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Message From The Director Of Operations

The school bus driver represents the school district to the students and public. A school bus driver must set an example of good driving practices, the attitude of professionalism, and encourage students in a positive manner along the
way. The first and highest priority is the safe delivery of students to and from
school. The safety of every student depends on the judgment and skill of the
school bus driver.
A driver accepts the responsibility for the lives of many young people each
day, and cooperation between all parties is essential. This handbook has been
developed to provide basic information regarding the operation of school buses,
the policies, and procedures used by drivers employed with the Greenwood
Community School Corporation. This handbook presents information which
every school bus driver needs to know; but it is not intended to take the place of
the Corporations Handbook.
Remember that you transport the most precious cargo there is.
Mike Hildebrand
Director of Operations
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Forward

Please, as members of our family, read this handbook and become familiar with its
contents, notice that the emphasis throughout is on safety. The first and last person
most of our students see each day is their bus driver and we all want this experience to be a positive one for students and parents.
Mike Hildebrand
Director of Operations
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Mission

The mission of Greenwood Community School Corporation’s Transportation Department is to transport students to and from school including extra curricular activities, in the safest manner possible.
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Contacts

Address: Greenwood Transportation Center
1542 Averitt Road
Greenwood, IN 46143

Contact people in the order in which you see them below:
1.
2.
3.
4.
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Jimmie Burkhead, Mechanic
Bobby Foster, Mechanic
Tami Spray, Assistant to Director
Mike Hildebrand, Director of Operations

714-4009
339-2651
714-7532
714-7538
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General

The primary purpose of the school bus is to transport children to and from school.
This purpose is the main consideration in all of our operations and must not be forgotten.
Know ALL Driver Rules.
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Driver Code of Conduct

1. Drivers always conduct themselves in a professional manner with all students, parents, school personnel, and district staff at all times.
2. Drivers always strive to give the best customer service to our students, parents, community, and schools.
3. Drivers are good adult role models for our students.
4. Drivers always treat all students fairly and equally.
5. Drivers consistently exhibit proper driving habits and provide the safest ride
possible at all times.
6. Drivers always maintain confidentiality.
7. Drivers abide by policies and regulations set forth by the Greenwood Community School Corporation and the State of Indiana.
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Expectations of the Director

1. Be a Professional at all times!
2. Give great customer service!
3. Be Loyal!
a. To your Team!
b. To your Job and your department!
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c. To the Corporation and the policies that are in place.
d. To all laws that govern school bus operation.
4. To be on-time to work every day.
5. Choose your days-off carefully.
6. Schedule appointments during your hours off.
7. Respect your students.
8. Arrive to work each day with a positive attitude, and leave work each day
with a positive attitude.
9. Leave home problems at home, and work problems at work.
10. Maintain proper use of the two-way radio.
11. Never run early on your route and notify dispatch if you are running late.
12. Serve as a leader and an example of professional behavior to students, other
drivers, attendants, trainees, and district personnel.
13. Always treat all co-workers and students with respect, care, and understanding whether in person or on the radio.
14. Settle disputes with your co-workers in a respectful and adult manner.
15. Never have a confrontation with a driver, trainee, or other district personnel
in the presence of other employees or students.
16. Hold ALL student, employee, and district information confidential.
17. Make sure all students on your bus get a safe, comfortable ride – everyday.
18. Do not use the cell phone while driving or while students are on the bus.
19. Do a proper Pre-trip and Post-trip Everyday!
20. Keep your route updated.
21. Maintain order on your bus.
a. Be the adult.
b. You can be friendly with students – Not Friends!
c. Remember the 3-F’s of student management (Firm – Fair – Friendly).
22. Know your route and your students.
a. Greet your students every day.
b. Smile like you mean it!
23. When making a decision on your route – make certain it is in the best interest of ALL students.
24. Sweep your bus everyday – Wipe down your dash once a week.
25. Every Night, make sure your bus is secure!
26. HAVE FUN AT WORK!
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Driver Rules

1. Drivers must be familiar with this manual and the Student Transportation
Handbook.
2. Drivers shall be properly licensed in accordance with Federal and State regulations. Additionally, drivers must have an appropriate driver’s license, yellow card, and a copy of the CDL physical with them at all times.
3. Drivers are required to complete the annual state approved safety training,
beginning of school meeting, as well as any other meeting required by the
Greenwood Community School Corporation and to comply with all bulletins, letters or safety messages pertaining to driving.
4. All employees are not permitted to carry or use mace, pepper spray, or any
other such item(s) that might be considered a weapon while on school property, to include while you are driving a bus. Furthermore all knives, firearms, and explosives are not allowed in personal vehicles on school property.
5. All buses use video recording devices that also record audio.
6. Students are not to be released from the bus on the way to or from school,
except at the school in which they are enrolled, their designated stop, or with
a signed bus pass; the exception being a valid transfer point from one
school bus to another.
7. Transporting students to and from school is the number one priority; however, when not in use for transporting pupils school buses may be used for athletic events or field trips. Buses are not for hire by individuals or groups unless approved by the School Board.
8. Drivers are representatives of the Greenwood Community School Corporation. They are the first school employee a student sees in the morning and
the last in the afternoon. Drivers should always try to leave a good impression with students and parents.
9. Drivers are governed by all rules of the road.
10. No assistance will be given by any bus driver to any other vehicle on the
road, other than by two-way radio.
11. Drivers will maintain good order and discipline on the bus and know students names.
12. Drivers will keep the bus neat, clean, and well maintained. The dash and
driver’s area must be kept clear at all times.
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13. Drivers will be considerate, courteous, and polite to parents, patrons and fellow school employees. All drivers are expected to support the Transportation Department and the Greenwood Community School Corporation.
14. No school bus shall move until all students are behind the yellow line, the
doors are closed, and the students are seated.
15. Before crossing any railroad tracks, drivers must stop within fifty (50) feet,
but not less than fifteen (15) feet, from the nearest rail of such railroad; must
turn off the radio; silence the students; listen through an open driver’s window; open the service door and look in both directions for the approach of a
train. All fans should be turned off and yellow hazard lights shall be used to
warn of stops at railroad crossings.
16. Drivers shall not permit any other person to drive their bus, occupy their
seat, or tamper with the motor controls, except such persons who are approved by the Director of Operations.
17. Drivers will adjust bus driving habits and actions to fit the circumstances
and situations.
18. Drivers will observe speed zones and speed limits at all times and speeds
shall always be adjusted to conform to road and weather conditions.
19. In accordance with Indiana law no school bus shall be operated at a speed
greater than 60 miles per hour on any federal or state highway, or greater
than 40 miles per hour on any county or township highway, unless posted
speed is less.
20. Drivers must turn off the engine (with the exception of the pre-trip inspection), remove the keys, put the vehicle in neutral, and engage the emergency
brake before leaving the bus at any time. When students are present on the
bus, drivers may leave the bus ONLY IN EMERGENCY SITUATIONS such
as an accident, an injured child, an unaccounted for student, ice on the windshield, or when directed to do so by an emergency responder (police, fire,
etc).
21. Route maps should be left in the bus at all times for use by substitute drivers.
All route maps must be marked with arrows accor ding to how the route
is driven (use two different colors for the AM route, starting with the first
pickup stop, and in order of drop-off for the PM route, starting with the first
drop-off stop. All stops that are not at an intersection shall have the address
listed on the map. The time of first pick-up and the departure time from the
garage or home must also be noted. Any special instructions must be easily
accessible to the substitute drivers and should be on the route map if possible. Route book shall be completed by no later than the third (3rd) Friday in
August and the 3rd Friday of January of each school year to include seating
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charts. Additionally, each route book will be updated within twenty-four
(24) hours after any approved changes to the route.
22. Drivers should be considerate of bus traffic behind them and, and if possible
allow passing in a safe manner.
23. The use of alcoholic beverages and illegal drugs during the period of driving
is prohibited. Drivers who use alcoholic beverages at any time in excessive
amounts shall be relieved of their bus driving positions. Illegal drugs are
prohibited. Drivers will be randomly tested for drugs and alcohol in accordance with Federal, State, and Greenwood Community School Corporation
policies and procedures. Failure of a drug and/or alcohol test will result in
termination.
24. Drivers will not use tobacco on the bus, eat food, drink liquids, or otherwise
engage in activities that would interfere with safe driving practices.
25. In an emergency, the driver is in charge of the bus and the students. It is the
driver’s responsibility to take charge of the situation, organize the students
for their well being, place warning triangles, administer first aid, send for
additional help, insure the safety of passengers and take other appropriate
actions including, if necessary, the evacuation of the bus in accordance with
safety procedures and guidelines.
26. Drivers are responsible for discipline on their bus just as the teachers are in
the classroom. Drivers are expected to coordinate with principals and assistant principals on student discipline matters and to call parents regarding discipline issues.
27. Windows will not be lowered below the half-way point.
28. It is the responsibility of drivers to prepare themselves, the bus, and their
passengers for safe transportation on a daily basis.
29. The school corporation’s insurance carrier may not insure drivers with two
or more moving violations on their driving records (Bureau of Motor Vehicles) or an at fault accident within a two year period of time. Moving violations and at fault accidents are cause for dismissal.
30. Drivers should drive defensively at all times.
31. Drivers may carry cell phones with them on their buses and are encouraged
to do so when on field trips; however, cell phones will not be used while the
bus is moving or when students are on the bus.
32. Drivers are to report immediately any damage to any school corporation vehicle.
33. According to Indiana law, the strobe light shall be in operation only when
the bus is transporting school children during periods of reduced or restricted
visibility or in emergencies.
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34. Drivers are responsible, to the best of their ability, for making sure bus recording devices are working properly at all times.
35. Anytime the bus is in motion, with or without students on board, doors are to
be closed and headlights are to be on and seatbelt worn.
36. With the exception of a student bus stop, the 4-way yellow hazard flashers
will be used to warn traffic of any relevant traffic issues.
37. Turn signals should be activated at least 200 feet before turning.
38. Drivers will not pass another bus that is loading or unloading students.
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AM/FM Radio Policies

The following radio stations are not allowed for play on the AM/FM radios on the
district’s school and activity buses:
1. 94.7 (WFBQ)
2. 103.3 (WRZX)
3. 96.3 (WHHH)
4. 99.5 (WZPL)
Additionally any music that would be considered inappropriate for elementary age
students is not to be played at any time. The use of the AM/FM radio is at the discretion of the driver.
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Two-Way Radio Policies

The Greenwood Community School Corporation is licensed by the Federal Communications Commission to operate a two-way radio system. Bus radios are to be
used for necessary communications only. Before using bear in mind the following
requirements:
1. Schools are to be referred to by the school name.
2. Think about what you are going to communicate.
a. Listen! Many times other users are already communicating; any interruption of that communication process only lengthens the conversation for all parties. On occasion other users have keyed their micro-
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phone to deliberately interrupt a party they consider to be improperly
using the radio; this interruption only lengthens the conversations the
user is forced to repeat their radio traffic.
b. Remember confidentiality and the code of conduct. Please think before you speak.
c. The radio call should be as concise and complete as possible on every
use.
3. Radio use process.
a. Key the microphone for a second or two prior to speaking.
b. Announce who you are calling followed by your assigned bus number,
unless you are on a field trip then you shall use the number of the bus
you are driving. If you are a user that is not a bus driver you would
use your designated reference to identify yourself.
c. Once someone has begun a conversation all other users shall not use
the radio until that conversation is completed. The only exception
shall be in an emergency situation requiring immediate attention. If
there is an emergency situation, you shall interrupt all radio traffic
with the announcement “Break, this is (your designation) with emergency traffic.” Any user that was in a conversation will immediately
cease talking until the emergency has been cleared. Any user that
needs to interrupt for an emergency should be aware that if someone
is already talking when you try to interrupt you may not be able to
communicate that emergency request to all users. If at all possible
you should try to wait for a break in traffic before interrupting so as to
give yourself the best chance to notify all users of an emergency
which would then keep you from being interrupted during the emergency.
d. After each segment of radio traffic you will announce that you have
finished that segment, but not the entire conversation by announcing
“over” when you have completed your traffic segment. This lets the
party you are talking to know that it is OK to respond.
e. When the entire conversation has been completed the user that started
the conversation shall terminate the radio call by announcing their
designation and then saying “clear.” This lets all users know that the
channel is now open for other users to communicate.
f. If, after three attempts, you cannot reach the party you wish to speak
to, clear your traffic with the announcement “this is (designated reference), negative contact, clear.” This lets all users know your attempted conversation is now over and the channel is clear.
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g. Do NOT call another bus on the radio and advise them of a light out
on their bus. Notify the mechanic or driver in person of the nonworking item.
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Dress Code

These following dress code standards are specific to bus drivers and bus attendants,
and shall be followed at all times:
1. Drivers should dress to look the part of an adult and a person who is in authority on the bus. Some of today’s styles may be very fashionable to you,
but are not appropriate for the adult who is in charge of our students
(example: hats turned sideways, baggy pants that hang down below the waist
line, gothic style clothing & accessories, and pajamas in the morning).
2. Slacks/jeans and fingertip length shorts are acceptable (no dresses or skirts,
unless approved by the Director of Operations, and no spandex pants or
shorts).
3. Shirts and blouses that are moderate and acceptable (no midriff shirts, open
backs, halter tops, or bra-less blouses). Sleeveless shirts for men are not acceptable. Sleeveless shirts/blouses for females are acceptable if the straps
are a minimum of two (2) inches wide (in other words no spaghetti strap
tops). Additionally there should be no writing or pictures on the shirts/
blouses that are inappropriate for the educational environment. This would
include any references to alcohol, drugs, tobacco, sex, or any other references that would be considered inappropriate for the educational environment. If you are not sure if something is appropriate then it is probably
something you shouldn’t wear.
4. All attire shall not be torn, frayed or have holes. Bear in mind that you are
representing the transportation department and school district as a professional driver and should dress to reflect that representation by being neat,
presentable, and appropriate for an educational environment.
5. Personal hygiene is an important part of being a good driver and, as such,
drivers shall at all times set a good example for students.
6. Exceptions to the dress code must be approved in writing by the Director of
Operations.
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Generally speaking, if you look as though you just got out of bed, you do not
look the part of a professional bus driver.
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Medical

Any driver that has a medical condition, or injury, that would prevent the driver
from driving a school bus, must have written documentation from an Indiana licensed physician that would clear the driver to drive a school bus, before being allowed to return to duty. This would include any medical situation that occurs and
is resolved while not on duty status (e.g. summer break, etc.). It is the responsibility of the driver to inform the Director of Operations of any medical situation that
prevents the driver from driving. Including prescription medications that restrict
driving.

All bus routes are subject to change.
Streets and stops may be added or deleted from your route at any time during
the school year as deemed necessary by the Director of Operations.
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CDL Licensing

1. CDL License
a. The cost of the CDL license and/or any part thereof to maintain the
school bus endorsement and certification is the responsibility of the
driver and is not reimbursed by the corporation.
2. Skills Test
a. The corporation will reimburse any new driver $100 for the cost of the
skills test after that driver has driven sixty (60) full contract days.
3. Training
A. The Director of Operations will designate at least one (1)
instructor for the purpose of training new drivers.
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Leave Policies

As a Greenwood Community School Corporation school bus driver your attendance is extremely important and part of your job. Every effort should be made to
ensure you are on the job. We realize that illnesses and family emer gencies do
arise; in this event every effort should be made to contact the transportation office,
the assistant to the Director, or the Director immediately. Please utilize your days
carefully. Excessive absences will be recorded and placed in your personnel file
for disciplinary action and possible termination.
Departmental procedure states that personal leave will not be granted prior to or
immediately following holidays and vacation days.

SOCIAL SECURITY:
No driver shall be allowed to take unpaid leave to accommodate the income
restrictions associated with taking early social security retirement. A driver that
wishes to take early social security retirement, and still be under contract, would be
required to reimburse social security in accordance with current federal statute.
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If the driver does wish to incur the financial penalty the driver would be required to
resign their position as a contracted driver.
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Driver Discipline

Specific Violations
The following list of violations and consequences covers the most common issues related to driver discipline and does not cover all possible driver discipline issues. Anything not covered in this list will be addressed at the discretion of the Director of Operations and communicated to the employee affected.
Minor (verbal or written reprimand)
Violation
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Beginning Consequence Starts at:

Bus cleanliness second verbal warning

Verbal Reprimand

Did not stop at railroad crossing, no passengers on board

Verbal Reprimand

Pre-Trip not completed

Verbal Reprimand

Minor safety infraction

Verbal Reprimand

Any violation after verbal reprimand

Written Reprimand

Warning citation while driving a school bus

Written Reprimand

Abusive/inappropriate language/actions to students

Written Reprimand

Abusive/inappropriate language/actions to staff/parents

Written Reprimand

Moderate safety infraction

Written Reprimand

Map & route paperwork not complete for substitute by due date

Written Reprimand

Major (suspension or termination)
Beginning Consequence Starts at:

Violation
Any violation after written reprimand

1 Day Suspension W/O Pay

Minor moving violation warning citation with children on board
st
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1 Day Suspension W/O Pay

Post trip not completed, no student(s) left on board *1 Time*

1 Day Suspension W/O Pay

Any violation after 1 day suspension

3 Day Suspension W/O Pay

Major safety infraction

3 Day Suspension W/O Pay

Minor moving violation citation with children on board

3 Day Suspension W/O Pay

Use of alcohol during an “on duty” school day

Termination

Use of illegal drugs

Termination

Failure to pass a drug or alcohol test

Termination

Violence against a student/adult (except in cases of protection of
self or other students)

Termination

Any deliberate policy/procedure violation with an at-fault accident while driving a school bus

Termination

Any violation after 3 day suspension

Termination

Major moving violation citation

Termination

Weapons in possession of, or brought on the bus by the driver

Termination

Post trip not completed, student(s) left on board

Termination

Post trip not completed, no student(s) left on board *2nd Time*

Termination

Did not stop at railroad crossing, students on board

Termination
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Accident Policy

GREENWOOD COMMUNITY SCHOOL CORPORATION
ACCIDENT PREVENTION POLICY
The National Safety Council defines a preventable accident as:
”Any accident involving a vehicle which results in property damage and/or personal injury, regardless of who is involved, what property was damaged, to what extent or where it occurred, in
which the driver in question failed to exercise every reasonable precaution to prevent the accident.”

For the purposes of this policy, the term “Driver” shall mean any GWS employee whose duties
include the operation of any vehicle owned by the Greenwood School Corporation. Substitute
and regular employees are covered by this policy.

The Director of Operations will review each accident in which a corporation owned vehicle is
involved. The Director of Operations will review the Driver’s and witness’s statements, police
reports, and insurance companies findings and if the accident is determined to be preventable, he
will notify the accident review committee. The accident review committee will be made up of the
appropriate department supervisor, the Director of Operations, a representative from among bus
drivers and a representative from the Greenwood School Corporation Administration.

If the preliminary review of the accident indicates that disciplinary action against the Driver is
contemplated, the Driver will be informed as to when the Accident Review Committee will meet.
Drivers will be notified through their supervisor as to the date and time before the Committee to
make a statement on their behalf. No second hearing will be granted to a Driver unless he or she
has contacted the Committee prior to the date of the meeting with a justifiable reason for not being able to attend. If the Committee concludes that the accident was preventable, the Driver will
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be notified that a chargeable accident has been placed in their record. The Committee does not
need to convene if the driver admits culpability. The Driver will be asked to sign a memo, which
will inform him/her of the current point status. Accidents that are ruled to be preventable and
charged to a Driver will be evaluated on the following point system:
Repair costs between

$50.00 and $200.00

1 point

$201.00 and $800.00

2 points

$801.00 and $1,800.00

3 points

$1,801.00 and $4,000.00

4 points

$4,001.00 and $6,000.00

5 points

$6,001.00 and above

6 points

These dollar values include damages to all vehicles involved in the accident, whether the vehicle
belongs to the GWS or any other party.

The Accident Review Committee will review any chargeable accident resulting in personal injury and the points will be assigned or other action taken as appropriate. Any points charged
against the employee’s driving record will remain on the record for three (3) years from the date
of the accident and then removed. Substitute Driver employees and hired permanent Drivers, will
have any points accumulated remain on their record for the balance of the three (3) years.

Any employee who operates a GWS vehicle or school bus while under the influence of intoxicating beverages or controlled substances will be subject to current Greenwood Community School
Board of Education Policies. Any employee found to be operating a GWS vehicle in a reckless
and/or unsafe manner will have the charge investigated by the Accident Review Committee. The
Committee will make recommendations for appropriate disciplinary action. The Driver will complete a written report of any accident. This written report to the Director of Operations must be
filled out and delivered within 24 hours of the time of the accident or on the next working day.
This report should describe the details of each accident regardless of the cost. Attached to the
accident report will be a schematic drawing outlining the vehicle and showing the location of the
damage. The Driver’s signature will verify the actual damage to the vehicle.
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Any Driver failing to properly complete an Accident Report within the designated period of time
will be subject to disciplinary action. When a driver is charged with three (3) points within a
three (3) year period, a conference between the immediate supervisor and the Driver will be held
and a verbal warning given to the driver. At this conference, the Driver will be encouraged to
improve their driving record and reminded of the disciplinary policy for the chargeable accidents. The Driver will be counseled about the merits of defensive driving.

When a Driver is charges with four (4) to five (5) points within a three (3) year period, a meeting
will be held with the Driver, the Driver’s immediate supervisor and the appropriate department
head. At this meeting, a written warning will be issued and the importance of safe driving techniques will be stressed.

Drivers receiving six (6) points in a three (3) year period will be directed to attend a Driver’s
training program chosen by the Corporation. Employees will have thirty (30) days in which to
satisfactorily complete the training. Any Driver refusing to attend or not completing the training
as required will no longer be eligible to operate a GWS bus or vehicle. Upon completion of the
training course, the trainer will furnish a notice of completion to their supervisor for verification.
A copy will also remain in the driver’s file.

As each additional point is accumulated within a two (2) year period, the Accident Review Committee will determine the appropriate corrective action to be recommended. Drivers accumulating seven (7) points will normally be subject to a three (3) day suspension without pay. Eight (8)
points will normally result in a five (5) day suspension without pay. An employee accumulating
nine (9) points in a three (3) year period will no longer be eligible to operate a corporation owned
vehicle. Substitute Bus Drivers accumulating seven (7) points will be subject to missing the next
three days of assigned driving, substitute Drivers accumulating eight (8) points will result in
missing the next five (5) days of assigned driving. Substitute Drivers working six (6) months or
less who are assessed six (6) points or more will no longer be eligible to operate a GWS owned
vehicle.
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Employees who are no longer eligible to operate a GWS owned vehicle, will be laid off and may
reapply for such a position as they may be qualified to occupy.

The wearing of any device, which may impair vision, hearing, or other perceptual ability necessary to operate a vehicle, is prohibited unless the Director of Operations approves such device.
Examples of such devices include radio headsets, Walkman type stereos and certain sunglasses.

RESPONSIBILITY TO PASSENGERS
Your first responsibility in an accident or other emergency is to the safety of your passengers and
every decision should be made with that responsibility in mind. If you are involved in an emergency situation, you will have to make several decisions based on your best judgment of the situation. What you do will depend on the traffic, location, time of day, weather, and many other factors. Never move the bus unless instructed to do so by the investigating officer or unsafe conditions exist to the passengers.

The first action after an accident or other emergency is to radio the Transportation Office and
briefly report what happened, your exact location, and if you are going to evacuate the bus. Next,
check for injuries. In high hazard situations, immediate evacuation comes first, but again, it is the
Driver’s judgment. The quickest way to check for injuries is to have each passenger check his or
her seatmate for bleeding and unconsciousness; otherwise, the injured should be instructed to
raise a hand and get the driver’s attention. Under no circumstances should any passenger move
another passenger who is injured without the permission of the bus driver or officer at the scene.

In evacuation situations with a number of injuries, the Driver will need help which may come
from the attendant, sponsors on a field trip, older responsible students or bystanders. In the case
of a bystander, remember that people who might come forward to help with “normal” passengers
may hold back when special education passengers are involved. Encourage them to help and give
specific instructions. In your mind you must be prepared to deal with any given emergency situation even if assistance is not available. The Driver is in charge of the accident scene and injuries
until relieved of this responsibility by an official, such as a paramedic, police, fireman or EMT.
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Traffic Violation Point System
In accordance with the Greenwood Community School Corporation Non-Certified Personnel
handbook, an employee may be discharged from the school corporation for infractions. See the
Non-Certified Personnel handbook for examples of these infractions.
In addition to these, the following guidelines will be in place for bus drivers:

OFFENSE

1ST OFFENCE

2ND OFFENCE

3RD OFFENCE

Violation of Operations Policy

Discussion>Written
Reprimand

Verbal Reprimand >
Suspension

Suspension >
Termination

Violation of Operation Policy Involving
Safety

Verbal Reprimand >
Suspension

Written Reprimand >
Termination

Termination

Moving Violation
Ticket without students/Infraction

Written Reprimand

Written Reprimand >
5 day Suspension

5 day Suspension >
Termination

Moving Violation
with students/
Infraction

Written Reprimand >
5 Day Suspension

5 Day Suspension >
10 Day suspension

10 day Suspension >
Termination

Moving Violation
Ticket without students/Misdemeanor

Written Reprimand >
5 Day Suspension

5 Day Suspension >
Termination

Termination

Moving Violation
Ticket with students/
Misdemeanor

Written Reprimand >
10 Day Suspension

10 Day Suspension >
Termination

Termination

RANGES OF DISCIPLINARY ACTIONS
DICUSSION
VERBAL REPRIMAND
WRITTEN REPRIMAND
SUSPENSION
TERMINATION
Any Disciplinary action taken against an employee will remain permanently in the employee’s
file. However, for disciplinary levels, the incident will only be considered if it occurred within
the last seven (7) years. (The same time period done on license checks.)
If in the opinion of the Superintendent of Greenwood Community Schools, there is
probable cause to believe a person has driven a motor vehicle when they have consumed
alcohol in excess, that driver shall not be allowed to transport students for a minimum of
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five (5) years from the date of the incident. Any additional incidents, of this same nature,
will result in permanently disqualifying the person from transporting students.

The following are a list of Major Violations, which are unacceptable by our Insurance provider:
 DUI/OVWI
 Negligent homicide arising out of the use of a motor vehicle
 Operating a motor vehicle during a period of suspension or revocation
 Using a motor vehicle in the commission of a felony
 Aggravated assault with a motor vehicle
 Vehicle theft
 Permitting an unlicensed person to drive
 Reckless driving
 Speeding contest/drag racing
 Hit and run from an accident

If you become uninsurable due to violations or accidents, your position as a bus driver will be
revoked. If you are an employee of the school corporation, you will not be permitted to drive any
Corporation vehicle.

G

Driver Seniority

1. Contract Seniority Date
a. The contract seniority date is established the day that a driver begins
driving full time, or permanently filling a contract spot.
2. Trips
a. Trip selection Tuesday for athletics, Wednesday for field trips, and
Thursday for band.
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Routes

1. Student Transfers
a. Student transfers will be assigned to routes based on availability and
the needs of the district. Once a student transfer is assigned to the
route, it will become a part of the route assignment.
2. Open Route Selections
a. Any new routes, or routes that come open from the previous year, will
be selected based on the seniority of those drivers that sign up for the
open route selection process; with the driver with the highest seniority
selecting first and the driver with the lowest seniority picking last.
b. The routes up for selection (elementary and secondary) will be paired
by the Director of Operations in accordance with the needs of the district, mileage, time constraints, and geographical areas.
c. If a driver with a current route selects a route, their old route will now
be part of the selection process. The selection process will then continue until all routes are selected. The routes selected will now become the driver’s permanent route until the driver participates in another selection process.
d. Buses will stay with the route it is assigned to. If a driver bids on
another route, he/she will also take the bus assigned to that route.
e. There will be no separating of routes or switching of individual
routes without the approval of the Director of Operations.
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Emergency Procedures

1. Accidents
a. In case of an accident where the school bus must be stopped on the
road, the driver shall not leave the bus for any reason except to place
the warning triangles required by law or to take such actions as may
be necessary to insure the safety of students. Drivers should keep bus
keys in their possession at all times. Warning triangles should be positioned in accordance with state statute.
b. Activate warning flashers.
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c. A bus should not be moved from the spot of an accident unless it is in
a dangerous situation (blind hill, curve, etc.). In these situations, the
bus should be moved and stopped off the pavement at the nearest safe
location. Emergency response personnel may also direct that a bus be
moved.
d. Call the bus garage or contact the other numbers listed on the EMERGENCY NOTIFICATION CARDS in each bus.
e. If no one answers on the bus radio, the driver should notify the Police
Department:
i. 911
ii.
Indiana State Police at 1-800-582-8440
iii.
Johnson County Sheriff at 736-5155
f. Care for the injured and obtain competent first aid – call appropriate
emergency responder. Don’t allow anyone on your bus except other
school personnel or emergency responders.
g. Obtain a list of witnesses, if not done by the police, from attending
police department.
h. Complete preliminary report at scene of accident & write down names
of all students on the bus.
i. State & Federal law requires drivers involved in any DOT qualified
accident to undergo drug & alcohol testing.
j. Be calm and use common sense – other people are depending on you
– remember your first responsibility is your riders.
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Student Medical Issues

1. Medicine on School Buses
a. Medicine may be brought on the bus only if it is in its original container and is accompanied by a note from parent. Upon dismissal
from the bus the medicine must be taken to the clinic of that school.
The medicine can only be brought on the bus to school, not from
school, and must not be opened at any time on the bus. This does not
pertain to students with an IEP as the IEP will instruct accordingly.
2. Epi Pens
a. All drivers shall be trained a minimum of once every two years in the
use of Epi Pens in case of severe allergic reactions on the school bus.

24

Students that require Epi Pens on the bus will be responsible for carrying the pen on the bus. The names of students that will have an Epi
Pen on the bus will be furnished to the transportation office by the
nurse at each school, or the nurse coordinator for the school corporation, at the beginning of each school year and whenever a new student
using an Epi Pen enrolls in a Greenwood school. The student will also be required to designate a specific location of the storage spot of
the Epi Pen carried by the student.
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Bus Evacuation Procedures

1. Student safety helpers who are mature, physically and mentally capable, and
are respected by other students are required on all buses.
2. If the driver is unable to assist in the evacuation process neither the students
or student safety helpers should re-enter the bus at any time to assist the
driver.
3. Upon a driver’s command, three (3) safety helpers should open the appropriate emergency door, or doors, and exit.
4. If only one emergency door is being used for evacuation the students should
exit, one (1) row at a time, beginning with the row furthest from the evacuation emergency door.
5. Upon a driver’s command, if all emergency doors are being used for evacuation, students in rear section of bus should exit, one (1) row at a time, to the
rear emergency door exit. Students in front section should exit, one (1) row
at a time, to the front door exit. Students in middle section should exit, one
(1) row at a time, to the side door exit.
6. One (1) front helper should assist the students to leave the bus. The other
front helper should lead those students away from the vehicle at least 100
feet off the roadway.
7. Two (2) side helpers shall perform the same duties as the front helpers at the
side door(s).
8. Two (2) rear safety helpers should station themselves on each side of the rear
door and assist students to the ground. Do not jump. The other rear helper
should lead those students away from the vehicle at least 100 feet off the
roadway.
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9. The driver should supervise the student’s evacuation and ensure that all students have left the bus prior to self-evacuation. The driver should use the
seat belt cutter as appropriate. Once all students are off the bus and at least
100 feet from the vehicle and roadway, the driver should designate two (2)
helpers to go for assistance, if necessary.
10. Window or Windshield Evacuation
a. Driver should knock out window(s)/windshield and remove all glass
slivers.
b. Driver should designate three (3) helpers (or more, if necessary) to
evacuate through the window opening to assist students to the ground.
One (1) helper should lead those students away from the vehicle at
least 100 feet.
c. Driver should supervise student evacuation to ensure that students
have left the vehicle prior to self-evacuation.
d. Once all students are off the bus and at least 100 feet from the vehicle
and roadway, two (2) helpers can be designated to go for assistance, if
necessary.
11. Hatch Evacuation
a. Driver should open hatch.
b. Driver should designate three (3) helpers (or more, if necessary) to
evacuate through the hatch opening to assist students to the ground.
One (1) helper should lead those students away form the vehicle at
least 100 feet.
c. Driver should supervise student evacuation to ensure that students
have left the vehicle prior to self-evacuation.
d. Once all students are off the bus and at least 100 feet from the vehicle
and roadway, two (2) helpers can be designated to go for assistance, if
necessary.
Bus Evacuation Drills
1. Bus evacuation dr ills will be conducted four times annually in the var ious school parking lots. Lockdown Drills conducted twice a year.
2. Any additional drills that the driver wishes to do must be done in areas not
prone to traffic (no roads, streets, or parking lots that have traffic) and are
conducive to safe evacuation drills.
3. All students will exit all doors during bus evacuation drills.
4. Drivers are completely responsible for the proper conduct of bus evacuation
drills.
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Severe Weather Procedures

1. If severe weather is threatening at school dismissal time, consideration will
be given to retaining students in safe areas at school or other nearby buildings until the threat has diminished.
2. Investigate and become familiar with all roads adjoining regular routes in the
event there would be a need for alternate travel or shelter locations. Drivers
MUST KNOW, at any point on their route, what actions to take if severe
weather strikes.
3. Determine any buildings, homes with basements, ditches, hills, culverts
or other places along routes where students might be evacuated and
provided safety.
4. Discuss with students the procedures you expect to be followed under tornado emergencies.
5. NEVER try to outrun a tornado. No one can predict the path and tornadoes
can skip from one area to another.
6. If a school bus is caught in the open when a tornado is approaching, the children should be evacuated form the bus and escorted to a nearby ditch, ravine, building, home basement, or place which might provide more protection than the bus. If using a ditch or ravine, make sure there is no water in
the selected ditch or ravine, students should be made to lie face down, with
hands over head. Students should be far enough away so the bus will not
topple on them.
7. Remember – Tornadoes are only one (1) of a thunderstorm’s elements.
Lighting is a major killer and heavy rains can cause flash floods. Never attempt to drive through high water areas and remember that strong winds and
hail can be dangerous.
8. Attempt to listen to a radio for an “all clear” before leaving a sheltered area.
9. Check for injuries and seek medical first aid, if necessary.
10. After the emergency, be extremely cautious and alert for weakened structures, trees, downed power lines, and other storm damage which may impede travel or constitute a hazard for students.
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Equipment and Supplies

1. First Aid Kits
a. Any time an item is removed from one of the packages in the First Aid
Kit please notify shop personnel by written request to replenish such
item. An extra supply of items that are frequently used (band aids, disinfectant wipes, etc.) should be kept on the bus to alleviate the unnecessary use of first aid items.
2. Oil Levels
a. Motor oil shall only be added when the level on the dipstick reaches
the add mark. This makes it very easy to know that at the add mark
you add two (2) quarts and two (2) quarts only, there will be no reason
to estimate how much to add.
3. Supplies
a. Any driver needing supplies for the bus shall request those supplies
from office or maintenance personnel if the supplies in question are
not part of the consumable supplies readily available to all drivers
(paper products, window cleaning fluid, graffiti remover, etc.).
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Inspection Issues

1. ANNUAL INSPECTION: This is an inspection conducted by the Indiana
State Police during the spring. This is the only scheduled inspection by the
state police; however they may stop a bus at any time to inspect or schedule
other special inspections. They conduct spot-checks inspecting approximately one-third of a bus fleet each year.
2. MONTHLY, WEEKLY, AND DAILY INSPECTIONS: These three types of
inspection are the responsibility of the driver.
3. The items listed below are only a few reminders:
a. Check Daily – lights, tires, fuel, oil, anti-freeze, cleanliness of the bus
inside and out, visibility through all windows, functioning of all mechanical parts, emergency exits and other conditions of the bus for
safety.
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b. Check Daily – after morning routes and evening routes for articles
left on your bus by students, and most importantly, LOOK FOR STUDENTS WHO HAVE FALLEN ASLEEP. ANY DRIVER, WHO
LEAVES A STUDENT ON A BUS AFTER COMPLETION OF A
ROUTE OR TRIP, MAY BE TERMINATED.
c. Check Weekly – all items previously listed as well as torn seat covers, loose bolts or screws, wheel lugs, oil on any moving parts, plus
other maintenance details.
d. Check Monthly – all items previously listed plus a careful and exact
inspection of all maintenance and safety details pertaining to driving
the bus daily and in the future. PROMPT attention needs to be given
to all defects. Report all needs to the bus garage for service, and follow through to see that they are corrected. Such items as changing the
oil, testing and adding anti-freeze, and airing the tires should be done
on a regular basis and double checked by the driver to see that it is
done correctly.
e. All inspections have a dual purpose of first insuring the safety of the
students, and secondly, prolonging the life and use of the vehicle.
However, any inspection is only as good as the attitude, ability, and
thoroughness of the person doing the inspecting. Drivers should conduct all inspections with the thought that a good inspection may prevent an accident, while a poor or careless inspection may cause an accident.
4. Drivers who fail to conduct inspections or who fail to insure a bus is
properly maintained will be subject to disciplinary action.
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Pre-Trip and Post-Trip Inspection

All drivers are expected to perform the appropriate pre-trip inspection prior
to beginning the morning; or the afternoon if you are only driving for the afternoon. All malfunctions/damage are to be reported as soon as possible, but prior to
going home from that set of routes, to the mechanics on the appropriate form. Unsafe conditions that would render the bus unfit for transporting students must be
reported and corrected before starting student pick-up; if the problem cannot be
corrected in time a spare bus will be used.
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1. Bus drivers should review the following on a daily basis:
 Am I physically, mentally, and emotionally capable of being a school bus
driver today?
 Is my appearance, cleanliness, and mode of dress suitable as a bus driver
for the Greenwood Community School Corporation? Will I represent the
school corporation well?
 Have I checked the calendar and bulletins to be sure of the time schedule
or changes in routine?
 Do I have my CDL license, physical form, Indiana School Bus Drivers
Certification card on me, and are they valid?
 Check oil and antifreeze levels before starting the engine.
 During the winter be sure to unplug block heater cords prior to starting
engines. Follow appropriate idling guidelines. Check all gauges on dash.
 Check the bus daily for cleanliness – sweep & clean as necessary – never
sweep trash into the parking lot.
 Always make sure lights and heaters are turned off before turning off engine.
 After every route, check for items left on the bus and most importantly,
CHECK FOR ANY STUDENTS ON THE BUS!
 Be sure that block heater cords are firmly plugged in during winter
months.
2. Conduct the following walk around inspection daily prior to the first route of the
day:
 Check all lights inside and outside.
 Check that windows are clean inside and outside.
 Check all seats for cuts/damage. Insure that all seats are securely fastened.
 Check windshield wipers – wipe off blades as necessary.
 Check the horn.
 Adjust the mirrors as appropriate.
 Check the stop arm.
 Check fluid levels.
 Check brakes.
 Check heaters.
 Check defrosters.
 Check for tire wear/damage.
 Check for a full first-aid kit.
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Check that storage compartment doors are securely fastened.
Check for a fully charged fire extinguisher and warning triangles.
Make certain the driver and the bus are both prepared for a safe trip.
Check all emergency exits.
Make sure two-way radio is on and that volume level is appropriate.

Note: Anytime there is a break of more than two (2) hours between routes or trips,
and a daily pre-trip has already been done, the following items at a minimum shall
be checked prior to the next route or trip.
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All emergency exits.
All exterior lights to include stop arm system.
All emergency equipment.
All tires.
Air brake.
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BUS WALK-AROUND
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Bus Idling

Bus Warm-up:
1. 40 degrees or above – buses will be allowed to idle for up to five (5)
minutes.
2. 20 degrees to 40 degrees – buses will be allowed to idle for up to fifteen
(15) minutes.
3. From 20 degrees and below – buses will be allowed to idle for up to thirty
(30) minutes; or until front windows are defrosted and all safety equipment
is operable.
Loading/Unloading as Schools:
All drivers arriving at schools to load or unload students who are going to
remain at the school longer than the appropriate cool-down time, will turn
off their engines after the cool-down time and leave the engines off until the
buses are ready to depart. This section also applies to field trips and arrival
and departure from those locations.
Auxiliary Equipment and/or Extreme Temperatures:
When extreme temperatures require the idling of the bus to maintain a reasonable level of comfort inside the bus, the above sections may not apply. It
is the driver’s responsibility to use reasonable judgment in extreme temperature situations with an emphasis geared toward conservation of fuel.
This section also applies to auxiliary equipment (i.e. lift equipment for loading and unloading students with disabilities). It is the driver’s responsibility
to maintain the temperature of the bus with lift equipment at an appropriate
temperature for the needs of the students on the bus. However, the limiting
of extended idling times is still encouraged.
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Student Discipline

Taking Control:
Discipline on school buses is the biggest problem confronting school bus
drivers. You are responsible for the conduct of your students on the bus, and
the school bus is an extension of the school. Therefore, you must have the
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support of the school principal and the director to effectively manage behavior on your bus.
The following strategies can help you prevent and control discipline problems
on your bus:
 Do not threaten the entire bus for the transgressions of a few.
 Individual behavior problems that do not affect other riders are best handled privately.
 Avoid threats or physical force.
 Pick and choose your battles carefully.
 Learn the names of your students! Greet every student each day – WITH
A SMILE.
 Be Friendly – NOT FRIENDS!
 Communicate with the parents. If you have the parents on your side –
you have the battle won!
When a discipline problem is serious:
 Do not try to handle it yourself. Refer it to the school principal and your
supervisor.
 Stop the bus in a safe place, stand up and speak to the offender(s) in a
courteous but “I mean business” tone.
 If you must change a student’s seat, move the student to a front seat near
you (note: if the behavior requires a seat assignment, then it requires a
discipline ticket).
 If necessary, call the principal or your supervisor.
Avoid ‘Never Land’
There are some things you never want to do while transporting students on your
bus:
 Never put a student off your bus at an unauthorized location.
 Never lose your temper. Anger tells the students they got the best of you
and they are in control.
 Never-Ever show emotion. Being in control also means being in control
of your emotions. Be the Adult!
 Never use physical force.
 Never use profanity.
 Never criticize or belittle a student – at any time.
 Never engage in an argument with parents or students.
 NEVER TRY TO BE THEIR FRIEND! You should be friendly, but not
their friend.
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Discipline Letter
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Bus Safety Drill Checklist

Greenwood Transportation Center
1542 Averitt Road
Greenwood, IN 46143
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