPTABLE TO MEET ESSENTIAL
FUNCTIONS OF THE JOB

5 0 - 1 ABSENCES 
No formal written documentation and “Zero (0) notes to file” for the current school 
year for issues related to this essential function Example: clock padding, clock-
in/out violations, code 70’s, Tardiness etc  

4 1.5 to 5 ABSENCES 
No formal written documentation for current school year for issues related to to 
this essential function Example: clock padding, clock-in/out violations, code 70’s, 
Tardiness etc        
One (1) or more notes to file.  

3 5.5 to 7 ABSENCES 
One (1) formal written documentation for the current school year for issues 
related to this essential function Example: clock padding, clock-in/out violations, 
code 70’s, Tardiness etc 

2 7.5 to 10 ABSENCES with proper documentation 
More than one (1) formal written documentation for the current school year for 
issues related to this essential function Example: clock padding, clock-in/out 
violations, code 70’s, Tardiness etc 

1 More than 10 ABSENCES without proper documentation      
More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #15 PARTICIPATES IN PROFESSIONAL DEVELOPMENT ACTIVITIES AS REQUIRED BY
THE DISTRICT  
5  No formal written documentation and “Zero (0) notes to file” for the current school 

year for issues related to this essential function; 
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4  No formal written documentation for the current school year for issues related to 
this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 

QUESTION #16 MAINTAINS A PROFESSIONAL CODE OF ETHICS AND PERFORMS OTHER DUTIES
AS ASSIGNED 

5  No formal written documentation and “Zero (0) notes to file” for the current school 
year for issues related to this essential function; 

4  No formal written documentation for the current school year for issues related to 
this essential function.       
One (1) or more notes to file.  

3  One (1) formal written documentation for the current school year for issues 
related to this essential function. 

2  More than one (1) formal written documentation for the current school year for 
issues related to this essential function. 

1 More than two (2) formal written documentation for the current school year for 
issues related to this essential function. 
Progressive discipline that generates a suspension/termination or 
Continuous behavior that interferes with the efficient operation of the department. 
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DEFINITIONS

1) DAYS:  As used herein shall, except where otherwise indicated, mean scheduled
work days and scheduled work hours.

2) EXCUSED ABSENCES:  Absence from scheduled periods of work, scheduled
meetings, or scheduled workshops.  In accordance to YISD Policy.

3) EXTRA RUN/ADDITIONAL DUTIES – Are other duties outside of regular route to
include but not limited to MCI program, bus wash, mid-day rotation, etc
(Transporting students for other activities outside of home to school and school to
home routes.)

4) LATE ENTRY – Extra Runs/Additional Duty received by the Scheduling Clerk after
the Wednesday bid is completed for either that week of the following week until the
next bid.

5) TURN IN:  An extra run/additional Duty assignment that an employee will be unable
to complete.  Once an employee accepts the Extra Run/Additional Duty, and the
employee cannot fulfill the duty, it will become a “Turn-In”.  It also applies to
assignments bid on by Attendants, (i.e., bus wash).

6) NCI – Non-Violent Crisis Intervention

7) NO SHOW: Failure to report to duty within the allotted time frame without proper
notification. (See page 38).

8) OVER LAPPING/WITHIN AN HOUR EXTRA RUNS/ADDITIONAL DUTIES – Extra
Runs/Additional Duty which have a punch in time within one hour of each other.

9) RED BOOK – A notebook located outside of the Scheduling Clerk office used to
assign late and unassigned Extra Runs/Additional Duties for the same week of
duty.

10) PROXY – A form giving authority for personnel to bid on behalf of employee.

11) UNAUTHORIZED STOP- Stops that have not been pre-approved by
Coordinator/Supervisor.

12) ROUTE- Transportation services provided “Home to School” / “School to Home”.
Consists of door to door service and/or stops within neighborhoods.

13) Cancellation- Any Transportation Duty that is no longer needed based on District’s
needs.
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TRANSPORTATION DEPARTMENT 
STANDARD OPERATING PROCEDURE (SOP) #1 

Subject: APPROVED DRESS CODE AND FOOTWEAR  

Definition:  Clothing and footwear worn while performing Bus Driver/Attendant duties.  

Procedures: In an attempt to ensure professional dress and attire are followed, this 
procedure is in effect as soon as the employee reaches school district property, i.e. 
parking lot, portable building, any office area, etc.  

In the event of questionable clothing or footwear, the Coordinators and Supervisor will 
have the final decision on defining what is appropriate.  

EMPLOYEES WHO ARE NOT COMPLIANT MAY NOT BE ALLOWED TO WORK 
THAT SHIFT AND MAY BE CODED WITH AN UNEXCUSED ABSENCE OR TARDY 
AND MAY BE SUBJECT TO DISCIPLINARY ACTION.   

Knowing that good taste will ultimately guide your dress decisions please be aware of 
the following guidelines. 

Approved Clothing 
Gentlemen 

• Long or short sleeve shirts, polo style shirts.
• Casual pants such as Dockers or Dickies
• Blue jeans are allowed WITH department issued logo shirts, your privately 

purchased shirts which has a YISD logo from previous years, or a collar 
pullover and or button down shirt.

• Jerseys are only permitted on Fridays; sleeveless jersey (basketball) can be 
worn with a shirt underneath and are only permitted on Fridays.

The following is NOT ALLOWED: 
• NO shorts, NO t-shirts or tank tops, NO sports jerseys
• NO Active wear
• NO tie required
• NO torn or faded jeans.
• NO Bull Rings
• NO Gauges
• Tattoos must be covered

Ladies 
• Casual dress
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• Pants/trousers, cotton slacks
• Tailored crop length pants, Capri pants or Skirts (all below the knees)
• Blue jeans are allowed WITH department issued logo shirts, your privately 

purchased shirts which has a YISD logo from previous years, a collar 
pullover, a button down shirt, and or an approved blouse.

• Sleeveless tops are allowed as long as the strap covers the top of your 
shoulder.

• Jerseys are only permitted on Fridays; sleeveless jerseys (basketball) can  be 
worn with a shirt underneath and are only permitted on Fridays.

The following is NOT ALLOWED: 
• NO shorts/NO leggings/ No torn or faded jeans.
• NO T-shirts, tank tops, spaghetti straps, halter tops or tube tops
• NO Active wear
• NO Bull Rings
• NO Gauges
• Tattoos must be covered

Approved Footwear 
• Footwear must be in good repair for “safety purposes” it must cover the ENTIRE

foot (front, sides and back).  Rubber soled tennis shoes are highly
recommended.

• Sandals or Moccasins of any type, color, or material are NOT authorized.
• Platform shoes, high heeled shoes (TWO INCHES or more), flip-flops and open

toe shoes are NOT authorized.
• Shoes with narrow or tapered heels are not authorized.

Bus Wash must follow dress code with exception of t-shirts and sweat pants ONLY 
during bus wash duties.  
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ATTACHMENTS
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YSLETA INDEPENDENT SCHOOL DISTRICT
Transportation Department 

PROXY SHEET Place Sheet by 6:00 PM inside Proxy Box located near the Dispatch Office 
(For Dispatch Use ONLY:  Midday Start Time ______________) 

For Payroll use only:  punch in time __________   punch out time _________       Employee Present at bid (  Y   /   N  ) 
 

COMPLETED FORM MUST BE SUBMITTED BY TUESDAY—PRIOR TO BID DAY AT 6:00 P.M. 

I _________________________________________________________ will not be able to participate with Wednesday bid due to (check one item below):  

 JURY DUTY (C-60)                                   AM / MID / PM ROUTE         MIDDAY RESPONSE #          Code 10 w/Documentation 

Extra Duty  #___________________             CONTINUING EDUCATION          MCI DUTY   #_________________           CODE 40       WORKMANS COMP     

(Note: If an MCI trip results in hours over the cap, all extra runs need to be turned in immediately from the time you were informed of the MCI trip) 

Available hours for next week: I want trips (must write the number 1, 2, or 3) 

Please indicate the 10 trip selection or the days and time of the week at the bottom: Do not just write the trip numbers- 

Small description 

Description  / Activity Work Order # 
Trip Date     

(Ex. 1/3/11) 

Number of Hours 

for this extra run  

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 
I understand that If all of the above 10 selections are taken; I give my total authority for administration to assign me any extra-run(s) for the following days (Place a check to 
the day(s) you want to bid on) based on ANY of the checked dates.  I understand that I might get an extra run which conflicts with my regular route and I will have to take the 

extra run that was assigned with my proxy sheet by administration.  If I can’t do the extra-run, I will have to do a turn in to my coordinator.   (NOTE: Extra-runs which are 

selected for you from the options below will be selected as either first available or whatever is available at the time the extra-run was selected for you)

I understand that it is my professional responsibility to check with the board next to the clock by Wednesday at 3 p.m. to know what I received with my proxy sheet.  I 

also know that if I have returned to the Service Center, I need to clock out and do my own bidding ending the use of this proxy sheet. 

 Saturday    Sunday    Monday    Tuesday    Wednesday    Thursday    Friday    NONE    Tournament

Daytime   (4am to 10 am)    Midday (10:01am to 2:45 pm)    Evening (2:46pm to 12 pm)    ANYTIME 

Ysleta Independent School District 

MY 
SENIORITY 

NUMBER 

     
   Signature                                                                             CLOCK TIME STAMP 

Proxy Sheets WILL NOT be valid unless all items with a star are filled in and the sheet is signed & date/time stamped. 

Driver   
Attendant 
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Transportation Department 
Route Check Form 

Route Check Form 

_______ Driver / Attendant         _______ Route Observation   ______Remedial Training 
Employee Name ______________________________     Lic.# ______________ 
Coordinator _______________________________________         Date       ___________________  

Observed Good Fair Needs 
Improvement 

Credentials (CDL, Region 19, Physical) 
Pre-trip Inspection 
Acceleration (smooth takeoff) 
Braking (smoothness) 
Mirrors (8-10 second) 

  Before and during turns 
  During backing 

Right / Left Turns:  Signal 
  Speed 
  Lane 
  Mirrors – Tail-swing 

RR Crossings (hazards – 15 ft lane) 
Speed:   Residential 

 Freeway 
 School Zones 

Lane position 
Proper lane for driving 
Backing (procedure / unnecessarily) 
Following distance 
Passing (signals, clearance, speed) 
Being passed (procedure) 
Yielding right of way 
Use of horn (courtesy - not for stops) 
Hand position 
Turn around (cul-de-sac) 
Parking (clearance - mirrors) 
Drives defensively 
Slows for hazards 
Seat belt 
Stop Signs 
Intersections 



96 

NOTES: 

PAGE 2 Observed Good Fair Needs 
Improvement 

ROUTE 
Arrives at park and bus stops on time 
Follows route as assigned 
Students seated before continuing 
Students remain seated until stopped 
Proper loading / unloading 
  Procedures 
Checks mirrors before, during, after 
  loading / unloading 

Bus Evacuation Procedure 
Proper completion of reports 
  and paperwork 
Post-trip Inspection 

EMPLOYEE IMAGE 
General attitude 
Appropriate dress (hygiene) 

DISCIPLINE 
Relationship with students 
General discipline procedures 
Discipline record 
Cleanliness of bus 
Attitude with school / parents 

COMMENTS:  

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________ 

Coordinator’s  Signature  ________________________            Date ____________________  

Employee’s Signature  __________________________             Date ___________________ 
Employee Comments:  ________________________________________________________  
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SPECIAL EDUCATION TERMS AND DEFINITIONS
SSB - ABC - Alternative Behavior Class – A very restrictive placement 
for students that have the most severe behavior problems that require a 
more restrictive placement than regular education and resource/cmc. 

• .. SSB - BIC – Behavior Improvement Class – A behavior class for eligible
students who have serious behavior problems that require a more
restrictive placement than regular education and resource/cmc. 

• .. SSC - SCC – Structured Communication Class – A self-contained
setting designed to serve the needs of student with severe developmental
and communications delays, lack of social interactions and behavioral 
concerns 

• .. SSALT-1 - ALSC – Assisted Living Skills Class – For student with
profound disabilities the curriculum is primarily focused on developmental
skills 

• .. SSALT-2 - DSC – Developmental Skills Class – A self-contained
placement for students with severe disabilities.  The curriculum is primarily
developmental focusing on self-help skills with functional academics. 

• .. SSALT-3 - ISC – Instructional Skills Class – A placement for students
with moderate disabilities.  The curriculum includes academics and
developmental skills. 

• .. PPCD (PPCD I / PPCD II / Presch Collab / PreK Collab / K Collab) –
Preschool Program for Children with Disabilities – A placement for
preschool children with disabilities.  The program works in conjunction with 
Region 19, Child Find and Early Childhood Intervention Services.  The 
curriculum addresses language self- help, gross motor and cognitive 
areas of development.  Related services are provide as stipulated by the 
IEP 

• .. RES – Resources – A placement for students with mild to moderate
disabilities.  Students in this program often can be places in some regular
classes with modifications/accommodations. 

• .. SF – A placement for students needing Special Facilitation Services.
Students may have seizures or a type of medical condition requiring
special services. 

• .. Transition – A job site placement in the community or within the school
system where students gain employability skills under the direct
supervision of a job coach. 

• .. INC – Inclusion – Regular education students with ambulatory or medical
conditions.

• .. 504 – Students identified by Campus Administrators as requiring
modification to their educational needs.

• .. Fed Prog – Displaced students routed through the Federal & State
program to their home campus

• .. CS – Courtesy riders – students allowed to ride the bus with their special
needs siblings, permission must be granted through the department.
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RADIO TEN CODES 

10-0 – Caution
10-1 – Unable to Copy
10-2 – Good Signal
10-3 – Stop Transmitting
10-4 – Message Acknowledge
10-5 – Relay (to/from)
10-6 – Busy unless Urgent
10-7 – Out of Service
10-8 – In Service
10-9 – Repeat Message
10-10 – Fight in Progress
10-12 – Stand- By
10-13 – Weather/road Information
10-19 – Return to
10-20 – Location
10-21 – Call by Telephone
10-22 – Disregard last call
10-23 – Arrived at Location
10-24 – Assignment Completed
10-25 – Report/Meet at
10-30 – Unnecessary use of
Radio

10-32 – Subject with weapon
10-33 – Emergencies at …
10-36 – Correct Time
10-43 – Information
10-44 – Permission to leave for …
10-49 – Traffic lights out at …
10-50 – Traffic Accident at …
10-51 – Wrecker needed at …
10-52 – Ambulance needed at …
10-53 – Road block at …
10-62 – Reply to Message…
10-63 – Written Report
10-69 – Message Received
10-74 – Negative
10-76 – In route to …
10-77 – ETA (Est. Time of Arrival)
10-78 – Need Assistance at …
10-85 – Delay due to …
10-89 – Bomb threat at …
10-92 – Improperly parked
vehicles at …
10-93 – Traffic Jam at …
10-101 – Out to eat at …
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YSLETA ISD TRANSPORT REPORT 

    School/Program 
___________________________________________________________ 

Bus 
No.______________ 

MONTH___________20___ ROUTE NO.__________ Year  20____-  20_____ 

D
ATE 

DAILY LOAD COUNT 
AM AM TOTAL MIDDAY MID TOTAL PM PM 

TOTAL 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15 

16 

    
HIGHEST MONTHLY COUNT: 

AM: ______ 
  

ODOMETER READING: 
MID: ______ ENDING: _______________________ 

 
PM: ______ 

     ***COORDINATOR ONLY    ↑ ***  BEGINNING: _______________________ 

_____________________________ TOTAL: _______________________ 
DRIVER'S NAME (PRINT) 
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1.Please keep your hands, head, and feet to yourself and inside the bus 
at all times.

a. Por favor mantenga sus manos, cabeza, y pies dentro del autobús.
2.Please be courteous & respectful to each other. No use of profanity. 

ZERO TOLERANCE ON BULLYING.
a. Por favor sea cortes Y respetuoso entre sí. Se prohíbe el uso de malas palabras. 

Cero tolerancia sobre la intimidación. .
3.No eating, drinking, smoking, or E-cigarettes in the bus.

a. No comer, beber, fumar o los cigarrillos electrónicos dentro del autobús.
4.Keep the bus clean and dispose of your trash correctly.

a. Mantenga limpio el autobús Y desechar la basura correctamente.
5.Please obey Driver or Attendant at all times.

a. Por favor obedezca al chofer y asistente siempre.
6.Violence is strictly prohibited at all times.

a. La violencia esta estrictamente prohibida en todo momento.
7.Bus driver/Attendant are authorized to assign seats.

a. El chofer y asistente tienen la autoridad de asignar los asientos.
8. For your safety, please remain seated at all times.

a. Para su seguridad, por favor permanezcan sentados en todo momento.
9.Please do not destroy seats and windows, or vandalize the bus.

a. Por favor de no destruir los asientos y las ventanas. Vandalismo el el camión no 
esta permitido.

10.Please keep the noise level low and do not distract the Driver.
a. Por favor mantenga el ruido bajo y no distraiga al chofer.

11.  Students will not have any inappropriate physical and verbal contact 
with each other.

a. Los estudiantes no tendrán ningun contacto físico inapropiado entre sí.
12.Students may use their cell phone (electronic devices) as long as it is 

not a distraction for the Driver or other riders.
a. Los estudiantes pueden usar su teléfono celular (aparatos eletronicos)  siempre Y 

cuando no es un distraccion para el chofer o el resto de los pasajeros.
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What is Coaching for Excellence? 

• Coaching for Excellence is a strategic process designed to help employees positively
change their behavior or performance in order to meet the expectations and standards of
working at the Ysleta Independent School District.

• Through the use of encouragement, counseling, direction, and documentation, this
progressive process provides the district with a uniform model to address employee
conduct.

• Progressive documentation affords the employee the opportunity to improve performance
and behavioral deficiencies.

• The uniformity provided through the Coaching for Excellence approach allows sub-
standard employee conduct to be remedied, which will lead to a reduction in employee
turnover.

• However, Coaching for Excellence is NOT to be used as a method to intimidate
employees.

Who benefits from the Coaching for Excellence approach? 
• Coaching for Excellence is a methodology that can be utilized with nearly all district

employees. However, certain guidelines define the documentation required for employees
on a Chapter 21 contract. As such, the attached progressive documents are only
applicable to district employees who fall under the “at will” category.
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What are the basic principles of Coaching for Excellence? 

• Maintain productive relationships
An employee’s best performance is evident in situations where co-workers support one
another’s efforts. This does not mean you need to foster personal friendships with
everyone in your work environment. However, workplace interactions will likely remain
more positive if your approach is supportive, professional, and builds up your colleagues’
confidence and abilities. Sharing information, acknowledging problems, and addressing
conflicts at an early stage enables you the opportunity to create strong, trusting workplace
relationships that are based on mutual respect.

• Place emphasis on the situation, issue, or behavior – NOT the person
Placing blame on individuals involved will not resolve the issue at hand. Focusing on the
situation, issue, or behavior will help you remain objective when facing employment-
related challenges. You will have the ability to solve problems more effectively, make
appropriate unbiased decisions, and maintain productive relationships with co-workers
when addressing work-related issues with an open mind.

• Preserve the confidence and esteem of others
When employees feel free to professionally express their philosophies without fear of
criticism or ridicule, they are more likely to take risks and increase their capabilities.
Demonstrating respect for one another and recognizing the contributions of colleagues
gives employees the confidence they need to take risks and share ideas openly.

• Take the initiative to improve
By recognizing improvement opportunities within yourself and your department, you
increase district success and personal satisfaction. Initiative will follow naturally when
you are open to change, stay cognizant, and proactively problem-solve.

• Lead by example
As the district faces new challenges, all stakeholders are expected to be innovators.

Innovators model expected behavior, honor commitments and promises, admit mistakes,
remain open to and follow through on new ideas while motivating employees to be the
BEST they can be.
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Essential Components of Employee Counseling 

• Counsel the employee as quickly as possible following an infringement
The longer a supervisor waits to counsel an employee regarding an infringement, the less
significance it will have. In addition, the likelihood that the employee and/or co-workers
will repeat the infraction will increase as more time passes.

• Hold the discussion in private
Praise publicly – but reprimand privately. Holding difficult conversations privately will
impede the employee from being publicly embarrassed, and reduce the likelihood of
distractions and/or interruptions.

• Be pleasant but firm
Raising your voice or belittling an employee will only create an adversarial and defensive
environment. By remaining professional, the employee will be open to recommendations
and comments, and will not feel as though they are being singled out.

Steps for Effectively Counseling an Employee 
1. Clearly and specifically state the concern.

2. Clearly and specifically state future expectations.

3. Ensure employee fully understands not only the issue or concern at hand, but any future
expectations, prior to the end of the conference.

4. Ensure you demonstrate confidence in the employee’s ability to correct the issue at hand.

5. Schedule a follow-up meeting with the employee to recognize improvement or to counsel on
continued/further performance issues.
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Approaches for Ensuring Positive, Professional Communication 

• Be fair.

• Remain objective.

• Be consistent.

• Remain calm.

• Listen more.

• Speak less.

• Document the situation accurately and objectively.

• Only state the facts.

• Use the terms “please” and “thank you.”
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Levels of Corrective Action 

All employee performance issues that warrant intervention will fall into one of three 
disciplinary levels, which are determined by the severity of the infraction.  

Level I: Minor violation/infraction that causes little disruption in the workplace. 

Progression will be addressed as follows:  

• Verbal warning (Not written, but may also be a note added to employee file)
• Written warning #1
• Written warning #2
• Formal disciplinary documentation

Level II: Serious or repetitive violation/infraction that causes some disruption in the 
workplace.  

Progression will be addressed as follows: 

• Written warning #1
• Formal disciplinary documentation
• Contact Employee Relations Department with your recommendation for disciplinary action, up

to and including termination.

Level III: Very serious violation causing a substantial disruption in the workplace (non-
negotiable infraction).  

Progression will be addressed as follows: 

• Formal disciplinary documentation and termination or suspension
• Formal disciplinary documentation and termination
• Contact Employee Relations Department with your recommendation for disciplinary action.

PLEASE NOTE: If it isn’t documented, it does not exist! Make sure you afford the 
employee the right to due process. 
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Examples of Verbal and Written Warning Infractions 

• Failure to call in an absence

• Chronic tardiness

• Failure to attend a staff meeting

• Failure to clock out at the required time

• Staying late or leaving early without obtaining supervisory permission

• Violation of district policy or procedure

• Dressing inappropriately for work assignment

• Failure to comply with administrative directives

• Unsatisfactory or substandard work

• Utilizing unprofessional communication

• Neglecting or avoiding job duties

• Poor work area cleanliness

• Use of cell phone during working hours

• Contributing to or creating an unsafe work environment

• Unauthorized removal of notices from bulletin boards

• Unauthorized posting of notices on bulletin boards

• Failure to report an accident in a district vehicle

• Interfering with another’s ability to complete the essential functions of their job

• Gossiping or failure to work in a cooperative spirit

• Failure to sign for receipt of a document



109 

Steps to Follow when Issuing a Verbal Warning 

• Accurately and objectively inform the employee that he/she is receiving a verbal warning
and why.

• Tell employee in specific and clear terminology what the behavior or performance issue
is.

• Clearly and specifically notify the employee of what your future expectations are.

• Notify the employee of consequences if the behavior persists.

• Ensure you demonstrate confidence in the employee’s ability to correct the issue at hand.

• Complete a note to file.
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Steps to Follow when Issuing a Written Warning/Formal Documentation 

• Contact the area supervisor or Employee Relations to determine if written documentation
is warranted.

• Acquire all necessary documentation (i.e. witness statements, notes to file, etc.).

• Accurately and objectively inform the employee that he/she is receiving written
disciplinary documentation and why.

• Clearly and specifically notify the employee of what your future expectations are.

• Discuss reasons the employee has failed to correct his behavior or performance.

• Clearly and specifically inform the employee of the consequences of continued
behavior/performance infractions.

• Ensure you express confidence in the employee’s ability to correct the issue at hand.

• Schedule a follow-up meeting with employee to recognize improvement, or to counsel on
continued/further performance issues.

• Accurately and thoroughly fill out disciplinary documentation and ensure both you and
the employee sign as acknowledgment.

• Ensure employee receives a copy of the signed/dated document.
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Violations Constituting a Suspension (non-Chapter 21 employees ONLY) 

• Continuous documented insubordination

• Inappropriate/disorderly conduct that negatively affects working environment

• Discourteous to public

• Use of tobacco on district property

• Use of profane and/or abusive language

• Excessive absences previously brought to employee’s attention

• Repeated failure to report to work

• Negligence resulting in damage to a district vehicle or a person while conducting district
business

• Repeatedly misrepresenting facts about colleagues (i.e. gossip)

• Sleeping during working hours

• Failure to report unsafe working conditions

• Willful disregard of district policy, procedure, and regulations

• Refusal to work at assigned location

• Continued failure to adhere to assigned schedule

• Continued failure to complete the essential functions of assigned job

• Malicious mischief or other related misconduct
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Steps to Follow when Recommending a Suspension 

• Consult with area supervisor and Employee Relations to review previous documentation.

• Contact Employee Relations to recommend disciplinary action.

• Meet with Employee Relations and employee to clearly and specifically inform employee
that he/she is receiving a suspension and why.

• Clearly and specifically inform the employee of the consequences of continued
behavior/performance infractions.

• Employee Relations will share memorandum with pertinent information regarding the
suspension with the employee.

• The employee will sign for and receive a copy of the suspension memorandum.

• The supervisor will receive a copy of the memorandum for the employee’s
campus/department file.
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Violations Constituting Separation (non-negotiables) 

• Sexual harassment (Policy DIA, DH)

• Failure to maintain required licenses, registration, or certifications (Policy DB Series)

• Continued insubordination by refusal to perform assigned work or comply with written or
verbal instructions (Policy DH, DCD)

• Gambling during working hours (Policy GRAA, DH)

• Possessing, selling, or being under the influence of a controlled substance (Policy DHE,
DH)

• Being under the influence of alcohol during working hours (Policy DHE, DH)

• Carrying or possessing firearms, explosives, or weapons on district property (Policy DH)

• Fighting or attempting to physically injure other students, employees, supervisors, or the
public (Policy DH and DIA)

• Stealing, destroying, damaging, or concealing property of the district or of another
employee (Policy DH)

• Dishonesty or a dishonest act such as theft, fraud, or making false statements (Policy
DCD, DH)

• Providing a false statement during the course of a district investigation (Policy DH, DIA)

• Use of abusive or threatening language toward a student, colleague, or the public (Policy
DH)

• Job abandonment (Policy DEC, DH)
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• Instigating or participating in any illegal walkout, strike, sit-down and/or refusal to report
to work (Policy DGA)

• Failure to adhere to a drug and alcohol screening ( Policy DHE, DH)

• Arrest for an infraction involving a child, a felony arrest and/or conviction, or arrest and
conviction for an offense involving moral turpitude (Policy DH, DBAA)

PLEASE NOTE: The main focus at this point in the employment relationship is to 
ensure adherence to proper procedures. 
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Steps to Follow when Recommending Separation of an Employee 

• Consult with the area supervisor and the Director of Employee Relations to review
employee’s previous documentation.

• Send disciplinary recommendation, in writing, to the Director of Employee Relations.

• Upon approval, meet with Employee Relations and the employee to clearly and
specifically inform employee that he/she is being separated from the district.

• Employee Relations will share a memorandum with pertinent information regarding the
separation with the employee.

• The employee will sign for and receive a copy of the separation memorandum.

• The supervisor will receive a copy of the memorandum for the campus/ department file.

PLEASE NOTE: The main focus at this point in the employment relationship is to ensure 
adherence to proper procedures. 
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Positive Coaching Log 
Employee Name:  ___ 

Date Nature of Concern Expectation of Employee Follow Up 
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Written Warning Form 

Employee Name:  _ Date: ____________________ 

Employee #:  _______________ Campus/Department: 

Facts of the Incident: 

Expectations for Future Behavior/Performance (Be Clear and Specific): 

Employee Comments: 
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
_____________________________________________________________________________
______________________. 

By signing below I acknowledge that I have received a copy of this document. I understand that my signature 
does not necessarily indicate that I agree with its contents. I further understand that I have a right to respond 
within ten working days if I disagree. 

________________________________ 
Employee Signature  Date 

___________________________________ ______________________________ 
Supervisor Signature Date 
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Employee Coaching Action Report 

Employee Name:  __________________________________ Employee#: _________________________ 

Campus/Department: _______________________________ Date/Time of Infraction:  ______________ 

Level of Infraction:      ☐ Written Reprimand     ☐  Suspension ☐ Termination

This report is to remain as part of the campus/department file of the above mentioned employee as per the timeline set forth in 
the Coaching for Excellence manual. 
 
Nature of Infraction: 
☐ Unexcused/excessive absences (DH) ☐ Disorderly conduct (DH) ☐ Theft  (DH, CAA)
☐ Carelessness (DH) ☐ Leaving without permission (DH) ☐ Substandard work (DH)
☐ Tardiness (DH) ☐ Dress code (DH) ☐ Violation of safety rules (CK series)
☐ Workstation cleanliness (DH) ☐ Harassment (DH, DIA) ☐ Disobeyed directive (DH)
☐ Lack of cooperation/teamwork (DH) ☐ Profane/abusive language (DH, DIA) ☐ Violation of policies/procedures (DH)
☐ Failure to follow instructions (DH) ☐ Use of drugs/alcohol/tobacco (DH, DHE, DI) ☐ Improper conduct (DH)
☐ Failure to work assigned shift (DH) ☐ Sleeping during working hours (DH) ☐ Insubordination (DH)
☐ Threatening/engaging in violence ☐ Destruction of District property ☐ Other ___________________________

(DH, DIA) (DH, CAA)
Facts of the Incident: 
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
__________________________________________________________ 

Witnesses to the Incident:  (Please provide written statements) _____________________________________________ 

Employee Comments:_______________________________________________________________________________ 
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
____________________________________________________________________ 

Expectations for Future Behavior/Performance: ________________________________________________________ 
____________________________________________________________________________________________________________
____________________________________________________________________________________________________________
______________________________________________________________________________ 

Consequences of failure to improve: ☐ Further discipline up to and including suspension or termination
☐ Recommendation for suspension
☐ Recommendation for termination

By signing below I acknowledge that I have received a copy of this document. I understand that my signature does not necessarily 
indicate that I agree with its contents. I further understand that I have a right to respond within ten working days if I disagree. 

______________________________________________ ________________________________ 
Employee Signature Date 

__________________________________________      ______________________________ 
Supervisor Signature  Date 
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RECEIPT OF EMPLOYEE 
TRANSPORTATION SOP MANUAL 

_________________________, have received a copy of the Y.I.S.D. 
Transportation Department Standard Operating Procedures Manual and 
understand that it is my responsibility to read, understand, and abide by the 
Ysleta Independent School District Transportation Department Procedures 
and YISD Policies and Regulations.   

Failure to adhere to the Transportation SOP may result in progressive 
discipline in accordance with YISD Policy DH and Policy DC-D. 

 ____________________________________  _________________ 
Signature Date 

 ___________________________________________________________ 
Address 

 ___________________________________________________________ 
Home number                                                     Alternate Number 

 ___________________________________________________________ 
Emergency Contact Name                                   Number 


	TRANSPORTATION’S MISSION STATEMENT
	TRANSPORTATION VISION STATEMENT
	IMPORTANCE OF BUS DRIVER AND ATTENDANT
	I’ve come to the frightening conclusion that I am the decisive element on the bus.
	It’s my personal approach that creates the climate.
	It’s my daily mood that makes the weather.
	As a bus driver or bus Attendant, I possess a tremendous power to make a child’s life miserable or joyous.
	I can be a tool of torture or an instrument of inspiration.
	I can humiliate or humor, hurt or heal.
	In all situations, it is my response that decides whether a crisis will be escalated or de-escalated and a child humanized or de-humanized.
	Haim Ginott
	EMPLOYMENT REQUIREMENTS
	All employees are required to meet and maintain the qualifying criteria described in their respective YISD job description, as well as any state or federal regulations that may apply.
	PARKING
	CHANGES IN PERSONAL INFORMATION
	DRIVER SAFETY STANDARDS
	COMPENSATION/REPORTING FOR REGULAR DUTY
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	MID-DAY ROTATION LISTS
	Buses are assigned to routes and not to drivers and/or Attendants, and bus assignments may be changed during the year.  If a route is moved during the school year from one facility to another, the driver/Attendant involved will move with the route.
	BIDDING
	On the last day of operations all Drivers will be required to conduct and document any and all issues of their assigned bus.  Buses shall be clean and fueled prior to leaving for the day. The Driver will be required to turn in their bus keys to dispat...
	EVALUATION OF STAFF
	EVALUATIONS
	Employment Termination
	All employees are subject to employment termination as described in YISD Policy DF (legal).
	PERSONAL CONFLICTS.   Employees in the Transportation Department shall work in a cooperative spirit to serve the best interests of the District and will recognize and respect the rights of colleagues. Be professional and respect each other. Mind your ...
	CHAIN OF COMMAND
	When needing to pass along information up or down the chain of authority.  Please always start with your immediate Coordinator.  Once your Coordinator is informed of your concern, he/she will make every effort to meet with you within 48 business hours...
	ADDITIONAL DUTIES PROGRAM
	GAS CARDS
	Transportation employees who drive will be issued a personal gas card for fueling purposes.  Employee gas cards are not to be shared.  Keys and gas cards will be returned to the Dispatch Office upon completion of duties.  If a gas card is not with key...
	KEYS
	OUTSIDE EMPLOYMENT
	All employees must adhere to YISD Policy DBD (local) when reporting outside employment.
	Except during A.M. and P.M. route time, all school vehicles are subject to use when needed by Department Personnel for any transportation service (i.e. picking up sick students, assignment to mid-days, assignment to charters, etc.)  Employees are to u...
	WAREHOUSE DOCKS
	All employees are to reroute around the area in front of the Warehouse Dock walkways for safety concerns between the hours of 7:00 AM to 4:00 PM on week days. No employees may go under, around or remove the safety chains marked “Do Not Cross” to pass.
	YISD EMAIL
	Every employee must know how to access their district email for any important information at least once a day.




