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WELCOME
TO THE

DOUGHERTY COUNTY SCHOOL SYSTEM
Pupil Transportation Department
1730 Rodgers Avenue
Albany, Georgia
31705

INTRODUCTION
Enclosed in this handbook is special information and regulations for Dougherty County
School bus drivers, mechanics and other staff employed in this department. This
handbook has been compiled in the interest of a safe, smooth and efficient operation.
The School Bus Driver has definite responsibilities in the performance of his or her job.
They relate to the School System, to the job itself, to parents and pupils, to the public

and to himself. Often they concern several areas at one time. Hence, it is important
that the driver have a clear understanding of his or her responsibilities.

MISSION STATEMENT

SCHOOL BUSES ARE AMERI CA0S SAFEST MEANS OF 1

THIS IS NO ACCIDENT!

WE ARE I N TH BUSI NESS OF TRANSPORTI NG OUR NAT
CARGO - OUR CHILDREN. WE DO NOT TAKE THIS RESPONSIBILITY LIGHTLY.



SECTION | T TRANSPORTATION DEPARTMENT RESPONSIBILITIES

A

Deliver all students to school or venue in a safe and timely manner.
Utilize resources in a most efficient manner transporting approximately all Dougherty
County School System students daily.

Provide resources for athletic teams to travel to region and state competition.

Acknowledge that students can have a learning experience through field trips and supply
resources to make these successful.

Work with insurance consultants to set driving standards for driver applicants.

Handle all accidents applicable to the department. Assure that all Dougherty County
School System vehiclesémaintenance is performed to a constant state of readiness.

Inspect all buses monthly and maintain their maintenance records and assist the
Department of Motor Vehicle Safety (DMVS).

Assist county EMS and law enforcement agencies with evacuations due to
environmental or natural disasters.

Adhere to all local, state, and federal regulations. Adhere to all Environmental
Protection Department (EPD) guidelines and participate in emission lowering programs.

Provide parents with publications such as Code of Conduct for riding the bus yearly.

Insure all students in grades pre-K through 12 receive two annual instructions in
emergency evacuation procedures and in safe riding on school buses.

Monitor and maintain bus digital video recordings to assist with student management
issues.

Provide training (pre-employment and in-service) for all drivers and monitors to make
them aware of changing rules and regulations.

Certify that all applicants have passed both a state and federal background check before
they are alone with students.



PUPIL TRANSPORTATION

STUDENTS ELIGIBLE TO RIDE THE BUS
All students who live 1% miles or more from their assigned schools whether
elementary, middle or high will be transported.

A. Bus Stops: Bus stops will be determined on the basis of safety conditions along
the road and the density of population. As a general rule, bus stops will be made
no closer than one-tenth mile apart, even in congested areas, depending upon
the density of population and the conditions along the highways. Buses will not
go off regular bus routes for students who live less than one-half mile off the
highway or bus route.

B. Parentsé Responsibility: It shall be the responsibility of the parents to get the
children to and from the bus stops. Children need to be at the bus stop at least
five minutes before the buses scheduled arrival time. Buses will not wait at the
bus stop for pupils who are late.

C. Pupilsé Responsibility: 1t shall be the responsibility of the pupils to conduct
themselves like ladies and gentlemen at all times while riding on school buses.
Any pupil who fails to abide by the rules of conduct established by the school
system could be prohibited from riding on the school bus to and from school.
Riding is a privilege and not a right.

D. Responsibility of Principals: The principal of the school is responsible for the
conduct of pupils from the time they enter the school campus or board the bus or
come on campus. The principal s responsi bi
campus in the afternoon or when they leave the bus. This in no way relieves the
driver of the responsibility of making every effort to assure the safety of students
who cross the road or street after leaving the bus. The principal of each school
will instruct the pupil as to the required conduct on the bus. While the school bus
is in progress, the bus driver will have the authority to enforce the rules of
conduct. Where pupils deviate from good conduct such cases must be reported
by the bus driver promptly to the principal of the school. In all cases, the principal
of the school will deal with the parents in cases of bad conduct by pupil.

E. Use of School Buses: The use of school buses shall be confined to transporting
children to and from school. School buses may also be used to transport
students who represent the school in contests or activities when their use would
not handicap the regular transportation of students to and from school.

F. Capacity: It shall be mandatory upon each driver to report to the District
Manager or the Transportation Director, if and when the number of students



being transported is in excess of the seating capacity plus 20%. This report
should be made immediately when;

20 passenger bus exceeds 24 students

60 passenger bus exceeds 72 students

65 passenger bus exceeds 78 students

84 passenger bus exceeds 101 students

88 passenger bus exceeds 106 students

It is the board policy that only those persons assigned to or authorized to ride the
bus can do so. By "authorized" we mean those students assigned to a particular
bus on a patrticular route, or those students being transported on an extra trip
(local or out of town) for whom request for transportation has been made and
approved.

a. On extra trips out of town, only those drivers that have been approved as
"relief drivers" may accompany the regular assigned driver on a trip.

b. Theschool sinswanee mdes not cover any driver allowing his or
her pre-school child, friend, etc. to ride the bus. The buses are not to be
used as a "Baby Sitting" facility or "Taxi" service.



POSITION
Director

District Manager
District Manager
District Manager
District Manager
Secretary

Route Coor.

Asst. Route Coor.

Foreman (TF)

Foreman (NR)

IMPORTANT TELEPHONE NUMBERS

TRANSPORTATION STAFF
(229) 483-6330

NAME
Kenneth Williams

Julius Corker
Grady Fields
Benny Crapps
Leon Gray
Cherrie Milledge
Brenda McMillan

Daphne Spence

LOCATION
Transportation

Albany High
Dougherty High
Monroe High
Westover High
Transportation
Transportation

Transportation

SCHOOL BUS SHOP STAFF

Charles Tharpe

Alton McDonald

Transportation

Transportation

EXT.
4189

4207

4194

4191

4193

4198

4190

2979

4196

431-1321

Turner Field Bus Shop i 1730 Rodgers Street i 483-6330 1 Ext. 4198

Newton Road Shop 7 1902 Newton Road i 431-3420 or 431-1321

HOME RADIO
520-546- 850
7540

436-3418 227

439-1139 226

439-2122 242

435-0453 238

Base

436-9975 231

869-4559

For problems on your bus on your route or at home call the bus shop on your designated

side of town.

For problems with your bus before 6:30a.m. (weekdays) or if you notice something
wrong with your bus during the weekend call: Alton McDonald i (229) 869-4559, cell

City Police
County Police

Georgia State
Patrol

431-2100 Sheri ff és 431-2166
431-2190 Ambulance or 911

Fire Department
430-4248 Campus Police 431-1812



The transportation staff is entrusted with the grave responsibility of seeing that
thousands of students are transported safely to and from school daily. It is our
responsibility to see that these students have the safest means of transportation
available. Therefore, it is very important that you understand and respect your authority
and positions within the Dougherty County School System. It is also important that you
understand and respect the job responsibilities within this staff:

1. Director of Transportation (Brief Summary) Shall direct all functions of the
school system related to the provision of school transportation as a
supportive service of the instructional program.

2. District Managers of Transportation (Brief Summary) Shall assist the
director and the assistant director in carrying out all functions of the
transportation department. They shall supervise, instruct, lead, teach, and if
necessary reprimand all school bus drivers within their districts.

District Managers shall be responsible for coordinating all leaves of
absence, obtaining substitutes and allocating all local and out of town field
trips within their district.

a. Personal leave must be approved 10 days in advance.

b. Leave is granted according to nature of the request. Sickness
and Death take priority over Business. In all cases, leave will
be granted, PROVIDING THERE ARE SUBSTITUTES
AVAILABLE TO DRIVE THE BUS. SHOULD YOU NEED
LEAVE IN AN EMERGENCY, YOU MUST CONTACT THE
DIRECTOR OF TRANSPORTATION, otherwise, you are to fill
out a "Request For Leave" form and have it approved by the
District Manager.

3. We realize that some drivers may feel more comfortable talking with one
person than talking with another. Therefore, if a problem arises or
assistance is need, please feel free to talk to any member of the
Transportation Staff. We will do our best to help you. HOWEVER, IF ANY
MEMBER OF THE TRANSPORTATION STAFF COMES TO A DRIVER
AND INSTRUCTS THE DRIVER TO CARRY OUT SOME FUNCTION OF
THIS DEPARTMENT, WE EXPECT THAT REQUEST TO BE HONORED.
IF YOU DO NOT UNDERSTAND OR IF YOU DISAGREE, WE EXPECT
YOU TO ASK THAT PERSON TO EXPLAIN, THEN WE EXPECT YOU TO
CARRYOUT THAT TASK. FAILURE TO SO WILL BE DEEMED IN
SUBORDINATION AND CAN LEAD TO TERMINIATION.



QUALIFICATIONS OF GOOD SCHOOL BUS DRIVERS

A GOOD PSYCHOLOGICAL APPROACH TO THE JOB: The job of being a school bus
driver, outside of the physical work involved, in handling the school bus and of the
observation of rules, regulations, and laws, becomes the job of knowing and
understanding the children with whom the driver comes in contact with.

The driver will establish himself with his passengers on the very first day he drives. If
the pupils find that he is courteous, firm and yet understanding of their problems, he will
have little trouble. If, on the other hand, he tries to impress them with the fact that his
authority is the most important part of his job, the pupils will soon find ways to annoy the
driver, just for the pleasure of doing so. A driver should never show emotions of anger,
annoyance with, or dislike for any of his passengers. This may be very difficult at times,
but there are certain characteristics which children observe and if they find pleasure in
observing the drivers actions under certain circumstances, they will see to it that those
circumstances are created.

The same attitude to the parents should be remembered. If at any time the driver has
the need to talk with the parent, it should be in a very quiet, moderated tone of voice.
The wise school bus driver will realize that although a pupil may be a troublemaker, he
is the apple of his mother& eye, and can do no wrong in her eyes. A driver should
never reprimand parents for the shortcomings of their child.

The wise driver will always think in one basic plan, the plan of safety. True, there are
other factors to be considered as far as the handling of the bus, and the welfare of the
students are concerned, but the safe bus and the safe minded bus driver make an
unbeatable combination.

The bus driver must realize that he is an agent of the school. Any action that he takes
will be a reflection of the authority of the school and of the school board itself. Courtesy,
tolerance, and fair play should determine the mental attitude of the school bus driver as
he deals with pupils and parents.

BASIC DRIVER QUALIFICATIONS

Age Qualifications:

1. The minimum age is 18 years of age for a Class B, Commercial Drivers License.
There is no mandatory réetirement age.

Physical:

1. Each driver shall be required to have an annual physical exam by a licensed
physician. The physician shall be selected by the Dougherty County Board of
Education.

2. Upon completion of the examination, the physician shall issue a certificate of
gualification. A copy of the certificate shall be sent to the Transportation
Department.



3. Your physical exam date is set each year by the Transportation Office. If driver

fails to meet his or her appointment at assigned date and time, it will be the
responsibility of the driver to arrange their own physical at their own expense.
Only the physician selected by the Dougherty County Board of Education will be
acceptable.

Driver Training Program:

1.

2.

A school bus driver applicant must complete a minimum of 40 hours training in
the Dougherty County School System - Pupil Transportation Department's
BASIS DRIVER TRAINING PROGRAM.

a. The classes usually last from 9:00AM to 12:00 Noon, five days a week, for
approximately three weeks.
b. The Trainee must be in the class room, ready to begin the class by 8:55 AM.

After successfully completing the Basic Driver Training Program, the applicant
must complete an eight hour National Safety Council Defensive Driving Course.

During the Driver Training Program, a class will be conducted on the Commercial
Driver Llcense Test, to prepare the applicants for the actual Commercial Drivers
License Exam which will be administered by the Georgia State Patrol.

a. The Transportation Department has two, (Benny Crapps and Grady Fields)
Certified Commercial Drivers Trainers. The Skills Test Portion of the
Commercial Drivers License Exam will be given externally.

b. A driver must possess either a Class A or Class B Commercial Driver's
License.

SCHOOL BUS DRIVER JOB DESCRIPTION

GENERAL DUTIES:

Operate school buses under all types of weather conditions, including, but not limited to
sun, fog, rain, sleet, hail, snow, and ice. Transporting students and other authorized
persons, on school routes in regular education, special education, vocational, or
extracurricular trips as authorized by the school System.

SPECIFIC DUTIES

1.

2.

Operate the school bus in a safe and efficient manner.

Conduct thorough pre-trip and post-trip inspections of the school bus and
its special equipment.

Maintain orderly conduct of student passengers. Report unsafe acts or
conditions which require the attention of any person other than the driver.



4. Operate the school bus in accordance with the laws of the State of Georgia
and the policies of the Dougherty County Board of Education.

5. Regular Ed. and Special Ed. drivers must conduct two emergency
evacuation drills twice each school year.

6. Communicate effectively with the school, staff and the public.

7. Complete required reports on time, legibly, accurately, and in the
prescribed manner.

8. Provide maximum safety for passengers while on the school bus, and also
during loading and unloading of the school bus.

9. Clean and service the school bus - this includes sweeping and fueling.

10. Maintain routes and schedules as planned by the Transportation
Department personnel.

11. Attend and patrticipate in all in-service and enrichment activities designated
by the Transportation Department.

12. Maintain knowledgeable skills and abilities to ensure effectiveness.

13. Inspect the school bus at the end of each run to ensure that no student is
left on the bus.

14. Must have a dependable source of personal transportation to job site (i.e.
to shop or bus park location).

15. Perform other duties as directed by the Dougherty County Board of
Education, Director of Transportation, District Manager, or other
supervisors.

BUS DRIVER RESPONSIBILITIES

Responsible for driving and controlling their bus and students, safely according to
regulations and according to schedules. Driving a school bus is a demanding
responsibility. It requires good judgment, the ability to make responsible decisions and
commitment to duties. The bus driver is vested with the following responsibilities; they
should be carefully observed:

1. Operate the bus skillfully and safely by obeying all rules of the road and
other Transportation Department procedure. Safety is the most important
bus driver responsibility.



10.

11.

12.

All duties or responsibilities assigned, or changes in driving assignment
and/or buses, routes, stops, times etc., shall be accepted as part of the
position of being a bus driver.

Maintain a positive attitude toward your duties, the Transportation
Department and the school system.

All routes are to be driven as scheduled with no route deviation unless
authorized by the Transportation Office in writing or by the Dispatcher in an
emergency.

Report any hazards along the existing route to the appropriate school
personnel and the Transportation Dispatcher.

Begin all routes on time. Do not run the route early.

Conduct a pre-trip bus inspection before morning and afternoon routes.
Make a post-trip bus inspection after each route; report immediately any bus
problems to the Shop Foreman. Drivers will ensure no students remain on
the bus after morning and afternoon routes. Before leaving school of the last
student drop off, check the bus.

Complete and turn in required reports and materials in a timely manner.
Some of the routine administrative reports in this category include a copy of
renewed driver license, state mileage report, park sheets, head count
sheets, bus safety reports, logbook copies and when scheduled, turn in the
bus for QBE or necessary maintenance and bus evacuation drills.

Drivers will keep their buses clean, inside and out, at all times. Buses will be
swept out daily or more often, if needed. Drivers should sweep out their bus
after every day's routes are completed. This will keep the bus clean and
provide an opportunity to find items left on the bus by students. While doing
this, drivers will also check for damage or vandalism committed by students.

Keep abreast of updates and important dates provided in the Transportation
Department.

Maintain copies of all current park location sheets in the Transportation
Office and maintain two copies of the current route sheet and student roster
for each school on the school bus.

Bus drivers will wear school system picture identification while at work.

These badges are available from the DCSS Human Resources Department.
If a badge is lost, there is a $5 replacement charge for bus drivers only.
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BUS DRIVER POSITIONS

e Assigned Drivers 8 Bus drivers that are assigned to a specific daily
route for the school year. This position provides benefits.

e Unassigned Drivers - Unassigned drivers are those without assigned
routes that report daily to the District Manager for route assignment. This
position provides benefits. Status change to an assigned route will
depend on driver performance and attendance.

e Substitute Drivers 8 _Drivers that are employed as needed each day by
the Transportation Department to drive routes. This position does not
provide benefits to the driver. Drivers in this category (based on
performance and attendance) will be hired in a permanent position as an
unassigned driver or assigned driver as positions become available.
Substitute drivers report to Turner Field or Newton Road.

PROCEDURES FOR ROUTE, VEHICLE AND DRIVER

BUS ASSIGNMENTS FOR REGULAR EDUCATION

Buses are assigned based first on system needs for efficient route operations and
secondly on driver seniority. In all situations, buses will be assigned to best satisfy the
safe and efficient transportation of students to and from school. Seniority for bus
assignment purposes will be based on the date a driver was last assigned a new bus or
on the date of employment for those drivers who have never received a new bus. In the
event of the same seniority employment dates, ties will be broken first by employment
training date completion and secondly by random selection.

All drivers hired for the opening of the school each year will have the employment training
completion date as their seniority beginning date. A random selection process will be
used in all instances when identical dates exist. Drivers' requests for route transfer must
be submitted in writing.

Any re-hired employees will not be given credit for previous service as it applies bus
assignments. They will be handled as any new employee. Previous service will be
considered for those rehired after family/medical or other health-related leave.

The Director of Transportation may randomly assign new buses to areas in the county
where there is a critical need for newer equipment. This assignment will be made
according to system needs. Once all buses have been assigned for any particular school
year and a vacancy develops, the new hire may assume the vacant bus for the remainder
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of the year. Each year drivers not receiving a new bus will be considered for bus
assignment based on the availability of newer buses. The Transportation Department
Director will decide any conflict or problems that may arise out of this policy. The
Transportation Director's decision in all cases will be final.

PROGRESSIVE DISCIPLINE PROCEDURE FOR BUS DRIVER

The following sequence of action is to be followed when driver/monitor performance has
been indicated as being substandard as identified in the Dougherty County
Transportation Department Employee Manual.

1* Infraction 8 Verbal Warning by District Manager

When a driver receives an infraction the first time, the District Manager provides oral
counseling which is documented in writing by a Verbal warning form or a Memo for
Record. The purpose is to identify and correct unsatisfactory performance by providing
useful assistance to the staff.

2" Infraction & Letter of Correction by District Manager
When a driver/monitor receives a second infraction, their District Manager will move to an
intensive corrective assistance. The corrective assistance requires a letter of direction or
correction to the driver/monitor containing the following items:

Statement of the specific infractions
A An indication of the level of correction that will be necessary to correct the
infraction.
A An indication of the time frame during which correction is to take place. At
the conclusion of that period of time, the District Manager will include:
o If performance has become satisfactory or
o If not, the District Manager will recommend appropriate personnel
action

3" Infraction 8 Written Warning Form Forwarded to Transportation Director for
Administrative Action

Upon the third multiple infraction of any combination the Written Warning form will be
forwarded to Transportation Director with copies of the previous steps. Copies of ALL
infractions will be placed in the driver's work records and administrative action will result.
Various administrative actions may be taken which may include suspension without pay
or termination.

REMEDIATION DRIVERS PROCEDURE

Bus driver safety meetings will be held at the beginning of each school year and
regularly throughout the year for the purpose of safety instruction, general
communication and training to aid all drivers in becoming more proficient in their work.
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Attendance at all of these meetings is mandatory and failure to attend could lead
to a reduction in pay status or dismissal. The local pay supplement includes pay for
these meetings. Any meeting required by the State Department of Education will also
be mandatory. Employee's children cannot attend any meetings.

ANIMALS IN THE ROAD

o Drivers are not to endanger the safety of their passengers by braking
suddenly or swerving to avoid an animal.

e Should a driver strike or cause injury to an animal, notify Transportation
Office of the injury and location of the animal. Transportation Office will
notify the Animal Control Center.

e Unless it is causing a hazard or an animal is a threat to the students, please
wait until after route time to report this to Dispatch.

e Animal Control does not open until 8:00 a.m. If there is a safety issue, the
police will respond, otherwise they will not.

ATTENDANCE POLICY

The school bus driver has one of the most serious responsibilities charged to any
school system employee d the safe transportation of students to and from school each
day. With the acceptance of this responsibility goes the mandate to help ensure that the
assigned route is always covered in a responsible manner; thus, regular and good
attendance is a critical factor in a driver's job performance. Excessive absences of six
(6) or more sporadic and undocumented sick leave absences per year will be
considered a problem. After ten (10) sporadic and/or undocumented absences, the
Transportation Office will send you a letter requiring you to bring documentation for
each subsequent absence for the remainder of the school year. This includes absences
for you or absences that are for family illness, personal court appearance, funerals or
any other reason.

a. Assigned Bus
Only the assign driver is permitted to drive the assigned bus. Under no
circumstances is another driver to drive another person6 sssigned bus unless
special permission is granted by transportation administration. If approved, note
the date and the name of the person who gave you permission and how long the
permission is valid for to enter in to your logbook.

b. Absence Notification Policy
Employees must provide proper notification when not reporting to work. Drivers
must speak to their District Manager after 6:00 a.m. If your District Manager is
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out of the office, you may call Dispatch or the appropriate Transportation
Manager. Any employee who does not notify their Supervisor of an absence is
subject to having time docked for the absence. Employees are expected to be at
work every day and on time. You must report your absence to the district
manager at the office. You must know the name of the person to whom you
reported your absence in case there is no record of your report. Also, it is not
acceptable for someone other than you to call in unless incapacitated. An
employer has a right to expect reasonable regular attendance of an employee.
Irregular attendance warrants a discharge for cause.

c. Absenteeism Departmental Policy
All transportation employees identified as abusers will be notified with a letter of
warning and placed on a 90 day to one year probationary status.

Employees who are on probation or who do not work 152 days during the school
year are not eligible for step increases. In addition, they may not be employed in
the following school year.

d. School Holidays
Employees absent the day before or after a school holiday and the first and last
week of school will be required to provide a doctor's excuse for illness
documentation. Personal leave will only be granted in exceptional
circumstances during these times also.

e. Tardiness

Employees who arrive late often place themselves and their students in harms
way by not conducting the proper inspections or arrive late to their bus stops.
Drivers will be considered late when they fail to follow the route schedule times
on Route Sheet determined by the routing department or fail to leave by
departure time listed on Park Sheet. Employees who are late for duties will be
considered for appropriate administrative action. Excessive tardiness is
considered three or more within a school year and will result in additional
administrative action up to and including a recommendation for termination.
Employees will have their pay docked due to tardiness.

BUSDRIVER CHILDREN

e Drivers may transport their children on their bus to school provided the
school is the child's assigned school based upon their residence and
assigned attendance area. (No student on transfer is eligible for school bus
transportation). Driver's children may ride all runs until the driver arrives at
her assigned parking location; however, at any time a driver's child becomes
a discipline problem, they may be denied transportation on the parent's bus.
Problems alleging misbehavior of a driver's child will be investigated and
appropriate action taken.
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e Drivers children are not allowed in teacher lounges or school hallways.
¢ No pre-school age children will be allowed to ride a school bus.

e Drivers living outside of Dougherty County shall not transport their children
on their bus at any time unless attending a Dougherty County School.

e Children will not be allowed at safety meetings, training classes, orientation
meetings, scheduled conferences, or additional workdays. You must make
other arrangements for childcare.

e All children must have a responsible adult with them at all times they are on
the property of the Transportation Complex. Children are never allowed in
the shop area.

BUS CAMERA RECORDINGS

When a driver has a problem on the bus, it is the driver's responsibility to bring their bus
to the Transportation Department and have the recording removed and viewed, if
necessary. The Director of Transportation, District Managers and/or drivers will view the
recording when the violation's severity warrants documentation. We want the school
administrators to use the recordings as a resource for dealing with the problems on the
bus and not as the primary verification. The driver's credibility should be similar to that
of the classroom teacher and administrators are strongly encouraged to support drivers
without requiring video on every incident. Bus drivers need and deserve your respect
and support to be able to do a credible job. If you feel a driver is not accurately
reporting incidents, please consult the respective Transportation District Manager so we
can get involved. We expect accuracy and truthfulness and will accept nothing less. We
do not expect you to accept less either.

Board Policy

Descriptor Code:JG(1)
Video Surveillance
The Dougherty County School Board recognized the responsibility t 0 maintain order and
discipline on school property and in school vehicles. The Dougherty County School Board
desires to afford students and staff privacy in respect to the records maintained by the
Dougherty County School System. The Dougherty County Sch ool Board recognized the

value of electronic surveillance systems in monitoring activity on school property and in
school vehicles as a method of protecting the health, welfare and safety of its students and

staff. The students and staff of the Dougherty County School System recognize that their
security and safety depends upon the ability of the Dougherty County School System to
maintain discipline and that a certain amount of restraint upon the activities of students is
assumed and expected.

Having car efully weighed and balanced the rights of privacy of students and staff against the
Dougherty County School System's duty to maintain order and discipline, the Dougherty
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County School Board authorizes the use of video camera surveillance in its transportat ion
vehicles and on the school grounds as follows:

1. The Dougherty County School System shall notify its students and staff that video
surveillance may occur on any school property or on any transportation vehicle.

2. The use of video surveillan  ce equipment on transportation vehicles shall be supervised

by the Transportation Director. The use of video surveillance equipment on school
grounds and on other property of the Dougherty County School System shall be
supervised and controlled by the Sup erintendent.

3. Video surveillance shall only be used to promote the order, safety and security of
students, staff and property.

4. The use of video recordings from surveillance equipment shall be subject to the other
policies of the Dougherty Co unty School System, including policies concerning the
confidentiality of student and personnel records.

5.  The following persons shall be granted access to video recordings as needed:

(@) Superintendent;

(b) Deputy Superintende nt;

(c) Executive Director of Finance and Operational Services;

(d) Transportation Director;

(e) Bus Fleet Supervisor;

4] Principals;

(g) Assistance Principals;

(h)  School Police Officers;

(i)  Chairman of the Board of Education Safety and Security Committee; and

)] Such other personnel as the Superintendent deem S necessary.
6. Parents of students shall not be granted access to video recordings unless otherwi se
permitted by the Federal Education Rights and Privacy Act ("FERPA"). A final

determination as to whether a parent shall have access to a video recording shall be
made by one of the administrators listed above after viewing the video recording.
Parents shall have the right to appeal such determination in accordance with the
provisions of FERPA and the Dougherty County Board of Education Policy regarding
student Records (JR).

7. Video recordings will be maintained for a period of thirty days unless t he video
recording documents a criminal act.

Dougherty County Schools Date Adopted:  10/31/2007

CELL PHONE POLICY

This System relies on the onboard radio system to communicate with drivers daily, and
on an emergency basis. At no time is a driver allowed to use a cell phone while they are
driving a bus. Any such incident may require administrative action up to and including
termination of employment depending on the situation. A cell phone may be used to
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communicate with the District Manager or personnel in the transportation offices only
when communication cannot be made by on board radios.

COMPENSATION FOR OTHER DUTIES.

Dougherty County school bus drivers/monitors receive an annual salary well above the
state funded minimum. This supplement in pay covers additional job requirements
beyond the hours spent driving the route. These requirements include attendance at all
mandatory in-service , safety meetings, meeting with District Managers, adherence to
the monthly bus inspection schedule, regular cleaning and fueling of the bus, meeting
with parents, and mandatory retraining for any chargeable accident or safety violations.

DRIVER MAILBOXES

These mailboxes have slots for the office to distribute mail to the drivers. Mailboxes
need to be checked a minimum of twice a week for current information. Those drivers
that would prefer communication via email should provide their personal email
addresses to the District Manager.

EXTRA RUNS

When substitute drivers are not available for routes, the office may ask route drivers to
double up at a particular school. When this occurs, the driver running the extra route
may fill out an Extra Run form (available in the office) to be paid if it exceeds hourly
base pay . Additional assigned runs include Alternative School, Safety Net, Enrichment,
or any other extra run that may be required. These will be assigned to drivers based on
logistics, time frame of their regular route, and driver's attendance. If a driver's
attendance becomes an issue, the driver could lose the privilege of extra runs for
additional pay.

FIELD/ATHLETIC TRIPS

During the year, Dougherty County school groups will take educational field trips.
Drivers are paid for these trips on an hourly basis. Bus drivers seriously interested in
taking such trips must complete a (Extra Trip Form). Efforts will be made to resolve
scheduling conflicts, but repeated refusal to take trips may result in removal from the
field trip list. Drivers will not swap trips among themselves or give another driver a trip
they find themselves unable to take. If a driver is unable to take a field trip that has
been assigned to them, the driver should return the field trip form to the District
Manager at least two (2) days prior to the trip for another driver to be reassigned.

CUSTOMER SERVICE

Every driver must understand that they are not just driving a bus; they are transporting
students to special events in their lives. Drivers must use good judgment to solve
problems, and be customer service oriented.
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First and foremost, you must be safe and on time. You are the official representative of
the Transportation Department and your fellow employees. If the stated departure time
is 1:00 p.m., be at the pick-up point at 12:45 p.m.

Field/Athletic trip bus operators must be able to think clearly and handle unexpected
events. For example, there may not be students or staff at the designated pick-up
location when you arrive. Be smart. Read your directions and call your District Manager.
Do not "just go home". Try to solve the problem. Get help.

FIELD TRIP/ ATHLETIC TRIP GENERAL REGULATIONS

In addition to all regular rules and policies governing the operation of a school bus,
drivers must obey and enforce the following regulations while on a Field/Athletic trip:
Failure to follow these procedures will result in non-payment of trips and/or removal
from the field/athletic trip rotation.

e If a driver is out sick, he/she must report assigned field trip(s) when
reporting absence. If the field trip is not reported, administrative action will
be taken against the driver for willful neglect of duties. Drivers MUST make
this a priority. Drivers failing to follow field trip/athletic trip cancellation
procedures will be removed from Driver Field Trip List.

e Remember assigned trips. No one will call to remind drivers of trips.

¢ Know the location of and necessary directions to the school and the field trip
destination. Drivers needing additional information should contact the
District Manager prior to the trip.

e Family members or friends of drivers will not be allowed on the activity trip
under any circumstance unless the children are members of the class,
organization, or team on the Field/Athletic trip.

¢ Bus must be clean inside and outside before each trip.

e Have sufficient fuel to complete the trip upon arrival at the school. Fuel
levels will be maintained to drive afternoon routes after completion of field
trips.

e Drivers must do a pre-trip and post-trip inspection on every activity trip.

e Coolers and/or athletic equipment cannot block the emergency door/exits.

e Particular attention MUST be made to the odometer readings which will
coincide with fueling records.
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e All buses will stay together going on and returning from a Field/athletic trip.

e |Itis the chaperone or coaches responsibility to maintain discipline on
the bus. Bus drivers are not responsible for supervising and holding
disciplined students on the bus for chaperone or coaches.

e Remind chaperones and teachers of the need to stay within the time limits.

e Obtain the designee's signature on the field trip form indicating approval of
the recorded time and mileage for each trip. Remember that mileage is
recorded from school and back to school 8 not from the bus parking
location.

o Field trip paperwork from the drivers must be turned in the next working day.
e Our goal is to have drivers from their respective school drive their school's

field trips.

Field Trips - Special Regulations
Drivers must obey and enforce the following special regulations while on a field
trip: Failure to follow these procedures will result in non-payment of field trips.

A Bus driver will not make any unscheduled stops, unless directed to do so by
a Transportation Department Supervisor. ALL stops MUST be included in
the original request and approved by the District Manager.

A It is the teacher's responsibility to assure that only authorized students and
chaperones are allowed on the bus. ABSOLUTELY NO pre-school age
children may ride a Dougherty County bus.

A It is the teacher's responsibility to have the students clean up any trash left
on the bus at the conclusion of the field trip.

FIT FOR DUTY

Drivers who have a health problem which prevents their performing any of the elements
of their job, must advise their District Manager of the condition, then go to the Employee
Benefits Office. The (Employee Benefits representative) will provide the driver with a
copy of a school bus driver job description and a Dougherty County Release to Return
to Work form. Drivers will present these forms to their physician. If the driver is limited in
duty in any way, the driver will return to the Employee Benefits Office, bringing the
physician's written recommendations. The Employee Benefits Office may require
another examination to confirm the diagnosis and recommendations.
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GENDER SEPARATION ON BUSES 6 BOYS/GIRLS

Separation of girls and boys on your bus is required and to our advantage. Boys are to
be assigned to one side of the bus and girls assigned to the other side. This
discourages inappropriate contact between the two genders. If you have for example,
more girls than boys on your bus, check with your District Manager as to how to sit the
extra girls on the boy's side of the bus. Failure to separate boys and girls on your bus
will result in administrative action taken against you. This is for all grade levels

INCIDENT REPORTS

The driver must report all incidents that occur in and around the bus and record them in
his/her logbook. Also a incident report form must be filled out and. Incident reports must
be filled out and turned in to your District Manager within twenty-four hours of the
incident. Example of Incidents includes:

A Student bumping head, falling or otherwise injuring him/herself while
boarding, disembarking or while on the bus & regardless of how minor it
may appear.

A Suspicious persons or vehicles at or around bus stop or school.
A Accident, not involving the bus, which the driver witnessed.

A Unauthorized persons entering the bus.

BUS DRIVER DISCIPLINE

While administration values experienced bus drivers/monitor and supports correcting
driver/monitor misdeeds (as opposed to termination), there exists an overpowering
need to put student safety first. SPECIFIC driver acts or choices do exist which can
lead to termination even when committed just one time. Policies and procedures
exist to protect the students while at the same time, they provide protection for the
driver/monitor. When a driver/monitor disregards Dougherty County's Transportation
Department Policies, accountability for the driver's/monitors choice may result in
termination. The following list some examples:

Instances where drivers will automatically be dismissed regardless of seniority or years
of service are as follows:

Actions which put studentsé | ives in danger

A Speeding/reckless driving with students on your bus
A Failing to stop at a railroad crossing unless controlled by a traffic control signal, a
policeman, fireman or flagman.

A Leaving a student on the bus unattended
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A
A
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Putting a student off th bus at an unauthorized stop for that student
Driving a school bus while under the influence of drugs or alcohol
Any criminal conduct leading to conviction

Any act of violence to a student, DCSS employee or member of the public

Severe Consequences

A

A
A
A
A

>\

>\

> > > > >

>\

The use of profanity to a student, parent, teacher or DCSS Administrator
Failure to report incidents of unprofessional behavior by monitors on your bus
A driver who is disrespectful to any system administrator or supervisor
Allowing an unauthorized person or persons on the school bus

Non reporting of any criminal activities to the DCSS Human Resources
Department

Failure to notify immediate supervisor of a potentially dangerous situation on bus

Failure to safely and properly maintain assigned bus. This includes but not
limited to unauthorized use or allowing the use of a school bus not assigned to
you by office or shop personnel, driving a school bus with doors open, if bus runs
out of fuel, failure to turn bus in for maintenance, failure to have a malfunctioning
radio/camera monitoring system submitted for repair, failure to clean bus on a
daily basis, etc.

Failure to separate males and females riding your bus.

Operating a bus with a known safety defect. This could result in student injury.
Before every trip a "pre-trip" inspection must be conducted. It is imperative that
safe equipment is used to transport the students.

Backing the bus with students on the ground at a bus stop.

Vehicle abuse resulting in substantial property loss

Abandoning children left in your care

Sending students across multiple lanes of traffic at a bus stop.

Adding bus stops to your route (courtesy stops) without permission from
Transportation Administration.

Getting off your bus and losing visual contact with your students.

Abandoning your bus routes by refusing to drive your bus.
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A Refusing to pick up students as directed.

All drivers will be notified of any additional actions included in the above listé s .

LOST AND FOUND

Turn in items found on the bus to the school. You should record the name of the
student, the name of the school representative to whom you give the item, the date and
a description of the item in your logbook. This record will support you if you are accused
of being responsible for an item's loss. It is important to walk through your bus after
each school's load in order to determine which school the item goes to. Do not turn
items in to Transportation, except on the last day of school. You may return a found
item directly to its owner if the owner is known.

SECTION Il - STUDENT SAFETY DURING ROUTES

Band Instruments Or Other Carry On Items

Band instruments, or other items, carried on a school bus must be of such size that they
can be transported in the student's lap. This is necessary to insure that all items are
kept under the control of the student at all times in case of an accident or an
emergency. Baggage and other items transported in the passenger compartment
should be stored so that the aisles are kept clear and the doors and emergency exits of
school vehicles remain unobstructed at all times.

Compliance with this standard is mandatory. No student carry-on items can obstruct the
orderly emergency or non-emergency exiting of the school bus. Securement of carry-on
items prohibits them from becoming flying objects in the event of an accident. ltems on
the seats, floor, or obstructing the aisles endanger all students on the bus.

School System transportation personnel are requested to use prudent judgment in
determining the instruments that will be allowed on buses under these conditions.
Consideration should been given to the size of the instrument as well as the size and
physical characteristics of the student in determining each instrument that is acceptable
on a school bus.

Confiscated Property

If a school bus driver confiscates prohibited items or any property that is causing
misbehavior affecting the safety of the bus, the driver must either return the property to
the student or turn it in at school. If you turn in the property, you should record the name
of the student from which the property was taken, the name of the school representative
to whom you gave the item, the date and a description of the item in your logbook. This
record will support you if you are accused of being. responsible for an item's loss. It
shows the chain of custody of the items until it is out of your control.
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Forbidden Items

Items forbidden on the bus include, but are not limited to the following: matches/lighters,
cigarettes, balloons, cell phones, pagers, audible radios, tapes, compact disc, MP3
players or any other electronic device, mirrors, lasers, flash cameras, or any other lights
or reflective devices, guns, knives, pyrotechnics, and other weapons or anything that
might spill, break, or cause personal injury (OCGA-202-751.5). Insects, birds, reptiles,
animals (dead or alive), glass bottles, or glass containers of any kind, cans, or toys are
not allowed. Students in possession of such items on the bus will be held responsible
and referred to the proper authorities. All approved book bags or other approved items
must be held in the students lap.

Standing Students

No bus shall transport students in excess of legal capacity (overloads). Our policy is to
not have students standing during transport if possible. Early in the year you may have
to transport with students standing (Not to exceed seating capacity plus 20%). You must
report it in writing upon each and every occurrence to the Transportation Routing
Specialist and keep on reporting it until corrected.

However; if you have a load that is greater than can be seated and it necessary for a
student or students to stand, students should be instructed to give books and other
objects to a seated student and to hold on firmly to the seat frame.

Student Rosters

Drivers must maintain three (3) updated copies of the student roster for each school on
the bus. The lists may be obtained upon request from the Transportation Specialists in
the office. Not only do the lists contain telephone numbers for contacting parents, but
also in case of a collision, the lists contain all the information needed by the police who
might handle the accident. Obtaining the name, address, phone number and age from
60 elementary children after an accident can be close to impossible. The student lists
are also more accurate than getting that information by hand from the student. Besides
containing the phone numbers and its use following an accident, each driver should use
the list to help get to know the students. Each list must be kept up-to-date with accurate
information. It will help the driver determine if there are unauthorized riders. Make notes
and changes to keep your lists up-to-date. Request a new list periodically or as often as
needed.

SUBSTITUTE BUS PROCEDURE

When you need maintenance performed on your bus, you will need to check out a
substitute bus from the shop. Your substitute bus should be returned as soon as your
regular bus is ready. Before your assigned bus will be returned the substitute bus is
required to be cleaned inside and out, "topped-off" with fuel and checked back into the
fleet through the check-out/check-in system. The only exception is if the bus was issued
dirty then it is the driver's responsibility to notify the shop foreman and to make other
arrangements upon return of the substitute bus. Check with the shop supervisor when
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you need to check out or return a spare bus. Failure to turn in a spare bus after your
regular bus has been repaired could result in administrative action taken against you.

SUBSTITUTE BUS NUMBERING

Numeric, magnetic labels are provided by the shop when you have to use a spare bus.
Use your replacement label and cover the substitute bus number with it. At any one
time there should be one number on the side of the bus (your number) where the
students are boarding. Paper signs indicating the bus number should never be placed in
the bus windows as it will impair your vision and endanger your passengers

SCHOOL BUS INSPECTIONS

Federal law mandates that bus driver conduct a pre-trip inspection of their vehicle
before operation. In addition Georgia state law requires that school buses must be
inspected annually by the Department of Driver Services. All buses are required to be
inspected monthly by the DCSS Transportation Department. The monthly inspection is
called a QBE (Quality Basic Education) inspection. These inspections take precedence
over all other trips such as field and athletic trips. We cannot emphasize enough the
importance of all our buses passing these inspections. We know you will do your part in
making this inspection a success. Thank you for your assistance.

e Annual Inspections Procedure
All drivers will be given the date on which you must take your bus to the shop for
annual inspection. It is imperative that your bus is on the lot on the date
designated for the annual inspection. The office or shop will notify you of any
changes. Please follow these guidelines:

Be prompt on the designated day.

Have the interior of your bus clean.

e Monthly Inspections Procedure
All drivers will be given monthly service dates on which you must take your bus
to the shop for inspection and routine maintenance. Mechanics will be instructed
to check and evaluate all buses for cleanliness and fuel levels.

e Daily Pre/Post Trip Procedure
All drivers are required to perform the daily walk-around inspection and inside
safety check on their bus. This is not only a safety measure; it is also a way of
promoting good preventative maintenance. A problem caught early can be solved
before it puts a bus out of service. The safety check must include at least all of
the items listed on the "School Bus Driver's Five-Minute Daily Walk Around and
Inside Safety Check." Special care should be taken to test the brakes before
starting any route. You should proceed to a speed of five (5) miles an hour and
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then apply the brakes. A pre-trip inspection shall be performed fifteen minutes
prior to beginning morning and afternoon routes and any other trip for which
students are transported. At the completion of the route a post-trip inspection of
the interior of the bus shall be conducted after each route or trip. Any vandalism
or other damage found should be reported immediately to the shop foreman and
the District Manager. A Bus Incident Report detailing the incident and person(s)
involved must be filed with the school principal and an Incident Report filed with
the District Manager.

BUS INCIDENT REPORT (Drivers Should Use Current Year Forms)

This is the form the drivers will submit to school administrators for administrative action
following a violation of safety rules on the bus. These are the Bus Incident Reports that
are to be returned to the bus driver within 24 hours with actions taken section
completed and signed by an administrator. Drivers are required to retrieve their copy of
each Bus Incident Report and submit it to their District Manager with the driver's
logbook each month. District Managers will submit Bus Incident Report copies to the
Transportation Director.

HOW TO FILL OUT DRIVER LOGBOOK

Drivers are to keep a log of all numbered bus incident reports submitted to each school
as well as incidents reported to the bus shop of any kind of road or bus problem. If you
are in doubt about recording the incident in your log, go ahead and record it so there will
be a record of it. Keep the log for the entire year in a notebook. Logbooks will be
required to be copied and turned into the District Managers personally each month on
the QBE Bus Inspection date. Drivers are to copy only current month entries. All drivers
are expected to keep a driver's logbook and submit it upon request from the principal or
District Manager.

SCHOOL BUS MANAGEMENT - CONDUCT ACTION PLAN FOR STUDENTS

Recommendations:

A 1°' Violation - Driver Student Conference, change seat when appropriate. Parent
contacted (Courtesy Notice). Student returns signed Courtesy Notice the next
day.

A 2" violation or if student did not return signed Courtesy Notice the next day -
Driver Student Conference, change seat when appropriate. Parent contacted
(Courtesy Notice & Phone call).

All of the steps above must be completed before the driver makes another
referral.
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A 3" Violation - 3 day bus suspension by Transportation.

A 4™ Violation or Severe clause i 10 days bus suspension by Transportation.

A 5" Violation or Severe clause - 30 days bus suspension by Transportation.

A 6" Violation or Severe clause - Tribunal hearing/disciplinary hearing.

Severe Clause Violation i Reqular Education

The following violations are severe and will receive an immediate referral by
Transportation:

A Open defiance or abusive language to the driver/supervisor
Bullying/Physical assault/battery (O.C.G.A.20-2-751.4/0.C.G.A.20-2751.5)
Willful destruction of property

Carrying a weapon

Verbal threats to the driver or other students

Possession or use of alcohol, tobacco products and/or drugs

No communication devices allowed on buses

Sexual Harassment/Sexual Battery (Touching)

Possession of obscene materials

Gang-related intimidation

> > > > > > > > > >

Any other action that clearly threatens the safe operation of a school bus
and its occupants

SEVERE CLAUSE VIOLATION T SPECIAL EDUCATION

The following violations are severe and will receive an immediate referral to the
principal:

A Open defiance or abusive language to the driver
A Bully/Physical Assault/Battery (O.C.G.A.20-2-751.4/0.C.G.A.202-751.5)

A Willful destruction of property
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Carrying a weapon

Verbal threats to the driver or other students

Possession or use of alcohol, tobacco products and/or drugs
No communication devices allowed on buses

Sexual Harassment/Sexual Battery (Touching)

Possession of obscene materials

Gang related intimidation

> > > > > > > >

Any other action that clearly threatens the safe operation of a school bus and
its occupants.

*The decision to provide a student with special transportation is made by the IEP
Pl acement Committee and is included in t

STUDENT OFFENSES AND DISCIPLINE PROCEDURES

Offense:

Assault/Battery or other act of physical violence against school personnel.

Disposition Range:

Hearing and 10 Day out-of-school suspension. Automatic referral to a discipline tribunal.

Offense:

Violence 8 Communication of a threat intended to terrorize school employee(s) or
students(s)

Disposition Range:

Penalty at discretion of Principal. Depending upon circumstances, up to
recommendation for expulsion and/or filing of criminal charges with police.

Offense:

Assault/Battery or offenses involving extreme physical violence or attacks by two or
more students on an individual.

Disposition Range:

Hearing and out-of-school suspension. Possible recommendation for expulsion.

Offense:

Verbal assault, bullying, threatening, or intimidating another student with violence.
Disposition Range:

Penalty at discretion of principal depending on circumstances. Possible
recommendation for expulsion in cases involving repeated violations.
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WARNING & Bullying is prohibited by the Dougherty County Board of Education
and by Georgia Law. In accordance with Georgia Law [O.C.G.A. 20-2-751-4], any
student in grades sixth through twelve who commits a third offense of bullying in
a school year will be assigned to the Alternative School.

Offense: Fighting.

Disposition Range:

Penalty at discretion of principal depending on circumstances. Possible
recommendation for expulsion in cases involving repeated violations.

FIGHTING ORDINANCE

In addition to school disciplinary action, students are hereby notified that School Police
Officers are authorized to make arrests and to issue citations for fights occurring on
school grounds and on school buses. The court having proper jurisdiction may levy
fees or fines ranging from $100.00 to $1,000.00.

Offense: Conduct on Bus & Act of physical violence against school bus driver or other
employee.

Disposition Range:

Immediate suspension and referral to Tribunal. Possible recommendation for
permanent expulsion (see student handbook/bus conduct code).

Offense: Unruly behavior.

Disposition Range:

Notification of parents. Possible removal of transportation privileges up to and including
ten days. Permanent revocation of transportation privileges upon repeated violations.

Offense: Vandalism

Disposition Range:

Notification of parents. Restitution for damages. Possible removal of transportation
privileges up to and including ten days. Permanent revocation of transportation
privileges if incident is extreme or repeated.

BUS DRIVER SAFETY ACTION PLAN:

A Verbal warning by driver (may change student's seat at any time)

A Call parent for help and send conduct report home

A Refer student to principal

All of the above violations should be supported whenever possible by camera
recordings.
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ASSERTIVE SAFETY PLAN
In an effort to assist drivers with safe transportation of students, the Transportation
Department has adopted the following rules:

Observe the same conduct as in the classroom.

Be courteous, use no profane language and keep your hands to yourself
Do not eat, drink, or chew gum on the bus

Bus drivers or schools are not to sell candy or food to students

Keep the bus clean

Cooperate with the driver

Do not smoke

Do not be destructive

Stay in your seat, facing forward

Keep head, hands and feet inside the bus

> > > > > > > > >

Bus driver is authorized to assign seats.

The following information describes some of the behaviors that interfere with the safe
transportation of students on school buses:

A Loud and disruptive behavior
A Students standing and/or changing seats, not in assigned seat

A Improper language/gestures (profanity or use of obscene language, threats,
racial or sexual remarks and/or inflammatory statements)

Interfering with others.

Sexual battery (touching)

Eating, drinking on bus

Lighting matches/lighters

Throwing objects inside or outside of the bus
Putting head, hands, or feet outside of bus window

Opening emergency door

> > > > > > > D>

Refusal to comply with reasonable request from bus driver or other
Transportation staff
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Listed below are three School Plans of Action recommended by the Transportation
Department. The principal may develop an alternative plan of action to address bus
safety reports if he/she so desires. The plan should be written and administered fairly,
firmly and consistently by each administrator throughout the school year and from bus
to bus. Alternative School Plans of Action may be developed by each school. If no
alternative plan is developed and presented to the Transportation Department and
drivers, the plans listed below are to be followed. Alternative school plans of action
must be provided to the bus drivers and the Transportation Department as a matter of
record. Bus drivers should be given a copy of the school's plan of action and
procedures for implementation should be discussed with bus drivers at the school's
driver orientation meeting. Driver orientation meetings are extremely important for bus
drivers at each school and must be held very early in the year if not before school
starts. This forum provides an opportunity for school administrators to explain how the
School's Plan of Action will work to support safe transportation to and from school.
This plan should provide a procedure to address all bus safety reports. All reports
must be addressed by the Principal/Designee immediately and returned to the bus
driver within 24 hours or reasonably sooner thereafter.

SECTION Il - ADMINISTRATIVE PLAN OF ACTION FOR DISCIPLINE
BY DRIVER FOR ADMINISTR ATORS

Elementary/Secondary Reqular Education

Regular Education 8 Elementary Schools

This Administrative Plan of Action may be used as a standard for dealing with
elementary student bus safety reports submitted to school administrators by your bus
drivers for intervention/support:

A 1st Referral Conference/parent contact & Warning
A 2nd Referral Some intervention options (see Board Policy JDD)

1. Warning, detention and/or SST (to include bus
behavior)

2. Bus probation and assigned seat
3. Restricted school activity (dances, games, etc.)

4. In-School Suspension
5. Bus suspension: 1-10 days
A 3rd Referral In-School Suspension or Bus Suspension: 1-10 days

A 4th Referral Bus Suspension or 1-10 days Out-of-School Suspension
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A 5th Referral Disciplinary Hearing or Tribunal Hearing

A 6th Referral Tribunal Hearing and permanent Bus Suspension

Elementary /Secondary Special Education

The decision to provide a student with special transportation is made by the IEP
Placement Committee and is included in the student's IEP. Special Education students
cannot be suspended from the bus or from school in excess of ten days per school
year. Contact the Special Education Department at the ESP office if you need advice or
help.

A 1° Referral - Conference with student

A 2" Referral - Warning
Reassignment of bus seat
Parent called for assistance

A 3" Referral - Bus suspension 1 8 3 days
Restricted school activity
In-School Suspension

A 4th Referral Bus Suspension 1 8 3 days
In-School Suspension
Conference with parent, student, driver and
administrative designee

A 5th Referral Conference with parent, administrative designee,
transportation supervisor and driver to include a Plan of
Action to be followed
In-School Suspension

A 6th Referral In-School Suspension
Bus Suspension 1 d 3 days

Regular Education--Secondary Schools

The School Plan of Action should result in the following consequences providing that
the bus driver has followed the school bus driver management plan and has
documentation of a verbal warning by the driver, a copy of the written bus driver action
plan notifying the plan and parent has been contacted by phone.

A 1st Referral A 10 3day suspension from the bus
School Principal/Designee and/or bus driver should meet
with the student to discuss the problem as soon as
possible.* If the Principal/Designee determines the student
is responsible for the stated offense, the Principal/Designee
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A

2nd Referral

A 3rd Referral

A 4th Referral

counsels with the student and contacts parent to seek
assistance in correcting the behavior

A 338 5 day suspension from the bus

The student is placed on probation and assigned a
seat**upon his/her return to the bus. School
Principal/Designee and bus driver should meet with the
parent and student to discuss the situation.*

A 5 8 10 day suspension from the bus and/or school.
The student is placed on probation and assigned a
seat**upon  his/her return to the bus. School
Principal/Designee, bus driver and a Transportation
Department Supervisor should meet with the parent and
student to discuss the situation.*

A 10 & day suspension from the bus and/or school and a
referral to a Disciplinary Tribunal for long-term suspension
or possible permanent expulsion from the bus.

*Bus drivers are required to attend student/parent conferences as needed
**Bus drivers have the authority to assign seats to any and all students as needed.

SEVERE CLAUSE TO CONSIDER IN ADMINISTRATIVE PLAN

REGULAR AND SPECIAL EDUCATION 68 ELEMENTARY AND SECONDARY

SCHOOLS
The following violations are severe and will receive an immediate referral to the
principal:

A Open defiance or abusive language to the driver

> > > > > > >

Bully/Physical Assault/Battery (O.C.G.A.20-2-751.4/0.C.G.A.202-751.5)

Willful destruction of property

Carrying a weapon

Verbal threats to the driver or other students

Possession or use of alcohol and/or drugs

Sexual Harassment/Sexual Battery (Touching)

Possession of obscene materials
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A Gang related intimidation

A Any other action that clearly threatens the safe operation of a school bus and
its occupants.

Some of the more serious offenses are a violation of the law and the offending student
may be assessed penalties which exceed that stated in the above listed guidelines.
Actions for regular education students for those offenses include, but are not limited to,
removal from the bus for the entire school year and/or suspension or expulsion from
school. Special Education students cannot be suspended from the bus or from school in
excess of ten days per school year.

STUDENT OFFENSES AND DISCIPLINE PROCEDURES

Offense:

Assault/Battery or other act of physical violence against school personnel.

Disposition Range:

Hearing and 10 Day out-of-school suspension. Automatic referral to a discipline tribunal.

Offense:
Violence 8 Communication of a threat intended to terrorize school employee(s) or
students(s)

Disposition Range:
Penalty at discretion of Principal. Depending upon circumstances, up to
recommendation for expulsion and/or filing of criminal charges with police.

Offense:

Assault/Battery or offenses involving extreme physical violence or attacks by two or
more students on an individual.

Disposition Range:

Hearing and out-of-school suspension. Possible recommendation for expulsion.

Offense:

Verbal assault, bullying, threatening, or intimidating another student with violence.
Disposition Range:

Penalty at discretion of principal depending on circumstances. Possible
recommendation for expulsion in cases involving repeated violations.

WARNING & Bullying is prohibited by the Dougherty County Board of Education
and by Georgia Law. In accordance with Georgia Law[O.C.G.A. 20-2-751-4], any
student in grades sixth through twelve who commits a third offense of bullying in
a school year will assigned to the Alternative School.

Offense: Fighting.
Disposition Range:
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Penalty at discretion of principal depending on circumstances. Possible
recommendation for expulsion in cases involving repeated violations.

FIGHTING ORDINANCE

In addition to school disciplinary action, students are hereby notified that School Police
Officers are authorized to make arrests and to issue citations for fights occurring on
school grounds and on school buses. The court having proper jurisdiction may levy
fees or fines ranging from $100.00 to $1,000.00.

Offense: Conduct on Bus d Act of physical violence against school bus driver or other
employee.

Disposition Range:

Immediate suspension and referral to Tribunal. Possible recommendation for
permanent expulsion (see student handbook/bus conduct code).

Offense: Unruly behavior.

Disposition Range:

Notification of parents. Possible removal of transportation privileges up to and including
ten days. Permanent revocation of transportation privileges upon repeated violations.

Offense: Vandalism

Disposition Range:

Notification of parents. Restitution for damages. Possible removal of transportation
privileges up to and including ten days. Permanent revocation of transportation
privileges if incident is extreme or repeated.

NOTE: Whenever a student is found to have engaged in bullying or is found to have
engaged in physical assault or battery of another person on the school bus, a meeting
of the parent/guardian of the student and appropriate school official(s) must be held to
form a School Bus Behavior Contract. [Ref. 20-2-751.5]

ref.: Dougherty County School System Discipline Procedures, 2002-2003, Grades K-12

PARENT CONFERENCES WITH BUS DRIVERS

All parent conferences with bus drivers must be scheduled and conducted by an
administrator from the school. Transportation Department District Managers are
responsible for scheduling bus drivers for these conferences as needed. If the parents
of a student request to meet with the school bus driver at school, a school administrator
must schedule, conduct and maintain control of the meeting. The Transportation
Department will send a District Manager or administrator to meet with the driver, parent
and school administrator. While drivers are responsible for maintaining order on the
bus, corrective measures for any student misconduct are the responsibility of the school
administrator. Whenever possible, the school bus driver and the parent should wait in
separate areas before the conference begins.
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ANNUAL EVALUATION
Employees receiving a needs improvement on their annual evaluation may be subject
to remediation and/or additional training or nonrenewal.

SECTION IV - BOARD POLICIES 6 EMPLOYEES MANUA L

The Dougherty County Board of Education operates the school system through a series

of Board Policies. In addition to the Policy Manuals located in the media center of every

school, there is one available to Transportation Employees in the District Manager 0s
office or Transportation Department o r on l i ne on t he school
Awww. docoschool s. orgbo

The Transportation Department has included policies for this Employee Manual from
the board policy manual that relate to you and your job. Employees are responsible to
be knowledgeable of Board Policies and follow the guidance they prescribe.

CHILD ABUSE AND NEGLECT REPORTING.
Georgia educators are required to report suspected child abuse and neglect to the
appropriate authorities.

e "Any child under 18 years of age who is believed to have had physical
injury or injuries inflicted upon him or her, other than by accidental
means, by a parent or caretaker or has been neglected or exploited by a
parent or caretaker or has been sexually assaulted shall be identified to
a child welfare agency providing protective services where the child lives
and having been designated to the county's Department of Family and
Children Services (DFACS) by state law and the Georgia Department of
Human Resources..."

e School bus drivers and monitors are included under the umbrella of
educators. The appropriate authorities to report suspected child abuse
and neglect would be the school principal or counselor. It is always our
effort to look out for the best interest of the children we serve in
Dougherty County. Ref.. Dougherty County Board of Education Policy
JGI.

CONFIDENTIALITY GUIDELINES

While employed, an employee may hear or learn about information that is privileged,
confidential, and exempt from disclosure under applicable state or federal law. This may
include, but not limited to, information regarding a student, their family situations,
education classification, medical conditions, etc. Disclosure, dissemination, coping or
distribution of this information is strictly prohibited. Employees may only discuss this
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information to the person(s) within the System that can offer assistance with the
student/situation. Employees may not discuss student, parent, or employee information
with other individuals outside those not in the position to receive such information.

Bus Drivers may be liable for conversations about students, parents, employees and
staff members and are legally bound not to discuss any information they have received
or learned during your employment within the Dougherty County Board Of Education
and doing so may be a violation to the person's right to privacy as well as other rights to
confidentiality. If you need assistance with a student or situation, you should seek help
from your District Manager.

COMP TIME

All exempt employees and certain non-exempt employees are eligible to accumulate
comp time. Comp time is accrued at the rate of time and one half for all hours worked
over 40 hours per week. Comp time must be documented and submitted to your
immediate supervisor on a weekly basis. Requests for use of accumulated comp time
are regulated by the same procedure as requesting personal leave. Comp time must be
used before the last day of May of each year. Comp time cannot be carried over into the
next year under any circumstances.

DRESS CODE AND GROOMING

The Dougherty County Board of Education recognizes that dress and grooming of
employees are significant factors in the educational process of students. Furthermore,
creating an exemplary model for students is desirable. In keeping with this
understanding, every employee of the Dougherty County Board of Education is required
to maintain a level of personal hygiene necessary to ensure an appropriate educational
environment, and to refrain from any mode of dress not exemplary for students. Every
employee is encouraged to observe a standard of grooming and dress consistent with
the level of formality of the school situation.

The minimum expectation of employees regarding dress and grooming will exceed
those standards required in the policies and regulations for student dress and grooming
as listed below:

e All drivers will be providedwith3fipol o6 shirts with the

Drivers are expected to wear these shirts whenever transporting students
on the systemdbs behalf.

e Short-shorts must not be worn. Shorts should be no more than three inches
above the knee.

e Drivers and monitors shall wear appropriate footwear with attaching heel
guards or straps. Any type of "flip-flop” will not be permitted. Driving any
Dougherty County School System bus with high-heel shoes on your feet is
forbidden. Shoes with flat soles are appropriate with less than two (2) inch
heels.

e No see-through or revealing garments are permitted.

36

DCSS



¢ Neatly combed hair, no rollers, or anything which covers the ears such as a
hood.

No spandex pants are permitted.

No "doo-rag" or skullcaps are permitted.

Any headgear covering the ears is inappropriate.

Men will be clean-shaven or maintain well-groomed beards or whiskers.
Garments advertising tobacco, drugs, alcohol, gangs or sex MUST NOT be
worn. Any garment deemed inappropriate by District Managers must not be
worn.

EMERGENCY SCHOOL CLOSINGS - SEVERE WEATHER

During a period of emergency, the Superintendent shall have the authority to close
schools, shorten the school day, and to institute other necessary measures to ensure
the safety and welfare of the students and personnel. The Board Chair shall be notified
of such action as soon as possible.

EMPLOYEE IDENTIFICATION BADGES T MANDATORY- IMPORTANT

All employees are required to have an Employee Identification Badge. This badge is to
be worn at all times while on Dougherty County School System property. This includes
while driving or monitoring on a bus, in a school, at any Dougherty County School
System administrative building, attending tribunals or any court hearings, and at any
other job related function.

FINGERPRINTING - MANDATORY - IMPORTANT

Employees are required to be fingerprinted for local and federal background checks as
mandated by Board policy. Fingerprinting is a part of the application process for all
employee applicants. You will be subject to be fingerprinted periodically as a condition
of your continued employment with the Dougherty County School System. Both federal
and state background checks will be performed every 2 years on all Dougherty County
School System personnel.

INAPPROPRIATE EMPLOYEE CONDUCT

The following are some examples of inappropriate conduct for which a employee may
be counseled or given corrective action. This list is not inclusive of all situations but a
guide in which employees should use to help determine appropriate action or behavior
on their part. The Superintendent reserves the right to implement any form of corrective
action including but not limited to Letters of Correction or Direction, Suspension with
pay pending investigation. Placement on Probationary Status with restrictions, restricted
from earning extra pay, suspension without pay and/or termination. This is relating to
employee misconduct whenever it is determined that sufficient reasons are present or
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where an employee's actions cause a disruptive or hostile work environment. The
safety of the student(s), coworkers, staff and the general public will remain the top
priority. The order of the following examples in which these are listed does not
represent their importance.

1. Present at work or on school system property or school bus while under the
influence of alcohol, medicine or any other prescription (not in the employees
name) or controlled substance.

2. Use or possession of illegal drugs, alcohol or tobacco products while on the job or
while on school system property or school bus. This includes a positive test for
alcohol or drugs or refusal to take or unable to perform a drug or alcohol test
when directed (post accident or suspension) or random testing.

3. Any inappropriate conduct that is detrimental to the good order and discipline of
the Transportation Department or Dougherty County School System regardless if
the incident occurs on or off school system property or school bus. This includes
actions directed to a student, another employee, staff member, supervisor or
member of the public.

4. Use of profanity or abusive language directed to any student or employee or to
any one in particular while on school system property or school bus or any action
that can create a hostile work environment.

5. Any act of harassment (sexual or otherwise) directed to any employee, student,
and staff member including sexual misconduct.

6. Unsatisfactory work performance including but not limited to not conducting proper
pre/post trip inspections, not following route sheets, failure to attend required
Transportation Department/Georgia Department of Education /parent/school
meetings/conferences, failure to respond to a radio call, failure to follow
instructions given by a District Manager. Incompetence or willful neglect of duties
(abandoning assigned route), etc.

7. Unreliable attendance or unauthorized absence, failure to report to work (callout)
false sick leave claims, excessively being more than ten (10) days late for work
assignment or required meeting in a school year, or failure to provide required
notification for an absence.

8.  Reduction in staff due to funding or service levels.

9. Any inappropriate action directed towards a student including inappropriate
physical contact, verbal or abusive language, harassment (sexual or otherwise),
public ridicule, or releasing of private/confidential information relating to a student
or parent.

10. Falsification of or failure to submit when requested by a District Manager an
application or any other System record including but not limited to athletic trips,
field trips, extra run trips, park sheets, route sheets, head count sheets, bus
safety reports, logbooks. or any other documents used to track time/pay or load
counts. This includes any act of verbal lying regarding any incident.
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11.

12.

13.
14.

15.

16.

17.

18.

19.
20.

21.

22.

23.

24,

Damage to any property in the employees care if damage is a result of driver
negligence or willful action.

Creating a hostile work environment including spreading rumors, gossip or
confidential information about an employee, staff members, student or parents.

Interference with another employee's job performance.

Dishonesty or making false statements or misrepresentations regarding any work
related issues.

Insubordination, including, but not limited to, disrespect to any System staff
member or supervisor, refusal to cooperate in any investigation or to follow and/or
carry out valid work related instructions of a supervisor or any Transportation or
System employee with administrative authority.

Engaging in personal business during work time, including but not limited to, the
use of System property or equipment for personal profit or unauthorized use of
System facilities for any purpose other than official System business.

Deliberate sabotage, destruction or damage of System, co-worker, student,
parent, supplier, visitor, property or equipment, or the commission of act or acts
intended to cause destruction or damage to such property. Inappropriate use of
the school bus radio.

Careless or reckless driving of any vehicle on System property or while
transporting students, or careless or reckless driving of a System vehicle at any
time.

Transporting students in personal vehicles without parental or System consent.

Failure to notify immediate District Manager of a potentially dangerous situation
on bus or an injury or iliness that may hinder an employee's ability to perform ones
duty in a safety sensitive position.

Any form of inappropriate physical contact with an employee and/or student except
for the purposes of appropriate instruction, self-defense, medical resusitation or
necessary and appropriate physical restraint.

Dating or attempting to date students, or engaging or attempting to engage in any
activity designed to encourage or which does encourage an inappropriate
relationship with students.

Failure to follow applicable System policies, rules, procedures or regulations
regarding the reporting or taking of absences from regularly scheduled duties,
including but not limited to any rules or procedures established, published, or
verbally given by a supervisor to an employee.

Entering or manipulating someone else's mailbox or computer.
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25.

26.

27.

28.

29.

30.

31.

Selling any items to students or collecting money from students.

Failure to maintain a satisfactory Georgia state driving record and/or an
accumulation of points to your System driving record awarded by the Safety
Review Committee.

Any federal or state court felony criminal conviction, guilty plea, plea of nolo
contendere, no contest, deferred prosecution or prayer for judgment continued (or
similar criminal convictions, pleas, deferred prosecutions or prayers judgment
rendered in foreign jurisdictions) and/or involving minors under 18 years of age
system or school property, employees, visitors, or students. A conviction includes
any finding or admission of guilt and or any imposition of a fine, jail sentence,
probation, or other penalty.

Failure to maintain appropriate credentials to include but not limited to Georgia
Commercial Driver's license, medical exam required for bus drivers, assessment
testing, training hours, etc. for the particular job(s) or duties being performed by an
employee necessary and/or required for the performance of an employee's work
responsibilities.

Engaging in any unlawful behavior (with the exception of minor traffic violations
outside of work hours), whether on System property, during work time, while in the
course of Board business, or otherwise, and whether or not the employee is
convicted for such behavior.

Violation of any written rule or procedure published by the School Board,
Transportation Department, or verbal instructions by a District Manager, provided
that such rules and procedures do not violate or conflict with any Board policy or
administrative rule, procedure or regulation.

Violation of any applicable federal, state or local statute, regulation or ordinance
governing public school employees.

32.Violation of traffic laws regardless if employee is cited by law enforcement or not.

33.

This includes violation of any policy or procedure required for the safe operation of
a school bus and those incidents that may be observed or identified by the
onboard cameral/video system. Although no act, intentional or unintentional,
regarding the following of any law, policy or procedure can be classified as a minor
incident, each incident will be categorized based on the individual incident, the
actions of the driver, and the conditions surrounding the incident.

Violation of any Board policy or administrative rule, procedure, regulation, or
standard of conduct, but not limited to , any Board policy or administrative rule
procedure, regulation, concerning sexual behavior, discrimination, harassment,
alcohol, illegal drugs, unlawful behavior, security or safety.
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LIABILITY
You may be held liable for injuries to students resulting from your negligence. All four
essential elements or grounds for negligence must be present. Courts generally
consider these to be:
e Your legal duty to conform to the standard of conduct (policy, law or
regulation) for the protection of others against unreasonable risks.
e Your failure to conform to the standard.
e A reasonable close, casual connection between your conduct and the
resulting injury.
¢ Actual loss or damage to the interests of another.

You are not automatically guilty of negligence if injury occurs. You have the opportunity
to refute the charge by proof that proper care was used. Negligence is for jury
determination.

MOTOR VEHICLE RECORDS

Motor Vehicle Records (MVR's) are checked twice a year on all employees who are
required to maintain school bus license and certification. This is to protect the employee
and Dougherty County Board of Education if a driver is involved in an accident and
there are injuries to or in the System vehicle. When we have accidents, the public and
the court officials want to know what type of driving record the employee has since
being employed with the Dougherty County Board of Education. This information can be
used in a positive manner to protect the employee. Motor vehicle records are a part of a
driver's commercial driver's license file. The Georgia Department of Driver Services
checks all files annually.

NON-RETALIATION

Any attempt by an employee to coerce, intimidate or retaliate against anyone who
submits a grievance or who is involved in an investigation of a grievance will not be
tolerated and may result in disciplinary action, up to and including termination.

OVERTIME

All Non-Exempt employees are eligible for overtime. Overtime is accrued at one and
one-half times the hours worked over 40 hours. All overtime must be approved by the
Director of Transportation, District Manager and the Executive Director of Finance &
Operational Services prior to the work being performed. Performing overtime without
prior approval may result in corrective action.

RESIGNATIONS

Employees desiring to resign their position with the Dougherty County Board of
Education shall give the Director of Transportation or his designee ten (10) days written
notice of such intention unless the Director has approved a release on shorter notice.
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SAFETY TRAINING MEETINGS

Attendance At All Departmental Safety Meetings or training is mandatory for the entire
length of the meeting. Absence may be excused by the District Manager or Director of
Transportation in exceptional circumstances. If circumstances prevent you from
attending on your assigned day, contact your district manager and determine an
alternative date you are able to attend.

SEXUAL HARASSMENT
It is the policy of the Dougherty County Board of Education that you be able to enjoy a
work environment free of all forms of discrimination, including sexual harassment. Every
employee is expected to help maintain a work environment free of sexual harassment.
What is sexual harassment?
A Unwelcome sexual advances
A Requests for sexual favors
A Other verbal or physical conduct of a sexual nature when such conduct
interferes with the individual's work performance or creates an
intimidating, hostile, or offensive work environment.

Employees may have claims of sexual harassment addressed under the Employee
Complaint procedure (Board Policy GAEB).

STANDARD PROCEDURES FOR COUNSELING OF EMPLOYEES

Employees must know what the procedures are in place to address conduct that is
considered unacceptable. This Standard Operational Procedure is not designed to
conflict with or supersede the Dougherty County Board of Education Policy Manual but
rather to provide for a more detailed listing of procedures to be followed by
Transportation employees and staff. In the event that a conflict occurs between the two,
the Board of Education Policy will be the primary reference to determine the outcome. It
is important that our employees use sound judgment in the performance of their
assigned duties, any lapse of judgment can have a severe consequence for our
students and the general public.

Standard Procedures are written to ensure fair and consistent evaluation of employees,
to encourage and assist personnel in need of help, and to allow for employee
improvement and development. In the event of unacceptable behavior by any employee
within the Transportation Department, the immediate supervisor has the responsibility
to take corrective measures in order to return the employee to an acceptable standard.
These actions, ranging from counseling to administrative action listed below may be
used to support the development of an employee and to ensure our employees are
performing to a safe and acceptable standard. Due process will be given for each
incident or action deemed unacceptable, and a determination will be made as to the
appropriate administrative measures to be taken.
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These administrative actions are explained as follows:

Counseling: Action taken by the immediate supervisor to correct a work related
deficiency or minor inappropriate action. Other than verbal "On the Spot" counseling
the supervisor will schedule a conference with the employee to discuss the area of
concern.

Verbal: Commonly referred to as "On the Spot" correction. This type of correction is
used for a "minor" incident or action which must be brought to the attention of the
employee for the immediate correction. The immediate supervisor may make a written
notation of the incident and review this incident as part of the employee& overall
performance evaluation.

Written: Inappropriate conduct identified and written notice given to an employee citing
the incident/action and requiring immediate correction by the employee. Written
counseling will state any additional action(s) that may be taken when similar incidents
occur. A copy of the counseling will be placed in the employee's personnel file and is
considered in the employee® overall performance evaluation. At or near the end of the
school year each employee will be given a performance review. At this time all matters
relating to their job performance will be discussed.

Letter of Concern:

A written preventive measure is used to address and correct inappropriate conduct or
actions and directs the employee to make the corrective action necessary to prevent
future such acts/actions. A copy of this letter will be placed in the employee's personnel
file and is included in the employees overall performance evaluation.

Administrative Action:

Action taken for conduct considered to be inappropriate which warrants a more severe
notice to the employee and directing specific changes in order to maintain employment
within the System.

Performance Improvement Plan:
A part of the Employee Performance Management System which allows the District
Manager and employee to review an individual's work performance and be given a
specific set of standards, goals, and timeline in which improved performance is
expected. Failure to meet the established standards will be considered cause for
recommendation for termination.

Letter of Reprimand:

A written reprimand for a specific incident or conduct that informs the employee of
administrative action that is or can be taken if immediate corrective action is not taken.
A copy of this letter is placed in the employee's personnel file and is included in the
employees overall performance evaluation.
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Recommendation for Termination:

Whenever an employee has performed in an unsatisfactory manner it is necessary to
address the substandard performance at the appropriate level. Due process will be
given to determine if the incident or behavior is considered to be a safety violation, a
pattern of misbehavior (not necessary the same type of misbehavior) or a violation of
policy, laws or procedures. A single incident or a pattern of poor performance may be
grounds for recommendation. At such point the individual's overall performance may be
used to determine the best course of action and, if necessary, the individual will be
recommended for termination.

TOBACCO
Dougherty County School System employees are prohibited from using tobacco while
on school property. This includes while on the school bus, or in view of students.

WORK RECORD

Your work record consists of positive as well as negative instances within your work
year. This record is cumulative within a 36 month period and will be referenced as
needed. It will be used for recognitions, as well as corrective action. At the end of the
school year, you will receive a copy of your work record upon request for that school
year. If you have concerns questions, address these with your immediate supervisor.

1. REGULAR SCHOOL BUS DRIVERS must carry out the responsibilities of driving
and controlling their bus and students, safely, according to regulations, and
according to schedule.

2. SUBSTITUTE DRIVERS are employed for the purpose of driving school buses in
the absence of the regular driver. Therefore, it is important that they learn routes
and be available to drive a bus whether it is pre-scheduled or whether
it is in an emergency. IT IS VERY IMPORTANT that all substitute drivers let the
District Manager know each day what bus they are riding and where they can be
contacted if needed in an emergency.

SECTION V1T VEHICLE ACCIDENT

VEHICLE ACCIDENT REVIEW COMMITTEE

Kenneth Williams Director of Transportation 431-1265, Ext. 4189
Julius Corker District Manager 431-1265, Ext. 4207
Benny Crapps District Manager 431-1265, Ext. 4191
Grady Fields District Manager 431-1265, Ext. 4194
Leon Gray District Manager 431-1265, Ext. 4193
Vacancy School Bus Driver
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Alan Skinner Asst. Director, Facilities 431-1301, Ext. 4145
Jim Casey Director of Supply Services 431-1272, Ext. 4449

The committee members are from departments that are the largest users of school
owned vehicles and is representative of the entire school system.

The Director of Transportation serves as chairman of the Vehicle Accident Review
Committee. The Director of Transportation gets police reports from the investigating
department(s) (Albany Police Department; Dougherty County Police; DCSS Police
Department) and compiles all documents related to the accident, prints pictures and
files them in labeled envelopes, sends notice of review to driver, notifies Vehicle
Accident Review Committee, and chairs review meeting. Following the review, the
Director send the driver and the driver's director a copy of the results. The chairman
keeps original documents and pictures on file. The results are then reported to the
Superintendent.

PURPOSE

The purpose of the Vehicle Accident Review Committee will be to determine why
vehicle accidents occur and whether accidents are preventable or non-preventable.
The ultimate goal for the committee is to prevent losses by recommended corrective
action for drivers to follow.

ACCIDENT REVIEW POLICY

An Accident Review Committee will meet as needed to determine if an accident is
preventable or non-preventable within twenty (20) working days of the incident. A
majority vote by the committee will be required to classify an accident.

The committee shall consist of Director of Transportation, Transportation District
Managers, Facilities Representative, Director of Supply Services, and a Bus Driver.
Criteria for determining an accident as preventable or non-preventable may include,
but are not limited to law enforcement records, insurance records, accident
photographs, other agency records and the driver's statement.

If you are involved in an accident or receive a citation, you will be contacted as to
when you need to appear before the Accident Review Committee. You will be given a
date and time to report to the Transportation Office for this meeting. You can
reschedule your appearance before the Committee only once. A decision will be made
by the Committee to determine whether the accident is chargeable or non-chargeable
for the accident or citation in which you were charged. If you do not choose to attend
this meeting, you lose your right of appealing the decision. If you appear before the
Accident Review Committee, you may appeal any decision made by the Committee by
writing a Letter of Appeal to the Director of Transportation within ten working days of
the review date.
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Accident Procedures

A Stop the bus if not already stopped by the accident.

A Turn on four-way hazard flashers, turn off ignition and set parking brake.
A Ask if anyone is injured. Remain calm and aid injured students.
A Make evacuation decision according to the situation...
A Notify the appropriate agencies:

1. Radio Base (District Manager) with location, bus number, type of

vehicles involved in accident and known injuries.

2. If you cannot contact District Manager by radio, use a phone

3. If you can not make contact, phone 911.
A Either someone from the District Managers & of fi ce, Schorol Syste

shop or any combination of the three will be dispatched to the accident
scene to assist you.

A Do not discuss the accident with anyone on the scene except law
enforcement officers or a representative of the Transportation Department.

A Do not admit fault, but do give clear, concise truthful answers to questions
asked by authorities. Do not talk to anyone on your phone in reference to
your accident. Refer all inquiries to the District Manager or Director of
Transportation office.

A Do not move the bus until told to do so by the police or a Transportation
Department Official.

A Produce your accident seating chart. Have available for police officer a copy
of your student list and those that have already been dropped off previously.
Record the name of police officer, case number and request a copy of his
business card.

A Do not release students off your bus at an accident scene unless instructed
to do so by police, (school system, city or county) or Transportation
Department personnel.

A Bus will be brought to the shop by the mechanics as for a damage
estimate/repair.
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A After the accident scene is secure the District Manager of the driver involved
will escort the employee to First Lab for post accident testing.

Driver will be returned to the shop to pick up bus and is required to come to the and fill
out a narrative report regarding the accident. If the office is closed the driver must fill
out report by next business day.

VEHICLE ACCIDENT REPORTING PROCESS

1.0SCOPE:

1.1 This procedure applies to any individual(s) involved in an accident while
operating or riding in a DCSS vehicle.

2.0RESPONSIBILITY:
2.1 Director of Transportation
3.0APPROVAL AUTHORITY:
3.1 Director of Transportation
4.0DEFINITIONS:
4.1 DCSS'i Dougherty County School System
4.2 EMS 1 Emergency Medical Service(s)
4.3 V.A.R.C. i Vehicle Accident Review Committee
5.0PROCEDURE:

5.1 In the event an accident occurs that involves Dougherty County School System
Vehicles, the driver must cease driving immediately and contact the
Transportation Department, District Manager and Director of Transportation.
The contact may be made using the radio system, if the vehicle is a bus.

5.1.1 The Transportation Department should be notified because they are
responsible for repairs and towing. Notify the Benefits office with the
details of the accident and if you are injured in the accident.
Transportation will also notify the Drug and Alcohol Coordinator.

5.1.2The Director of Transportation should be notified because he/she is
responsible for investigating all accidents and injuries and making sure
photos are taken on the scene. The Transportation Department should
also notify the Superintendent and Public Information office immediately.

5.2 The Transportation Department will immediately ask if any injuries are involved.
They will notify EMS along with any relevant police agency. DCSS police will
monitor all radio traffic and will take over if accident warrants their intervention.
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5.3 Appropriate personnel from the Transportation Department and the Director of
Transportation will travel to the scene of the accident to assess the situation.

5.4 If the vehicle involved in the accident is a bus, the Transportation Department
will require that the driver be sent to the hospital, if not already there, to have a
drug and alcohol test.

5.4.1 A test must always be conducted on a driver when an accident involving a
commercial motor vehicle results in a fatality. The driver does not need to
be cited for a moving traffic violation nor does the driver need to be
deemed at fault.

5.4.2 A test must be conducted if the driver receives a citation for a moving
traffic violation and one or more of the vehicles involved in the accident are
towed from the scene.

5.4.3 The driver receives a citation for a moving traffic violation and one or more
persons involved in the accident immediately receives medical treatment
away from the scene of the accident.

5.5 The reports from these tests will be sent to the Director of Transportation and be
used as information during the Vehicle Accident Review Committee meeting.

5.6 The Transportation Department will facilitate the exchange, if necessary, of
insurance information and generate the Accident Report form. In addition,
pictures of the damages to the involved vehicle(s) are taken from all angles for
use in the investigation.

5.7 Once back at the office, the Director and the District Managers with the help of
the Transportation Department will complete and obtain all necessary reports
from the hospital, police departments, and other places, as necessary and/or
applicable.

5.8 A Vehicle Accident Review Committee (VARC) meeting is scheduled and all
required attendees are notified of the date and time. The driver under review
may bring along with them, witnesses that work in their department, or were at
the scene, to speak on the driverodos behalf

5.9 The VARC is conducted by first introducing the driver and summary of the
situation. The driver is given the opportunity to make statements along with the

A

driver s6 \Vapploabls.s ( es) ,

5100nce the driverodos interview is completed,
questions of the driver and discussions will take place until all questions and
answers have been exhausted.

5.11The driver is then excused so that the committee members may discuss the
results of the review. Once discussion is completed, the VARC members will
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complete the necessary paperwork, voting on the recommendation of the
disposition of the accident.

5.12The information is tallied and combined into a recommendation letter that is
sent to the driver and to appropriate DCSS management.

5.12.1If management does not approve the recommendation, or requests
any changes, the Director of Transportation is notified. The
Director will call for the VARC to assemble to review the accident
with the driver and management.

5.13If the driver does not agree with the recommendation, they have the right to
appeal the VARC/management decisions. In this event, the process will start
beginning with the VARC committee being assembled.

5.14Actions are then taken based on the recommendation and the documentation of
the accident is filed.

6.0ASSOCIATED DOCUMENTS:
6.1 BEN-F002, Vehicle Accident Information Form
6.2 SAF-F002, Fleet Accident Review Report
6.3 Vehicle Accident Review Committee reports
6.4 Police Reports
6.5 Pictures of the Accident

7.0RECORD RETENTION TABLE:

Identification | Storage Retention Protection Disposition
Combined file | Hard copy Minimum <<<TBD>>> Discard as
of documents | and/or period of 7 desired
described in electronic in years
section 6.0 the

Transportatio

n Department

8.0REVISION HISTORY:

Date: Rev. | Description of Revision:

15-Dec-02 A Initial Release

30-Sep-03 B Changes in Sections 5.1, 5.3, 5.5, 5.7, 5.12.1, 6.1 and 6.2.

Added Sections 5.1.1 and 5.1.2.
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ALCOHOL AND CONTROLLED SUBSTANCE TESTING PROCEDURES

It is the policy of Dougherty County Board of Education to ensure that all System
employees who hold a Commercial Driver's License and who also operate or has
reason to operate a school bus or other commercial motor vehicle do not use alcohol
and/or controlled substances while on duty or just prior to coming on duty. In
compliance with the Omnibus Transportation Employee Testing Act of 1991, all
employees engaged in "safety sensitive function” (include, but not limited to,
mechanics, school bus drivers, substitute school bus drivers, maintenance workers,
coaches) shall undergo alcohol and controlled substance testing. Testing will be initially
conducted immediately following a recommendation to the Personnel Department for
employment, randomly during the employment and in all post accident situations.

1.0SCOPE:

1.1 The Dougherty County School System requires applicants for safety-sensitive
positions and employees in safety-sensitive positions to submit to testing for
use of controlled substance(s) and misuse of alcohol that have a CDL license.

2.0RESPONSIBILITY:
2.1 Director of Transportation Services
2.2 Transportation District Manager
3.0APPROVAL AUTHORITY:
3.1 Director of Transportation Services
3.2 Transportation District Manager
4.0DEFINITIONS:

4.1 Safety Sensitive Employee - A safety-sensitive employee is an individual who,
according to the school systems job description, must possess a commercial
driver's license (CDL) in the performance of his/her duties. Example, Bus
Drivers and Coaches.

5.0PROCEDURE:

5.1 Testing for the use of drugs or misuse of alcohol for covered employees is
required in the following circumstances:

5.1.1 Pre-employment - conducted before an applicant or employee may
perform a safety-sensitive function for the first time or when a district
employee transfers to a covered safety-sensitive position. All applicants or
employees applying for a safety-sensitive position will be expected to
comply with this requirement before being placed on payroll as a safety-
sensitive employee.
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5.1.2 Post-accident/incident - conducted as soon as practical following a
vehicular accident where the employee in the safety-sensitive position was
operating a vehicle within the scope of employment and the accident
resulted in the loss of human life; the employee was issued a citation
under state or local law for a moving traffic violation as a result of the
accident and when the vehicle operated by the other driver involved in the
accident was disabled and could not be driven from the scene of the
accident or if the other driver has to be taken by ambulance to a medical
facility;

5.1.3 Reasonable suspicion - conducted when a trained supervisor observes
specific, contemporaneous, particularly behavior, speech, or body odor
that is characteristic of alcohol or substance misuse. Two (2)
Transportation department supervisors will make the determination that
reasonable suspicion exists to conduct an alcohol or drug test.

5.1.4 Random testing - conducted on a random unannounced basis.

5.1.4.1 The Master List of all employees maintaining a CDL license is sent
First Lab, the company managing the tests, quarterly.

5.1.4.2 First Lab generates a list of employees to be tested and faxes this
information to the Transportation Coordinator by name and social
security number.

5.1.4.3 Fifty percent of the employees on the master list are subject to the
random alcohol and drug testing.

5.1.4.4 The District Manager notifies the driver to be tested orally.

5.1.4.5 The District Manager generates a letter for the driver to take to the
testing site. The Transportation Department also maintains a copy
of this letter for their files.

5.1.4.6 Unannounced random testing will be conducted just before, during,
or just after performing a safety-sensitive function.

5.1.4.7 An employee who submits to random drug and/or alcohol testing
will do so at a school system approved laboratory within two (2)
hours oft he end of the empl oyeeds

assi

tmeduring the employeebs assigned wo

5.2 Drug and alcohol testing will be conducted by a laboratory certified and
monitored by the U.S. Department of Health and Human Services.

5.3 Drug testing will be by urine.

5.3.1 All urine specimens will be analyzed for the illegal use of drugs.

5.4 The expense of testing required will be borne by the school system.
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5.5 Samples are sent to a medical facility in for processing.
5.6 Test results are reported back to First Lab.

5.7 The District Manager is faxed the results. The employee name is not listed.
Only an assigned code and social security number.

5.8 A safety-sensitive employee who tests positive for alcohol misuse or illegal/illicit
drugs, absent a legitimate medical reason for a positive result, will be subject to
immediate dismissal and removed from duty, without pay, whether or not there
is additional evidence thatthee mp|l oyeeds job performance
affected by alcohol misuse or illegal/illicit drug use.

6.0ASSOCIATED DOCUMENTS:
6.1 Test Results
7.0RECORD RETENTION TABLE:

Identification | Storage Retention Protection Disposition

Test Results Transportation | Indefinitely Locked Storage | Shred

8.0REVISION HISTORY:

Date: Rev. | Description of Revision:

09-May-07 A Initial Release
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POST-ACCIDENT DECISION TREE

YES NO

WAS THERE A FATALITY ?

\ 4

v
WAS THE DRIVER CITED
TEST REQUIRED YES WITH A MOVING TRAFFIC NO
VIOLATION?
A 4
WAS THERE AN INJURY THAT v
YES | REQUIRED THE INJURED PERSONNO NO TEST
TO LEAVE THE SCENE OF THE REOUIRED
ACCIDENT FOR IMMEDATE
MEDICAL TREATMENT?
A 4
v WAS THRE A VEHCLE THAT
TEST . RECEIVED DAMAGE CAUSING THE
REQUIRED |° VEHICLE TO BE TOWED AWAY FROM

YES THE ACCIDENT BY A TOW TRUCK OR
ANOTHER TYPE OF VEHICLE?

NO

A 4

NO TEST
REQUIRED
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WORKERS COMPENSATION CLAIM - PROCEDURES

Steps For Initiating A Claim:

A Dougherty County School System Transportation Department employees are

covered under the Georgia Workers Compensation Law. When an injury or
accident occurs on the-job, you must report the accident/incident to your
immediate Supervisor right away. Once informed the Supervisor and employee
will complete a First Report of Injury. The report of your injury or accident will be
forwarded to Coordinator of Benefits, the Dougherty County Board of Education
Worker's Compensation Representative. It is important that both of these
individuals be notified on the date that your accident/incident occurs.

If professional medical care or treatment is needed, the employee must select
one of the physicians or medical facilities listed below. If you need assistance in
this respect, please contact the Worker's Compensation Representative.

Seeking medical treatment from anyone else other than the below-named
physician or medicals facilities without prior approval from the Dougherty County
Board of Education Worker's Compensation Representative will result in the
employee being responsible for resulting medical bill.

The panel of physicians for Dougherty County School System includes the following:

Physicians and Medical Facilities

Drs. T. Glenn Williams, Thomas
Darden, and Jason Potocki

619 Pointe North Blvd.

Albany, GA 31721
229.883.4707

Dr.Kimberly Brown
2622 Meredyth Drive
Albany, GA 31707
2294329515

Dr. T. Scott McGee
Meredyth Professional Plazg
2405 Osler Court

Albany, GA 31707
229.435.1458

Dr. Robert Pilcher
2100 Palmyra Road
Albany, GA 3170l
229.446.1990

Dr. Thomas Hilsman
220 Dawson Road
Albany, GA 31707
229.883.1368

Dr. Scott Wall
2308 Palmyra Road
Albany, GA 31701
229.889.0018

Dr. Craig Murray

910 N. Jefferson Street
Albany, GA 31701
229.436.1830

Dr. Kenneth Durham
531 P Avenue
Albany, GA 31701
229.883.3535

Phoebe Est 8 Corporate
Health

2410 Sylvester Road
Albany, GA 31705
229.312.9220

Return To Work:

A The Physician does not make the determination to return to work.
A The Physician provides specific details on the employee's abilities so the
employer may determine their capabilities.
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A Determination to return to work is based on the employee's ability to meet the job
description or ability to perform light duties if and as needed.
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SECTION VI - STUDENT MANAGEMENT /SCHOOL BUS RULES

Student management is one of the greatest challenges confronting school bus drivers
today. Drivers are trained to handle students effectively and understand problem
students in order to keep an orderly bus. Understanding a few basic principles of
psychology will enable a driver to avoid trouble before it begins.

If a driver overlooks violations of conduct of one student, he/she loses the respect of
the other students. The driver must be careful to strike a happy medium by not being
too lenient or too harsh. Both extremes are usually bad for the morale of students on
the school bus. Loud talking on the bus is a problem requiring patience on the part of
the driver, but absolute silence among students is not a healthy school bus atmosphere
either.

A school bus driver must not lose sight of the fact that he/she is working for an
educational institution whose job is training the minds of students. Too frequently the
driver expects passengers to be finished products with adult attitudes. When students
attain such a status, they likely will not be riding on a school bus. In having a
sympathetic understanding of s t u d eprmoblam8, moods and individual differences,
drivers should remember:

A The average student wants to be older than he/she is and free
himself/herself of adult control.

The average student likes to be treated as an equal by an adult.
Most students want adults to recognize their good traits or abilities.

The average student dreads to be singled out for disciplining.

> > > >

Few students will make problems of themselves in order to get recognition.

The driver should strive to build morale and cooperation of the students on the bus.
This can be accomplished by being friendly, courteous and helpful. Over time, student
morale will be a great source of help in controlling students who are the worst offenders.
When students discover that improper conduct is not acceptable to the group, offenders
will hesitate to behave in ways which cause them to lose "face" with their peers. The
school bus driver of necessity, is the person primarily responsible for student
management; however, drivers should not hesitate to enlist the help of school officials
when performing this task.

In many cases the most effective support in maintaining discipline comes from students'’
parents. School bus drivers are required to call the parents as part of their safety action
plan. Even if the discipline problem becomes severe, calling the parents usually helps
considerably.
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SCHOOL BUS RULES

Riding a bus is considered a privilege and not a right. Students who wish to enjoy this
privilege must follow certain rules and regulations in order to help ensure safe and
orderly bus transportation. The bus is an extension of the school. Principals and
Assistant Principals working with bus drivers, parents and Transportation Department
Personnel, have the responsibility and authority to resolve safety issues involving
discipline incidents which occur on the bus and at bus stops. The goal is to help
students demonstrate proper behavior on the bus.

BASIC SAFETY RULES FOR STUDENTS RIDING SCHOOL BUSES

Drivers must instruct all passengers on safety rules pertaining to proper and expected
behaviors. A copy of these regulations will be made available to the students and each
driver will verify in writing to the Transportation Office that these rules have been
reviewed during the first month of each school year:

A Students must NOT put their hands, arms or legs outside the bus when the
bus is in motion or stopped for loading and unloading.

A Bus drivers will NOT let pupils off the bus for personal reasons while
traveling to and from school.

A A driver will NOT permit a student to get on or off the bus while the vehicle
is in motion.

A A driver will NOT permit pupils to ride on any part of the bus except inside
the passenger compartment.

A A driver will permit a student to carry a musical instrument or school project
on the bus only if the student can hold the item on his/her lap.

A Instruments and other items may NOT take up space needed for student
seating and may not block the aisle or exits. Prohibited items will not be
transported. Refer to prohibited items on the back of a safety report.

A The driver will NOT permit smoking, eating, profanity, drinking of alcohol or
misbehavior of any kind on the bus.

A Students should be encouraged NOT to push while loading and to use the
handrail to maintain their balance.

A Students should stay in their allocated seat until the bus comes to a

complete stop to avoid possible injuries which may result from moving
around inside the bus while the vehicle is in motion.

57



A Students are expected to sit three per seat in elementary, if possible. Middle
and high school wil be allocated two per seat. A standing load of 20% over
the seating capacity is permitted, but must be reported to routing Specialist
on each occurrence.

A If students must stand, they should face forward or sideways and hold onto
the seats.

A Drivers must not permit students to use the rear emergency exit for routine
loading and unloading. No students will lean on the emergency door at
anytime.

A Students should keep their arms and legs out of the aisle.

A Clothing that can get caught in the handrail or door is not permitted. This
includes items which dangle from book bags.

Transportation Department personnel and bus drivers/monitors affirm that the key to
reducing bullying on the school bus is to consistently enforce the rules, while at the
same time treating each student with respect. We have recommended that the bus
drivers use the following steps to reduce the instances of bullying on their bus:

A Having a seating chart 8 Drivers are encouraged to have a seating chart on
their elementary school routes. Principals at any school level may require a
seating chart. If an incident happens on the bus, seating charts will enable
school administrators to reconstruct the incident and better understand the
effects it had on each student. When a student breaks a rule, moving his or
her seat is one of the driver's first means of discipline.

A Know students' names and personalities & Drivers are instructed to learn
as many of the students' names as possible. This can be difficult when
multiple route are driven. When drivers know their students as individuals,
there seem to be fewer problems. When drivers pay attention to names, the
students realize that the driver is in charge of the situation.

A Clearly state the rules and consequences & Students should feel safer
when they know the rules. The bus rules are posted on every bus. Drivers
are encouraged to go over the bus safety rules and the reasons behind
them. Students should know that the rules in the Transportation Department
are for safety's sake. Conversations between student and driver develop a
more trusting relationship, where students feel comfortable to come to the
driver when problems arise. The consequences for breaking rules will be
addressed by the driver using their Safety Action Plan.

A React quickly 8 Drivers are encouraged to react quickly and not let a
situation develop into one that is too hard to handle. Moving a student,
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writing a safety report, or some type of action must be taken immediately. A
student's privacy should be guarded to protect him or her from being the
object of ridicule. Each situation should be dealt with based on the age of
the violator.

TIPS ON MAINTAINING STUDENT CONTROL

A

A

> > > >

> > > > > > >

Never give an order you do not mean to enforce, or are unable to enforce.

Give your command to stimulate action, not to check it. Say, "do this," rather
than "don't do that." Suggest an action which can be successfully carried
out.

Give the student time for reaction.

Have a reason for what you ask a student to do and, when possible, take
time to give the reason. He/she can see the point if you do.

Be honest in what you say and do. Remember, a student's faith in you is a
great help.

Be fair. It isn't punishment, but injustice that makes a student rebel against
you.

Be friendly. Show an interest in what they are doing.

Commend good qualities and actions.
Strive to be constructive, not repressive, in all dealings with students.

Talking with parents of a child can be an effective way of influencing his/her
behavior. When you call parents, you should not use a private telephone.
Make calls from a school or the school bus shop.

Remember that a sense of humor is extremely valuable.
Never strike a student.

Do not judge misconduct on how it annoys you.

Never take your personal feelings out on students.
Maintain poise at all times. Never lose your temper.

Never use profane language.

Remember, the tongue is the only keen-edged tool which grows sharper
with constant use.” Do not nag or bluff.
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Never use racial slurs.
Look for good qualities - everyone has them.

Do not "pick" on every little thing a student does. Sometimes it is wiser to
overlook some things.

Bear in mind that misbehavior is seldom willful. There usually is a cause
and it may be in yourself or some other influence outside the student.

Listen for suggestions and complaints from the students. You might learn a
great deal about yourself.

Follow up all cases which have been disciplined. Be certain that you still
have the respect and confidence of the student.

Be sincere in your work.
Set a good example.

Student defiance to established procedure comes from failure in some
school bus drivers to keep the situation under control. A driver's will should
never be pitted against that of a student. It is far wiser to give some simple
directions that will be obeyed and regain control in a quiet way.

Never hold a student up to public ridicule. It is the surest way of creating a
discipline problem.

DO'S AND DON'TS FOR STUDENT CONTROL PROBLEMS

O
o—

D> D> D0

Always control your temper.

Spot the few troublemakers and ask the principal for assistance.

Seat any troublemakers near you.

Be firm, but fair and consistent in handling problems.

Limit focus on two or three problem students at a time.

Avoid general statements to the entire busload of students when restoring
order.

Maintain close contacts with principals and secure their cooperation.

Always be courteous to your students.

Act the part of a person in a responsible position, conscious of your
important job.

Do everything possible to inform students that they themselves have
important responsibilities in assuring group safety.

Learn and know the names of the students on your bus.
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Don'ts:
A Don't argue.
A Don't shout.
Don't threaten.
Don't make "wisecracks".
Don't be too lenient at first.
Don't be too familiar with students.
Never assume everything is all right.
Don't create issues that have to be settled later.
Don't discipline students while the bus is in motion.
Don't use physical force; observe the policy of "hands off."
Avoid general corrective statements to the entire busload of students when
restoring order.
Don't question publicly the decisions of the school board; however, feel free
to make suggestions for improvement to the proper authority.

> D> D>

WHEN YOU HAVE STUDENT MANAGEMENT PROBLEMS

You must maintain order on your bus. Keep in mind the following simple rules 8 Stop
the bus if the behavior problem is a serious one. If it is a minor infraction, a word of
warning or a remark directed to the offender may be enough. If the infraction is more
serious in nature, stop the bus in a safe location. Corrective actions should never by
performed while the bus is in motion. The fact that you have taken this action makes
the pupils realize the situation is one that is out of the ordinary and lends emphasis to
the situation. Stand up and speak to the offenders in a courteous manner but in a firm
voice. Don't show anger, but all pupils must realize you "mean business." A driver must
not let personal problems reflect in mood or judgment when dealing with students. Be
FAIR, FIRM, and CONSISTENT. If a change in seating is needed, move the pupil to a
seat near the driver so you can observe his behavior more closely. Unless police take
them, you have no legal right to put a pupil off the bus. However, if an emergency
develops in which you feel very drastic action is needed, stop the bus and send a
responsible pupil or adult to notify a supervisor or principal of the occurrence if still on
school grounds, or notify the Transportation Department by radio. Do not move the bus
until a responsible person has responded to your call. Please leave bus cranked, as to
let your camera continue to run. You, alone, cannot deny the pupil the right to be picked
up in the morning; check with your supervisor by radio or school administrator regarding
the proper procedure for you to follow.

ADMINISTRATORS MEETING YOUR BUS

If you need an administrator at your school, please send a student if possible. When
you call Dispatch, we will call the school and ask an administrator to meet the bus but
sometimes there are communication breakdowns in the school. Understand we have no
control over this situation; we can call and only request assistance for you. Dispatch
needs to know if you call in for help the following information: Your estimated time of
arrival (ETA) at the school, which school and your reason for the administrator's
assistance.
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THE ROLE OF THE SCHOOL BUS MONITOR

Upon accepting the position as a Bus Monitor you enter into a close working
relationship with children as well as one of the most physically challenging of all jobs in
the school "environment"”. Being a Bus Monitor is much more than "simply sitting on the
bus", you must be alert and responsive to needs of all student on that bus at all times.
Working conditions may be uncomfortable and sometimes hazardous. You will conduct
your jobs in a wide variety of conditions including daily exposure to outside elements
working in various traffic and emergency situations. Transportation does not hire bus
monitors. They are hired by special education personnel.

In order to be successful, detailed instruction in the movement and lock down of wheel
chairs, review of medically vital equipment, emergency evacuation procedures and First
Aid/CPR training is essential.

Bus Monitor must be able to work in a team environment keeping the lines of
communications open with the bus driver. The Bus Monitor must work actively with
students providing one-on-one supervision while demonstrating sensitivity, tolerance
and respect. Bus Monitors must complete written reports, must be knowledgeable of
the route, stock essential supplies on the bus and are responsible to respect the
confidentiality of students. As a Bus Monitor you take on the role of a teacher, training
your students in safe riding, loading, unloading, street crossing and emergency
evacuation procedures. You will assist children loading and unloading while insuring
they are safely taken across the street and/or delivered to their guardian.

This position requires professional conduct and a neat appearance throughout many
demanding circumstances. It is a more complex position than is generally realized. The
role of the Bus Monitor is very important in the service of our students, parents and
System.

The Monitor will ride at the back of the bus or behind the last student. This will allow for
the Monitor to observe the entire bus. Bus monitors will not use cell phones while
students are on the bus.

Wheelchair bound students will be checked every five minutes or during the picking up
or dropping off of other students. All safety straps will be utilized at all times.

TRANSPORTING CHILDREN WITH SPECIAL NEEDS

Attention to detail is needed because there is little room for error when transporting
children using adaptive equipment such as wheelchairs. Such children often have pre-
existing physical or medical problems that increase their risk of injury during a bus ride.
Without adequate preparation, equipment used to load and secure children in
wheelchairs or safety seats can be tricky to operate. Even a small error can result in a
tip-over or injury.
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Patience is required because it often takes extra time to properly load and secure
children using adaptive equipment.

Caring is important. A driver or monitor who doesn't really care about children won't give
the degree of attention necessary to do the job right. Children with special needs don't
need pity from adults, but they do need caring.

SPECIAL EDUCATION BUS ASSIGNMENTS
There are many factors to consider when assigning buses for Special Education. There
IS no single procedure to follow. Some considerations are:

Program needs.

Type of bus (lift equipment, large bus, etc).

Students served (able to catch bus at corner or in driveway).

Driver Seniority in Special Education

Driver physical ability (able to handle wheel chair students requiring safety
vest, etc.)

SPECIAL EDUCATION ROUTE SERVICE
e Special Education bus drivers and monitors are to follow all established
department operating procedures.

Whenever possible, Special Education children are not to cross a street to
board a bus. These children are to be picked up curbside in front of their
residence or in their driveway. Some students may be asked to meet the
bus at a corner close to their home. If at all possible, do not block the
normal flow of traffic to load a child, to wait on the child, or if the child
requires special assistance in boarding the bus.

¢ All wheelchair loading/unloading should be off the street in a secure location.
Do not activate the eight-light-warning system, if the bus can pull off the
roadway to load or unload. Use the hazard lights instead.

e The driver/monitor should remind every student to use seat belts (if the bus
is so equipped). The driver is not to make any route changes without
approval from his/her supervisor.

e It is his/her responsibility to ensure the District Manager has an up-to-date
description of the route at all times.

¢ |f a student moves or no longer rides the bus, the driver is to notify a District
Manager immediately. If a child stops riding the bus for five consecutive
days, notify the District Manager.

e If a parent moves, transportation request must be approved through the
Special Education Services office, located at 722 Corn Avenue. A child
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cannot be transported again until this request is completed. Parents should
allow up to five (5) days from Transportation's receipt of the request for
service to be reinstated.

If a parent or guardian wishes to make a permanent change to his/her child's
pick-up or drop-off location (the parent has not moved), the parent must
contact the child's teacher. Any changes must be entered into SchoolMax at
the school. We will then approve the change at Transportation and the
routing department will call the driver with the new information. This process
may take up to five working days to reinstate transportation.

Requests for a temporary change to pick-up or drop-off location must be
approved by the Transportation Office. For a request to be approved, it
cannot adversely affect the other children on the route.

Parents are to be notified before implementing any route change which will
affect the bus on which their children ride, or the time the child is to be
picked up or dropped-off.

Arrangements must be made in advance for a Special Education student to
ride a bus other than the one to which he/she is assigned with written
permission. When existing routes and services, permission will be given if:

1. The request does not require altering a route.

Space is available on the bus.

3. The request is necessary.

Drivers must assign a seat to each child.
A seating chart should be visible in the front of the bus.

Medical information and other essential student information should be
maintained in a packet readily accessible to the driver. In the event the
bus must be evacuated, this information should be carried or thrown out
of the bus to ensure its availability.

Drivers may not administer medicine to the children. If it is necessary for a
driver to transport a child's medicine to school, the parent should give the
medicine d in the prescription bottle and with written instructions, in a
sealed plastic zip lock bag & directly to the driver who will deliver the
medicine to the principal's office.

A driver will wait three (3) minutes for the child to appear to board the bus
in the morning; if after three (3) full minutes the child has not appeared,
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the driver should notify dispatch and request permission to proceed on the
route. Your transmission will document your action.

e If a child becomes ill on the bus, notify Transportation of the problem. If it
is in the morning notify the child's principal upon arrival. If is in the
afternoon, notify the parent upon arrival. If beneficial, the driver should
request permission to alter the route to get the sick child home sooner. An
indication of the time involved should be provided.

e A driver is not to leave the bus unattended with students on board.

e If no one is home to receive a child, all possible attempts will be made to
contact the parents or guardian. When these attempts fail, you may take
the child to the Special Education Services office located at 722 Corn
Avenue as directed by a Special Education Supervisor.

UNDELIVERABLE STUDENT

Most special education pupils transported by Dougherty County Schools require a
parent/guardian or care provider to meet them when they exit the school bus. The
following transportation procedures will be used if a designated person does not meet
the student:

e The Transportation Office will attempt to contact the person identified
during transportation registration as being responsible to meet the pupil.

e If no one can be reached, the Transportation Office will direct the driver to
transport the pupil to the Special Education Services office located at 722
Corn Avenue.

Transportation staff must realize that wheelchairs and wheelchair securement systems,
child safety restraint systems, and other mobility devices and adaptive equipment are
constantly changing. New wheelchairs must be seen by a District Manager to make
sure the new equipment can be safely loaded and secured inside the bus. Drivers and
monitors are to check equipment every morning for the safety of the equipment and if
the equipment is new and has not been seen by the District Manager, it cannot be
transported.

SECURING WHEELCHAIRS ON A SCHOOL BUS

e Students, who can transfer and be safely transported on a bus seat, should
be transported on the bus seat.

e Whenever possible, consider the transportability of a wheelchair prior to the
time it is ordered.
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Headrests should be utilized to minimize risk of neck injury 8 as is done in
automobiles.

When using any sort of supportive "neck ring," be sure it is bolted to the
chair.

Remove lap trays and store them securely on the bus.

Avoid having any loose items which could become projectiles in the event of
a crash.

Tie-down straps will not be twisted or crossed.

Front straps used to secure the wheelchair should be at an angle of forty-
five (45) degrees from the floor.

The rear straps used to secure the wheelchair should be directly behind the
seat between the wheels at a welded joint.

Both front and rear tie-down sites should be just below the seat at welded
sites.

Transit options are to be used as tie-down position when provided by the
manufacturer.

Tie-down sites must not be on removable parts of the wheelchair,
armrests, footrests, removable wheels etc. Many wheelchairs are
equipped with removable axles 8 which are hollow and therefore not an
acceptable site.

SAFETY PROCEDURES FOR WHEELCHAIR LIFT USE

A safe loading zone must be determined before the lift is lowered. The area
should be level and smooth. Curbs and other obstacles must be avoided.

The driver must set the parking brake on both hydraulic and air brake
vehicles. Unsecured buses have rolled off while the driver was out of the
seat.

When opened, the lift door must be secured so it can't swing against the lift.
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The driver and monitor must check that the student's wheelchair lap belt
and upper body restraint (if needed) is secured before the chair is placed on
the lift.

Once on the lift, students must keep hands on their laps to avoid being
pinched in the lift mechanism.

Head clearance must be checked as student moves through lift door.
On the lift, the wheelchair should be positioned close to the bus, facing out.

If the lift is equipped with a safety belt, it must be fastened before lift is
raised or lowered.

As an extra safety measure, either bus monitor or driver must have their
hands on the wheelchair at all times while it is on the lift. As the lift is raised
or lowered, one adult should "hand off' the chair to the other.

Wheelchair brakes must be set while on the lift.

While the lift is operated, no one should stand directly under, or in front of it.

The "Safety Lip" at the front of the lift must be in the "raised" position.

Adults operating the lift must avoid distractions until the child is safely
boarded or discharged.

Close and secure the lift and the door as soon as the child has boarded or
discharged.

Lift should be fully stowed at once. Sad to say, bus drivers have driven off
with the lift still out.

MISTAKES TO AVOID WHILE OPERATING THE WHEELCHAIR LIFT

Do not be distracted while operating the lift
Do not ride the lift with the child.
Do not permit children to ride the lift standing.

Avoid operating the lift with dangling jewelry, loose clothing or long hair.
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e Do not allow children or untrained adults to operate the lift machinery
(teachers, parapro and parents).

WHEELCHAIR SECUREMENT

Securement systems can be tricky to operate, especially in tight spaces on buses.
Wheelchairs come in many designs. Finding suitable securement points can be difficult.
Even small securement mistakes can result in a wheelchair tipping over. Many children
have been injured in such accidents. Hands-on practice in proper securement is a must.
Even experienced staff must avoid becoming complacent.

SECUREMENT PROCEDURES

1. Tie-down straps should be attached to points on the main wheelchair frame,
preferably at welded joints. Rear straps should be at a thirty to forty-five (30
to 45) degree angle to the floor. Straps should never be attached to
removable or folding components or to the wheels. They should never be
twisted or crossed. New "transit wheelchairs are equipped with "D-rings" for
attaching straps. Securement points on all wheelchairs are marked with
colored cable ties.

2. ltis easier to attach the least accessible strap first and then work around the
chair.

3. Failure to use the lap-shoulder restraint could result in a child falling from the
chair.

4. For children's safety all lap trays should be removed and safely secured
during transport.

5. Children should not operate power wheelchairs while on the lift.

6. A power chair weighing more than 275 Ibs (passenger and chair combined)
should have two additional securement straps.

7. A securement "shake test" should be conducted before the bus moves. Alert
the student first. The driver or monitor should gently but firmly attempt to
move the wheelchair. Straps must be tight enough that the chair won't move
on the floor. Wheelchair brakes should not be set until after the test so poor
securement is not disguised.

SAFETY SEATS, VESTS AND HARNESSES

According to the National Highway Traffic Safety Administration, a seatbelt is
insufficient for preschool aged children weighing less than fifty pounds. A federally
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approved age and weight appropriate child safety seat must be utilized. Unapproved
seating devices such as infant feeding seats, Tumble Form Positioning Seats and
strollers are not permitted. Safety seats must be installed according to the
manufacturer's instructions. The bus seat belt must be threaded through the safety seat
exactly as directed. Adequately tightening a safety seat in a school bus can be difficult.
Because school bus seat backs and cushions meet at nearly a 90-degree angle, some
types of safety seats won't fit properly. Bus seat cushions also have less "give" than
passenger car seats and it is harder to depress the safety seat into the bus seat
cushion to draw the seat belt tight. Leaning or kneeling on the safety seat as the seat
belt is tightened may help. Limited space between school bus seats makes this difficult
too.

SAFETY SEAT SECUREMENT TIPS

e Safety seats should be installed and tightened adequately before children
are picked up.

e For very young children less than twenty pounds, rear facing safety seats
must be used.

e Children between twenty, fifty pounds and over one year old with adequate
upper body strength to sit up should ride in forward, facing safety seats.

e Once the child's ears are even with the top of the safety seat, the child
needs to ride in a special seat designed for older or heavier children.

e Booster seats must be properly secured according to the manufacturer's
instructions.

e Children with special needs riding in safety seats must be monitored during
the ride.

e Safety seats should not be placed next to emergency windows or exits.

e Soft foam padding or pillows should not be used to keep a child upright in
the seat. If necessary, tightly rolled-up towels can be placed next to children
as support.

e Securement should always be checked before the bus resumes motion.
The seats should be firmly shaken to confirm that the belt is tight.

TENDER LOVING CARE (TLC) TRANSPORTING WHEELCHAIRS

Vulnerable passengers deserve special driving skills. Because many children using
wheelchairs already have physical or medical disabilities that make them more
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vulnerable to injury, bus drivers who transport children in wheelchairs must employ
exceptional defensive driving skills at all times. For instance, merely the bus hitting a
bump too hard or taking a turn too fast could seriously injure children lacking upper
body strength and control, or children with "Brittle Bone Syndrome".

TENDER LOVING CARE (TLC) DRIVING TIPS

e Smooth starts, stops and turns are the mark of a truly professional bus
driver.

¢ Anticipating potential hazards is the key to defensive driving, minimizing the
need for sudden evasive maneuvers.

e Going over speed bumps too fast can be especially dangerous for children
riding in wheelchairs. A bump may hardly be noticeable to the driver but the
"catapult effect” the child feels can violently shake him or her.

e Rushing erodes defensive driving skills. School bus drivers transporting

children in wheelchairs and other adaptive equipment should be the most
deliberate and cautious.

VIl - BUS ROUTE PROCEDURE/PARKING AND USE

A The location of bus stops is determined by the Transportation Department
and cannot be changed by the driver without written approval from the
Transportation Routing Coordinator. Any additional stops (courtesy stop)
that a driver might make are considered an alteration of the route and are
not authorized by the Transportation Department.

A The bus route or stops may not be altered except for permanent changes or
extreme emergencies. The Transportation Department administration must
authorize emergency changes. To request a change in your route or stop
for any reason, submit a Route/Stop Change Request Form to the
Transportation Routing Specialist. Drivers may not alter routes until the
change is approved . Routes may change at any time due to the needs of
the Transportation department and/or the Board of Education.

A Drivers must adhere to the established schedule. Routes are not to be run
early; every effort should be made to follow the same schedule each and
every day. If a driver finds that he/she is ahead of schedule, find a safe
place to pull over and wait for their "time to catch up". This will put them
back on schedule. Drivers must call into dispatch if you are running more
than ten (10) minutes late on your route.
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Drivers must not make any unauthorized stops (ex: corner store, gas
station) while transporting students.

Drivers are to report any safety hazards encountered on the route to
Dispatch immediately. This includes hazardous roadway conditions, sight
restrictions, and people loitering around the bus stops or any condition or
situation which might present unsafe driving conditions or student safety
problems.

Buses will go into subdivisions off of major thoroughfares for the purpose of
picking up elementary school children who live more than 0.3 miles from
assigned stops. Buses will not go into areas where backing is required as a
rule.

When servicing a subdivision in which the bus driver uses the same street
to both enter and exit the subdivision, the driver is to go to the deepest part
of the subdivision, turn the bus around and begin picking up students on the
way out of the subdivision.

No one is permitted to stand in the door well or sit on the steps when the
bus is in motion.

At the school, the driver must be standing at the driver's seat when students
are loading or unloading the bus.

Drivers are under the direct authority and must follow the directions of the
school administrator in charge while on any school campus.

Drivers should take children who become ill or injured on the bus to the
principal's office upon arrival at school. Injuries may include bumps to the
head, broken or loose tooth or a break in that skin that is bleeding. Once at
the school bus stop, or on the bus, a sick student will not be permitted to
return home, but must first be transported to school. In emergency
situations (seizures, asthma attacks, etc.), radio Dispatch for assistance or
advice.

If a child becomes ill or injured on the bus in the afternoon, the driver must
notify Dispatch of intent to adjust the route to get the student home sooner if
appropriate. The driver should determine from the ill or injured student if
his/her parents are home. If parents are not at home, the driver should
return the student to the school. A radio transmission or phone call to the
Transportation Office is required as soon as possible so a follow-up call can
be made to the parent.

If a driver observes an incident or altercation at the bus stop, the driver will
report such findings to the school administrator upon your next arrival at
school. Bus stop situations may be reported verbally or in writing depending
on the type of situation. Serious incidents must be reported immediately to
Dispatch via radio and submitted in writing after finishing the run. The
school will determine the disposition of the problem.
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A Drivers are required to keep all records and manuals current. Route sheets,
driver's manual and logbook must be in the driver's possession while
operating a school bus. This includes phone numbers, directions, etc.

A Drivers should not put their hands on a student except to prevent the
student from injuring themselves, other students, or the driver. Drivers must
never strike a student, use profanity, or make racial or ethnic slurs.

A Drivers should always come to a complete stop at every bus stop
established by the Transportation Department that is listed on your route
sheet whether students are visible or hidden from view.

A Drivers are not permitted to let students depart your bus anywhere except
their assigned stop, school, or field-trip/athletic venue site except when
written permission is giving by Transportation or the school.

A When a parent requests transportation to an alternate stop or riding a
different bus, school principals or his/her designee may give written
permission for a student to ride a different bus or use a different stop other
than their assigned bus or stop for up to five days (i.e. the parent is out of
town on business). The school administrators should handle requests for
short-term transportation changes. Teachers must not arrange any
transportation for students. Anything longer than five days or any permanent
bus assignment change must be submitted in writing through the school
basis to the Transportation Department. The letter will be considered on a
space available basis four weeks after school begins. The Transportation
Department's approval will depend upon the following:

1. Is the bus overcrowded?
2. Is the child involved in any bus discipline problems?
3. Is service available to comply with the request?
Decisions on these requests will take a minimum of three working days. If approved, the

Transportation Office will coordinate the change and notify the parent and the school.
the results of the request.

BUS PARKING PROCEDURES

A Buses are to be parked at Turner Field or Newton Road depots or at drivers
home, provided no restrictions applies, the location is safe, in drivers district
and is advantageous to the Dougherty County School System.

A Buses cannot be parked on neighborhood public streets. Buses cannot be

parked or driven outside Dougherty County without written approval from
the Transportation Director.
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A

A driver who chooses to use the shop for a park location shall park all buses
only in the designated parking areas.

BUS USE PROCEDURES

A

The rear emergency door is to be used only in an emergency situation. It is
the driver's responsibility to check the emergency door before each trip to
ensure it is in working order and is unobstructed at all times. The
emergency door is not to be use for loading or unloading of equipment or
students on field/athletic trips or trips.

All Items such Trash bags or trash cans shall not be placed in the aisle or
allowed to block the emergency doors/window, service doors. escape routes
or access to the fire extinguisher.

Keys are to be removed from the ignition when the driver is not in the
driver's seat. The bus is never to be left running with students on board and
the driver off the bus. Lift bus drivers are excluded from this requirement
because they must leave the ignition on while operating the lift.

Drivers shall be familiar with evacuation procedures, should keep student
helper selections current, and must participate in all evacuation drills.

Buses with cracked or broken windows will not be used to transport
students.

The eight-light system is used only when stopped on the highway for the
purpose of loading or unloading students. Any other use of the eight-light
system is in violation of the law. Use the stop sign and blinking red lights
only when the school bus is stationary and boarding or discharging
students.

Students are not permitted to operate the service door or eight-light system,
the doors or the stop-arm of the bus. Do not allow students to sit on the seat
backs or lean against the emergency door.

Hazard lights are to be used to warn motorists that the bus is stopped for a
railroad crossing or purpose other than loading or unloading students.

All buses must be equipped with a properly charged fire extinguisher,
emergency reflectors and a first aid kit. It is the driver's responsibility to
ensure that these items are maintained in a state of readiness and are on
the bus at all times during operation, even without passengers.
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Drivers are not to install any equipment on the bus without written
authorization from the Transportation Director.

The school bus camera monitoring system and 2-Way radio must be in
working order at all times and turned "on" continuously while the bus is in
service.

The service door must be closed anytime the bus is in motion.

Buses shall be used only as directed by the Dougherty County Board of
Education.

Unauthorized personnel are not permitted to ride on a school bus. Only
pupils, school officials, approved school employees and chaperones may
ride a school bus.

Pre-school age children of drivers, chaperones or teachers shall not be
allowed to ride a Dougherty County School Bus to school or school-related
activities.

Only persons that are properly licensed and have been certified as bus
drivers through Dougherty Public Schools may drive a Dougherty County
school bus. This includes drivers, substitute drivers, coaches, teachers,
mechanics, other school system personnel and Transportation Department
personnel.

Buses must not be used for personal use. Drivers are not to go to lunch, to
a second job, or any other place in their bus. Field trips, athletic trips and
daily assigned routes are approved uses of Dougherty County School
Buses. All other uses must be approved independently in writing.

Buses are to be secured at the end of the route. Windows, doors and roof
hatches are to be closed and locked even on the Transportation
Department lot.

All equipment problems or shortages should be reported to the shop
foreman immediately. Do not defer required maintenance until the QBE.
Anytime work is needed on the bus, report it immediately to the shop
foreman. He will make the decision to repair at that time or defer it.

Drivers who choose to wait while their bus is in the shop may use the
Drivers' Den. Drivers are not permitted in the shop bays. Drivers should not
loiter in the office building, which includes the lobby area. You should be
conducting official school business in the office complex.
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A Once vandalism is reported the bus must be brought to the shop for
damage estimates.

FUELING PROCEDURES

It is the regular assigned driver responsible for fueling their bus whenever necessary. If
the bus is driven by another person it is still the responsibility of the regular assigned
driver to make sure that fueling takes place. The driver is to ensure that the bus has
sufficient fuel to complete required duties. Running out of fuel will be a disciplinary
offense.

When fueling the bus, no one is permitted inside the bus, children are not permitted at
the shop. Drivers are not to leave the nozzle in the fuel tank unattended. When a fuel
truck is unloading fuel into the bus shop fuel storage tanks, the gas pump will be shut
down for approximately forty-five minutes until the refueling operation is complete.

The Key System is used to fuel the buses as well as monitor the vehicle mileage. To re-
fuel with the Key System, use the following simple procedures:

Position the vehicle

Note the odometer reading before leaving the vehicle
Loosen fuel tank cap.

Insert Key.

> D> > >

Follow the prompt to key in:
1. Number of quarts of oil added
2. Odometer reading
3. Pump number being used
A Don't Forget Your Key!
A Quickly secure the pump nozzle, turn the pump on and fuel.

A After fueling, turn the pump off, return nozzle to pump and tighten the fuel
tank cap.

Prevent fuel spills. This can be done easily by paying attention to what you are
doing.

SECTION VII | - BASIC OPERATIONS/DRIVING BUS

DRIVING FUNDAMENTAL SPEED
A A school bus transporting school children to and from school or to and from
school activities will not travel at a speed greater than 40 miles per hour
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conditions permitting on a public road other than one which is a part of a
National System of Interstate and Defense Highways; or

A A school bus transporting school children to and from school or to and from
school activities on a public road which is part of a National System of
Interstate and Defense Highways at a speed greater than 55 miles per hour.

A Drivers shall not exceed ten miles per hour on school property or near
loading areas. This applies to both buses and personal vehicles at shop or
bus storage location.

A Drivers shall not exceed 15 miles per hour or as marked, not to exceed 25
miles per hour oin school zones.

THE "6 - 8 -- 9" RULE-FOR GAP SELECTION IN TRAFFIC

Procedures for traveling through intersections are all governed by a basic guideline
termed the 6-8-9 Rule. In crossing at an intersection, there should be a six second gap
between the bus and the approaching vehicles. In making a right turn at an intersection,
there should be an eight second gap between the bus and the approaching vehicles. In
making a left turn at an intersection, there should be a nine second gap between the
bus and the approaching vehicles.

THE FOUR SECOND RULE

The Four Second Rule is to be used at all times as the guideline relative to following
distance. The driver should keep four seconds of space between the bus and the
vehicle in front. Anything less than four seconds reduces your ability to plan ahead and
handle student discipline.

OVERHEAD CLEARANCE

Overhead clearance on a bus is eleven feet. Buses have trouble clearing awnings,
daycare overhangs and school zone shelters. Tree limbs are also a special danger for
buses. Use caution when driving straight forward, backing and turns (back end and
swing out). Dougherty County School System buses must not drive under awnings or
canopies on private property. Any special circumstances must be cleared by Dispatch.

SPACE WHEN STOPPED

A driver should be able to see the rear tires of the vehicle in front when stopped in
traffic. This allows room to pull around if the car in front is stalled. Also, if a rear end
collision is impending, there is room to move forward.

INTERSECTION RULES

Making A Right Turn
A Check mirrors before slowing; deal with hazards behind (flash brakes or
slow earlier).
A Signal right turn before slowing or braking.
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> > >

When

Look at the turn ahead and use judgment to get the "slowest speed before
the turn.”

Reduce the speed to the "slowest before the turn.”

Position in the lane to allow for rear tracking difference and back end swing-
out.

Check for other traffic, pedestrians and traffic control devices and
markings.

Executing The Turn

> > > >

Begin slight, steady acceleration while you start the turn of the wheel.
Check right side mirror for rear wheel tracking.

Check left side mirror for back end swing-out.

Enter nearest lane.

Recover the wheel 8 limited slip or hand-over-hand method.

Light, steady acceleration will assist straightening the wheel.

If you slow or brake, it will require counter-steering.

Making A Left Turn

A

A

Check mirrors before slowing. Deal with hazards behind ( flash brake light
or slow earlier).

Signal left turn before slowing or braking.

Look at the turn ahead and use judgment to determine the "slowest speed
before the turn."

Reduce the speed to the "slowest before the turn."

Position in the lane to allow for rear tracking difference and rear end swing-
out.

Check for other traffic, pedestrians and traffic controls.

Execute The Turn

A
A

A

Begin slight steady acceleration while you start the turn of the wheel.
Check the left side for rear wheel tracking.

Check the right side mirror for back end swing-out.
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Enter the nearest lane.
Recover the wheel limited slip or hand-over-hand method.
Light, steady acceleration will assist straightening the wheel.

If you slow or brake, it will require counter-steering.

> > > > >

When narrow lanes and sharp turns prevent maintaining your lane, you
have more control running wide at the end of the turn than "swinging left"
before the turn.

A If needed, wait in your lane until traffic clears if running wide at the end of
the turn.

SUMMARY

A lead-up cause - too many crashes can be found in daily practices that put us at risk.
One of these is starting a turn too fast. If there is no need to accelerate while starting a
turn, then too much speed was carried into the turn.

Slowing Is Needed:

A See hazards before avoidance is impossible.
A Match speed to sight distance/reaction time.

A Deal with tracking problems or swing-out of our long vehicle.
A Maintain traction reserve for wet days.

A Use time efficiently.

TRAVELING STRAIGHT AT INTERSECTION

It is important that we understand that the law never gives us the right-of-way. We must
check left, right and then left again to make sure that no one will violate our perceived
right-of-way. Our level of alertness should be at a level that we prevent the collision even
though someone else is not yielding when legally they should yield.

BACKING AND TURNAROUNDS

Backing Rules
Backing the school bus without an adult ground guide is prohibited except under certain
conditions. Some routes have an exception to this policy incorporated into the route
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because there is no alternative to backing. If possible request the route be extended to a
point of safe turn around or around the block.

Buses are not to be backed on school grounds. Should an unusual condition require
backing a bus on school grounds, an adult must be at the outside rear of the bus to
provide directions and ensure clear right-of-way. A bus shall never be backed on school
grounds without an adult ground guide. Student assistance is not authorized.

A Never back unless absolutely necessary and NEVER into a major roadway
or into heavy traffic.

A Backing should occur while students are secure on the bus, mornings, load
students before backing; afternoons & back and turn around before
allowing students to exit.

A When putting the bus in reverse, the "R" should remind you to have a
Reliable person who has been instructed on what to look for to help you
with backing.

A Improper backing will most likely result in the assessment of 15 points
against your driving record.

A All buses that have routes requiring backing must have a functional backup
warning signal.

PROPER BACKING PROCEDURES
If drivers find themselves in a predicament where backing is an absolute necessity, they
are directed to follow these six steps:

A Activate hazard lights to inform other vehicle drivers that the bus is about to
do something hazardous.

A If students are on board, secure the bus. Leave the driver's seat and walk to
the rear of the bus to look for possible hazards (inside and outside of the
bus). If no students are on board and no reliable person is available, exit the
bus and walk around the bus to observe any possible
obstructions.

A Use your overhead mirror to get an overall picture outside and look for cars
directly behind you through the lower window on the bottom of the back
emergency door.

A Use side mirrors, observing side traffic, pivot wheels and distance judgment.
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A Do not use one mirror longer than two seconds. Check other side and top
mirrors for traffic and children.

TURNAROUND PROCEDURE
A Give brake Signal well in advance of turnaround.

Stop bus in proper position on roadway.

One bus length ahead of road to be backed into.

> > >

Check traffic, especially to the rear 8 use lower window in the emergency
door.

Visibility should be at least 500 feet in either direction.
Turn must be made safely and without interfering with the safety of others.

Have traffic move around bus if possible.

> > > >

Back into roadway or driveway using outside mirrors. Avoid driveways with
mailboxes.

A Re-enter the roadway using caution while checking for traffic.
LOADING AND UNLOADING PROCEDURE ON ROUTES

Drivers shall observe the following procedures when loading and unloading students on
the road:

Approaching The Bus Stop

A Check all mirrors and traffic.

Start slowing down in time to make a smooth stop.

Activate amber lights 150 8 300 feet in advance of stopping.
Check all mirrors to see that traffic is clear and it is safe to stop.

Approach bus stop with extreme care.

> > > > >

Stop in the right most lane of the roadway. Do not stop on the shoulder,
have any part of the bus blocking an intersection and/or sitting outside the
traffic lane.

A Come to a full stop ten (10) feet from students or stop location.
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Apply parking brake and shift gearshift in neutral, keeping your foot on the
service brake at all times.

Check all mirrors to see that traffic have come to a complete stop

Hold children (inside or outside) until traffic stops completely.

A Open service door to activating red lights.

Check all mirrors to see that traffic has stopped completely before releasing

children.

Loading Students

A

>\

>\

> > > >

>\

After rechecking traffic, motion students to approach the bus. If any
students have to cross signal the students to cross roadway.

Have students walk ten (10) feet in front of the bus.

Do not allow crowding or pushing.

Instruct students to use handrail when boarding the bus. Wait for all
students to be seated.

Look for late arriving students.

Check all mirrors and traffic.

Close service door 8 deactivating red lights.
Shift gearshift in drive, release parking brake.

Double check for students and traffic before proceeding.

Unloading Students

A

A
A
A

>

Allow no standing until bus has stopped.
Keep students on bus until traffic is stopped'.

Instruct students to use handrail when disembarking bus.

Have students walk ten (10) feet in from the bus

Students should check traffic and wait for your signal before crossing the
road.
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Wait for students to reach safety.
Close service door 8 deactivating red lights.

A
A
A Shift gearshift in drive, release parking brake.
A

Double check for students and traffic before proceeding.

PROCEDURE FOR EMERGENCY VEHICLE WHILE LOADING/UNLOADING
STUDENTS

When a school bus driver observes the approach of an emergency vehicle while in the
process of loading or unloading children, the driver will proceed as follows:

A Immediately stop the children from loading or unloading.
A Check to see that there are no children in the roadway.

A Before motioning the emergency vehicle to proceed, the school bus driver
must turn off all visual signals.

A As soon as possible, hand-motion the driver of the emergency vehicle that it
can safely pass the school bus without endangering the children.

A The emergency vehicle shall not proceed until all visual signals are
disengaged.

LOADING AND UNLOADING PASSENGERS ON SCHOOL CAMPUSES

Loading Passengers On School Campuses

A When possible, the bus should be located at the loading area before school
is dismissed. If students are at the loading area before the bus arrives,
caution must be used.

Park in designated loading area.

Set brake and shift to neutral

Open door.

> > > >

Turn off the ignition switch and remove the key if leaving the bus.
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A The driver should remain on the bus or at the entrance of the bus to
supervise the loading process, with the ignition switch on, allowing the
camera to be operative

A When loading students at school, drivers should be up assisting and
directing students to help ensure orderly and efficient seating takes place.

>\

When seats are available, all students must be seated before departure.

>\

Instruct the students to use the handrail and to be seated immediately
after boarding the bus.

Assume your driving position, check mirrors and prepare to leave.
Make final check for stragglers before starting.

Backing on school grounds should be discouraged.

> > > >

Stop before entering the roadway from the school campus and check
traffic.

A Leave a safe distance of space between buses as you leave the school
grounds.

A Do not tailgate. This may cause an accident.

A You must use cross view mirrors each and every time the bus is put in
motion. Other problems include not centering the mirror on the front bumper
so that you can see the front tires of your bus touch the pavement with the
Cross view mirror.

Unloading Passengers On School Campuses

A Approach the unloading area carefully

A Every effort should be made to route buses in a counterclockwise direction
at the unloading point. This should be on the right, next to the school and
the students will not have to cross a traffic zone or between vehicles.

Set brakes and shift to neutral.

Open door.

A Turn off the motor and leave ignition switch on allowing camera to be
operative.

A Open door and instruct the students to use the handrail.
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RAILROAD CROSSING

School bus drivers must stop at any railroad grade crossing where markings remain,
even if the crossing is no longer in use. You must stop even if no students are on.
board. The only time a school bus does not have to stop for a railroad crossing is when
the crossing is being controlled by a traffic control signal, a police officer, fireman or
flagman and he directs you across the tracks. At all crossings you must assume that a
train may be coming. You must come to a complete stop no closer than fifteen (15) feet
to the nearest rail and not more than fifty (50) feet from the nearest rail. The emergency
brake must be applied, the service door and driver's window must be opened so the
driver can look and listen for an oncoming train before proceeding. Drivers must never

cross a railroad crossing with a train in sight.

RAILROAD CROSSING PROCEDURE

A

A

Prepare to stop

Activate hazard lights; do not activate 8 light system

Come to a complete stop at least 15 and no more than 50 feet from the

closest rail.

Open service door and left front window. Turn all radios, fans and
heaters. Instruct students to remain quiet.

LOOK and LISTEN; check both directions.

1. If there is an APPROACHING TRAIN, APPLY PARKING BRAKE

AND SHIFT TO NEUTRAL TO HOLD YOUR POSITION. You
must check left-right-left again before proceeding. Proceed
cautiously after the train passes.

. On MULTI-TRACK crossings, a SECOND train may be

approaching on the other track hidden by the first train. After
crossing the first track, check BOTH DIRECTIONS BEFORE
CROSSING EACH ADDITIONAL TRACK.

. On MULTI-LANE track crossings, STAY IN RIGHT LANE.

. If a railroad crossing gate or signal malfunctions, the driver should

contact the Dispatch. The Transportation Office will call railroad
officials concerning the gate. You are not allowed to travel over a
railroad crossing with the crossing arms down unless police or
other official is present.

A When tracks are clear, close service door and cross tracks without

changing gears.
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A Once the bus is clear of the last rail of the track, close window (if
_ necessary), and deactivate hazard lights.
A Proceed on route.

BRIDGE CROSSING

If a driver notices any unusual condition (swaying, settling, bump, etc.) not previously
encountered when crossing the bridge, report condition to Dispatch immediately and
indicate location of bridge.

Category 1 0 Bridges Posted At Five Tons or Less

1. Upon approaching a bridge posted at five tons or less, slow down to
10 mph or less, activate hazard lights and be prepared to stop.

2. If you will meet another vehicle on the bridge, stop before going onto
the bridge.

3. Allow other vehicle (s) to clear the bridge and then cross.

4. Upon crossing the bridge, cancel hazard lights and proceed.

Category Il 8 Bridges Posted At Between Six and Ten Tons

1. Upon approaching a bridge posted at between six and ten tons, slow
down to 10 mph or less and be prepared to stop.

2. If you will meet another vehicle on the bridge larger than a passenger
car, activate the hazard lights and stop before going onto the bridge.

3. Allow other vehicle(s) to clear the bridge and then cross.

4. Upon crossing bridge, cancel hazard lights and proceed.

SECTION IX - INCLEMENT WEATHER

INCLEMENT WEATHER DRIVER NOTIFICATION POLICY

In the event of inclement weather, the Transportation Department may attempt to
contact drivers if schools are to be closed. Drivers and monitors should listen to local
television stations for school closing announcements. Drivers may call the
Transportation Department at (229) 431-1265, to confirm that schools are open or
closed. Drivers should be aware of the possibility of deteriorating weather conditions
while school is in session and be available for contact by the Transportation Department
should schools close early. Up-to-date phone numbers are required of all drivers and
monitors. Changed phone numbers must be registered with District Manager
immediately; failure to do so will result in administrative action.

TORNADO OR STORM
Drivers shall observe the following procedure in the event of a tornado or storm:
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Pull the bus onto the shoulder of the road out of the traffic and stop the bus.
If possible, face front or rear of bus into the wind and away from potential
falling limbs, power lines and other materials.

Keep the engine running.

Set the brake and turn on the hazard warning lights

Driver and students should remain on the bus.

In a tornado or storm, lower rear four windows on opposite side of the bus
from wind or rain.

Have everyone put his/her head between his/her legs and cover head with
hands.

After storm has passed, proceed with caution.

Students shall not be allowed off the bus to move trees, limbs, cables or
power lines.

If power lines are down, do not let anyone off the bus until emergency
personnel can establish that it is safe to do so.

SNOW AND ICE

To operate a school bus on snow and/or ice the driver should:

A

> > > > >

Drive at a slow and steady rate of speed.
Attempt to drive in the higher gears to avoid wheel slippage.

Accelerate slowly and steadily.

Apply brakes slowly and intermittently.

Approach all curves slowly.

Should you begin to slide or skid; steer in the direction that the rear-end of
the bus is sliding. As the bus begins to straighten, straighten the front
wheels also. Avoid sudden braking or lifting the foot from the accelerator

suddenly. Decelerating suddenly increases the skid and can result in locking
the wheels.
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LOW VISIBILITY /SLIPPERY ROAD CONDITIONS (RAIN, FOG, SMOKE OR

SLEET)

The following precautions should be observed when operating under low
visibility/slippery conditions:

A

A

Reduce speed of bus. Drive as though you have to make an emergency
stop in the distance you can see.

Drive well to the right of the road. Watch road edge carefully so you won't
drive off the road or hit a pedestrian, parked car or other object.

Watch side roads closely for entering traffic.

Be alert to slippery conditions at the start of rain; before the oil, soil and
other matter that causes slippery conditions has had time to wash off.

Beware of patches of wet leaves and smooth blacktop surface.
In fog, use windshield wipers and defrosters continuously.

In fog and smoke, use low beam lights. They throw light down on the road
where you need it, rather than out into the fog to be reflected back at you.

Never look directly at lights of on-coming vehicles.

Avoid sudden stops. Signal stops by tapping on the brake pedal to make the
stop lights blink to catch motorists' attention.

Never unload students when driving conditions do not permit motorist to see
the students or to safely stop their vehicle if approaching from the rear.

Under Severe Conditions where visibility is restricted to less than a car
length:

1. Park the bus in a safe location well off of the road.

2. Activate hazard lights.

3. Wait until conditions improve before resuming trip.

4. Do not let anyone off of the bus.

BUS DRIVER PROTOCOL

The School System Police will monitor the radio traffic on the bus drivers frequency
during the travel hours to and from school.

Bus Drivers will be able to call for police or emergency assistance in any of the following

circumstances:

1. A fight on the bus
2. A weapon on the bus
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3. Any person who is not entitled to be on the bus and will not leave at
the request of the driver

4, If the bus driver believes that the bus is being followed

5. If the bus has an accident where a student/students or member of the
public is injured

6. Student or students who will not follow the directions of the driver

7. An out of control student on the bus

In any of the above circumstances the DCSS police department will contact the driver
and will either respond themselves or seek assistance from the Albany Police
Department, Dougherty County Police Department depending upon the location of the
bus as the emergency services required.

SECTION X T ASTHMA POLICY

ASTHMA ALERT

There are more students than you are aware of that have asthma. Asthma attacks can
happen anytime but as winter ends and spring arrives, asthma episodes start rising.
During an episode, the person's airways become swollen. Thick, sticky mucus fills up
the airways and the muscles that wrap around the airways squeeze tight.

Strong odors from sprays, perfumes, cleansing products and other things may cause an
episode. You can help those that suffer with asthma by being more aware of the
colognes, perfumes and even cigarette smoke on you while you are around asthma
sufferers. On your bus, use cleaning products in the evening so the smell will die down
before the morning route.

When a student on a bus is having an asthma attack, call Dispatch immediately and
relay the status of the child. Dispatch will immediately put the fleet in Code One (1), and
give you unlimited access to Dispatch. The medical condition of the child will warrant
what measures we take next in the best interest of the student.

SECTION XI -RADIO USAGE PROCEDURES

TWO-WAY RADIOS
When using the two-way radio, the following procedures will be used:

A Radios are to be used for Transportation Department business only.
General and personal conversation on the radio is not acceptable. All radio
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conversations will be recorded and any that is not business related will be
monitored and administrative action will be taken.

Emergencies take priority over all other communications. Radio checks and
time checks are not acceptable and should not occur. Time and date are
given routinely throughout the morning and afternoon routes. These
announcements serve two purposes: To document the date and time on the
bus videos and to provide regular time and date announcements for driver
information.

Radios are to be always on when you are on the bus. All drivers are
expected to be accessible by radio from the time you start your bus until

the end of your route each morning and afternoon. If you are not responsive
by radio, you may receive administrative action.

"ALL-CALL" & indicates a message being broadcast to the entire radio
net.

Your call signal is the number of your assigned route/vehicle. For example,
if your bus number is 121, your call sign is 121. If you are driving a spare
bus, you would answer if either your assigned bus number or the spare bus
number is called. Although you use your regularly assigned bus number
when driving a substitute bus, if there is a mechanical problem or incident,
be sure to state "I am in spare bus 180, 121 clear,” or in some way ensure
the shop knows what bus you are physically in.

The call sign for the District office is "BASE". The call sign for fleet
maintenance bus shop is "SHOP")

1. Call Base to report an accident or emergency, or to reach the
office staff.

2. Call SHOP to report a breakdown or for repair or maintenance
matters.

After receiving a message, if you understand the message, respond by
saying "10-4" (Okay, last message received).

After relaying your message, indicate you are through speaking and waiting
for a response by saying "over."

When finished with your transmission, indicate so by saying "clear."
This will tell the other party you are finished (not expecting a reply).

Compose your message prior to pushing the transmit switch. This will assist
in making your transmission clear and will avoid the use of excess time on
the crowded net. Push the transmit switch for two seconds before speaking.
This will help ensure that you send the entire message without cutting off
the identification of who you are calling, or your call sign.
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A The driver is responsible for reporting any problems with the radio. This is
done by reporting the problem in writing, on a radio work order form,
available from the district office.

A If district office is unable to contact you by radio, you will be contacted by an
alternate means, and directed to bring the bus in for radio inspection. If the
inspection reveals no problem with the radio, the driver and supervisor will
review radio procedures.

RADIO INFORMATION

Calling Base:
A Make sure you wait until Base tells you to go ahead before starting your
transmission.

Administrator Needed:
A School and Estimated Time Of Arrival (ETA)

Returning Student To School:
A Name of student

A School and ETA
A Reason for return
A

Time student returned and to whom

Sick/Injured Student:

Does student need 911 called?
Exact location (cross streets)
What is the problem?

Name and age of student

Pre-existing medical condition (Yes: What? No: ETA to school/home)

> > > > D> D>

Does student have medication with them?

Sick/Injured Driver On Bus Route:
A Exact location

A What is the problem?
A Pre-existing medical condition? (Do you have medication with you?)
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Weapon On Bus:
A Exact location

A Dispatch will confirm by usingcode"Code Redo

A Contact school police

Fight On Bus:
A  Need911?

Exact location
Weapon involved?
Number and ages of students

Wait for authorities (if called)

> > > > D

School and ETA (if a.m. or returning to school)

Pargnt On Bus:
A Exact location

A Age and number of students on bus

A Wait for authorities

CoII'isions :
A Exact location

A Get seating chart (if students on bus)
A Can bus be driven? (Yes: Follow direction of school administrator; No: wait for
mechanic)
Evacuation of School:
A Go to staging area/school

A Wait for further instructions

Inclement Weather (Tornadoes, Flooding Etc.):
A Go to nearest school and unload students

A Notify base of location

A Wait at location for further instructions
Downed Power Lines:

A Exact Location

A Students on bus (do not cross line or allow students off bus)
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Time Verification:

A

Location and regular pick-up time

How To Transmit To Dispatch/Base:

A
A
A

> > > > > > >

> >

A

When transmitting, hold the microphone about two inches from your mouth
Speak slowly and clearly

Remember to release transmission switch when finished so you can receive
aresponse

Listen for a response from Base before you start to talk
Address Base as Base or. Dispatch (not by names)

Radio is to be on at all times

Do not call Base for time/radio checks

Only request time verification when asked to by a Supervisor
Non-essential communication is not acceptable

No response by driver when called by Base will require driver to bring bus in
for radio to be checked

If authorities are called to your bus, you must wait for them
Panic Button is to be used only when normal radio communication is
unsafe/impossible. Base will respond by, "Driver, | need your location."”

Hit the panic button again if really needed.

Emergency Procedures In The Event Of A Breakdown

A
A

A

>

Radio Dispatch immediately

Provide Bus Number (actual bus number, not route number if you are on a
spare bus)

Your location. Be specific as possible (

State the problem, if known or what the bus is doing (example o flat tire on
front, leaking oil, won't start etc.)

State if you have students on board
After reporting, follow instructions given by Dispatch

If out of radio range or after hours, contact Shop or the mechanic on duty

Emergency Procedures In The Event of An Accident

A
A

Radio Dispatch immediately

Provide your bus number over the air (do not give your name)
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Provide your location (be as specific as possible to the question: "Do you
need a spare bus?" Answer only: "Yes", "No" or "Do Not Know." Do not
describe the situation over the air.

Do not provide any other information over the air unless you are asked by
Dispatch, then do not go into detail; be brief

Dispatch will contact the police

If out of radio range or after hours, notify local Police Department, Sheriff
Department and/or the Georgia State Patrol. Notify the shop as soon as you
get back or call if you need assistance.

Emergency Procedures - Student Fight or Weapon

A

A
A
A

Notify Dispatch & Dispatch will contact the police
Driver will state location, direction of travel and follow Dispatch Instruction
Keep Dispatch informed if status changes

In case of breakdown or emergency, maintain radio contact with
Dispatch/Base

PARENTS/UNAUTHORIZED PERSON ON YOUR BUS

When a parent/unauthorized person enters your bus while on your route, ask the same
person to step down or get off your bus. You should say this in a professional,
authoritative manner. Ask this person twice to get off your bus. If this person refuses,
call Dispatch. We will tell this person over your radio that we will contact the Police if
they do not leave your bus. Most of the time, the person will leave the bus. If they do not
leave, give us your exact location and whether the person is still on the bus or
preventing you from continuing on your route, (i.e. standing in front of your bus,
standing at the door opening, etc.) once the police have been called, you must wait for

them. Do not get in a verbal confrontation with the person.

Bus Evacuation

Reasons for evacuation:

Drills two required each year
Fire wires shorting out
engine or tire fire
student starts fire
Accident danger of fire
bus rests in unsafe position
Breakdown bus breaks down in unsafe area : (ask Dispatch for

instructions)
Hill or curve
Close to steep incline
Bus stalls on railroad tracks
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Different types of emergency exit evacuations on a school bus:
emergency door
service door
kick-out windshield
emergency roof hatch or emergency side window
Bus Driver being prepared:
practice each type of evacuation know how
to use equipment know where equipment is
located
Driver instruction to students:
don't panic @ listen to drivers instructions
drivers should be able to stand at front of bus and
give helpers the go-ahead to complete an emergency
evacuation
leave all items on the bus; books, pencils, jackets, back packs,
lunch boxes
In case driver is injured or sick:
student assigned to front should know how to:
apply emergency brake cut off
engine
open door
use radio to notify Dispatch start
evacuation
remove evacuation equipment: (first aid kit, triangle reflectors and
fire extinguisher)
Students assigned to rear of bus should know how to:
open emergency door
help students out proper hand hold
getting students 100 feet away from bus to safe area
Service Door Evacuation:
one helper to send students to safe area.
teach children to unload each morning seat by seat
in a real emergency, they would know how to evacuate in an
orderly manner helper and alternate helper should assigned
front seat.
Emergency Door (rear door) Evacuation:
driver appoints four (4) students as helpers assign them the
back seat teach them when, why and how to open emergency
door for emergency use only and driver requests door to be
opened in case driver is unconscious how to raise handle and
push door
Roof Hatch or Side Emergency Windows:
instruct students on how these escape hatches and
emergency side windows open in the event a situation
would dictate their use. Instruct students to use proper
hand hold: hand around wrist for strength students place
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hands on helpers' hands helpers tell students "grab,
squat, jump!" helpers make sure students' feet hit the
ground before releasing.
Third Student Helper:
send students to safe area away from the fuel tank explain to
student helper that in a real emergency, they would send
students a safe distance (100 feet) away from the bus
Fourth Student Helper:
Acts as a stand-by if needed

SECTION XII -SELECTED POLICY, LAWS, RULESAND
REGULATION S

APPROACH OF AUTHORIZED EMERGENCY VEHICLES

Upon the immediate approach of an authorized emergency vehicle or a vehicle
belonging to a federal, state, or local law enforcement agency making use of an audible
signal and visual signals meeting the requirements of Code Section 40-66, the driver of
every other vehicle shall yield the right-of-way and shall immediately drive to a position
parallel to, and as close as possible to, the right hand edge or curb of the roadway,
clear of any intersection and shall stop and remain in such position until the authorized
emergency vehicle or law enforcement vehicle has passed, except when otherwise
directed by a police officer.

BULLYING O.C.G.A.20°2.751 .4

1. Policies prohibiting bullying; assignment to alternative school; notice
a) As used in this Code Section, the term "bullying" means:
(1) Any willful attempt or threat to inflict injury on another person, when
accompanied by an apparent present ability to do so; or

(2) Any intentional display of force such as would give the victim
reason to fear or expect immediate bodily harm

b) Each local Board of Education shall adopt policies, applicable to students
in grades six through twelve, that prohibit bullying of a student by another
student and shall require such prohibition to be included in the student
code of conduct for middle and high school in that school system. Local
Board policies shall require that, upon a finding that a student has
committed the offense of bullying for the third time in a school year, such
student shall be assigned to an alternative school. Each local Board of
Education shall ensure that students and parents of students are notified
of the prohibition against bullying, and the penalties for violating the
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prohibition by posting such information at each middle and high school
and by including such information in student and parent handbooks.

2. Bullying is a form of aggression and occurs when a person(s) who perceives
a power imbalance, willfully subjects another person (victim), whoever he or
she may be, to an intentional, unwanted and unprovoked hurtful verbal
and/or physical action(s) which result(s) in the victim feeling oppressed
(stress injury, discomfort) at any school site or school board sponsored
activity or event. Bullying may also occur as various forms of hazing,
including initiation rites perpetrated against a new student or a new member
of a team. Students who engage in such conduct shall be subject to a
range of punishment to include verbal or written reprimand, in school or out-
of-school suspension, change of placement and/or expulsion.

3. Examples or types of bullying may include, but are not limited to:

e Physical bullying 8 punching, shoving, poking, strangling, hair
pulling, beating, biting and excessive tickling

e Verbal bullying 8 such acts as harmful name-calling, teasing and
gossip

¢ Emotional (psychological) bullying T rejecting, terrorizing, extorting,
defaming, humiliating, blackmailing, rating/ranking or personal
characteristics such as race, disability, ethnicity, or perceived sexual
orientation manipulating friendships, isolating, ostracizing and peer
pressure

e Sexual bullying 8 many of the actions listed above as well as
exhibitionism, voyeurism, sexual propositioning, sexual harassment
and abuse involving actual physical contact and sexual assault. In
many cases, gender and cross-gender sexual harassment may also
qualify as bullying.

4. Although boys are more often the perpetrators and victims of bullying, girls
tend to bully in more indirect ways (manipulating friendships, obstructing
classmates and spreading malicious rumors). However, it is quite possible
for bullying to occur in many different types of interpersonal relationships in
a school setting.

5. Bullying may be limited to a single incident. However, in most cases, the
bullying is characterized by repeated harmful actions on the part of the
bully(ies).

CROSSING FIRE HOSE

No vehicle shall be driven over any unprotected hose of a fire department when laid
down on any street, private road, or driveway to be used at any fire or alarm of fire,
without consent of the fire department official in command.
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DEPARTMENT OF EDUCATION OBE SCHOOL BUS INSPECTIONS CODE: EDCA

160°5°3-.03 SCHOOL BUS INSPECTIONS

(1) REQUIREMENTS
a) Local units of administration shall ensure that all school buses are
inspected annually by the Department of Motor Vehicle Safety.

b) Local units of administration maintenance or service personnel shall inspect
all school buses monthly and record the results on forms provided by the
Department of Education. A local form may be used in lieu of the
department's form upon approval from the department.

c) The local system superintendent shall notify the Department of Education
in writing of any material or construction defect found in new school buses.
Authority O.C.G.A. 8§ 20-2-188; 40-8-220.

Adopted: June 13, 2002 Effective: July 3, 2002

INSPECTION OF VEHICLES BY OFFICERS OF THE DEPARTMENT OF
MOTOR VEHICLES; ISSUANCE OF CERTIFICATE OF INSPECTION;
PROCEDURE

A. The commissioner of public safety and members of the Department of
Motor Vehicles and such other officers and employees of the department as
the commissioner may designate, may at any time, upon reasonable cause
to believe that a vehicle is unsafe or not equipped as required by law or that
its equipment is not in proper adjustment or repair, require the driver of such
vehicle to stop and submit such vehicle to an inspection and such test with
reference thereto as may be appropriate.

B. In the event such vehicle and its equipment are found to be in safe
condition and in full compliance with the law, the officer making such an
inspection shall issue to the driver an official certificate of inspection and
approval of such vehicle specifying those parts or equipment so inspected
and approved.

C. In the event such vehicle is found to be in unsafe condition or any required
part or equipment is not present or is not in proper repair and adjustment,
the officer shall give a written notice to the driver and shall send a copy to
the department. Such notice shall require that such vehicle be placed in
safe condition and its equipment in proper repair and adjustment specifying
the particulars with reference thereto and shall require that a certificate of
inspection and approval be obtained within 30 days.
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DMVS RULES AND REGULATIONS (DEPARTMENT OF MOTOR VEHICLE
SAFETY) 375-6-1-01 RESPONSIBILITY FOR PROGRAM

1)

2)

3)

4)

5)

The school bus inspection program shall apply to every public school bus as
defined by O.C.G.A. 40-1-1 which is owned by a state, county, or municipal
government or under contract by any independent system.

The Enforcement Division is responsible for both the administrative and
inspectional tasks as provided by these rules.

Inspectors shall declare "out of service" any school bus which, by reasons
of its mechanical condition or loading would be likely to cause a crash or
suffer a breakdown. No school system, contract carrier, or individual shall
require, nor shall any person operate, any school bus that has been
declared "out of service" until all repairs required by the "out of service"
notice issued by the inspector have been satisfactorily completed.

Inspectors shall declare a bus "out of service" by placing an out of service
sticker on the bus. "Out of service" stickers shall not be removed until all
repairs required by the "out of service" notice have been satisfactorily
completed.

When a bus has been declared "out of service," certification of repairs shall
be forwarded to Department Headquarters by the mechanic or other school
official within ten (10) days of the completion of repairs. Authority:
0O.C.G.A. 8 40-8-220 Filed Date: 9/13/2002

Effective Date: 10/3/2002

375-6-1-. 12 DAILY INSPECTIONS BY BUS OPERATOR

A. No school bus shall be driven unless the driver shall have first satisfied
himself or herself that the following parts and accessories are in good
working order:

1) Service brakes;

2) Parking brake;

3) Steering mechanism;

4) Lighting devices and reflectors;
5) Stop arm and flashing lights;
6) Emergency door and exits;

7) Tires;

8) Horn;

9) Windshield wiper(s);

10) Rear vision mirror(s)

B. The driver shall also satisfy him or herself that the required emergency
equipment is in place and ready for use:
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1) Fire extinguisher,
2) Emergency triangles;
3) First aid kit with required contents

C. Every school bus operator shall require its drivers to report, in writing, at the
completion of each day's work with respect to each bus operated. The
report must address, at a minimum, the following parts and accessories:

1) Service brakes;

2) Parking brake;

3) Steering mechanism;

4) Lighting devices and reflectors;
5) Stop arm and flashing lights;
6) Emergency door and exits;

7) Tires;

8) Horn;

9) Windshield wiper(s);

10) Fire extinguisher;

11) Emergency reflective triangles;
12) First aid kit

D. Daily reports shall identify the vehicle and list any defect or deficiency
discovered by or reported to the driver which would affect the safety of
operation of the vehicle or result in its mechanical breakdown. If no
defect or deficiency is discovered by or reported to the driver, the report
shall so indicate. The report shall be signed and dated by the driver.

E. Prior to requiring or permitting a driver to operate a bus, every school
system shall repair or have repaired any defect or deficiency listed on
the driver vehicle inspection report that would be likely to affect the
safety of operation of the vehicle. Every school system, school contract
carrier, shop foreman, or mechanic shall certify on the original driver
vehicle inspection report that lists any defect or deficiency that the defect
or deficiency has been repaired or that repair is unnecessary before the
vehicle is again operated. The original driver vehicle inspection report
and certification of repairs shall be maintained for three months from the
date that the written report was prepared. Authority: O.C.G.A. § 40-8-
220 Filed Date: 9/13/2002
Effective Date: 10/3/2002

DRIVE ON RIGHT SIDE OF ROADWAY: EXCEPTIONS

A. Upon all roadways of sufficient width, a vehicle shall be driven upon the right
half of the roadway, except as follows:

1. When overtaking and passing another vehicle proceeding in the
same direction under the rules governing such movement;
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2. When an obstruction exists making it necessary to drive to the left of
the center of the highway; provided that any person so doing shall
yield the right-of-way to all vehicles traveling in the proper direction
upon the unobstructed portion of the highway within such a distance
as to constitute an immediate hazard;

3. Upon a roadway divided into three marked lanes for traffic under the
rules applicable thereon; or

4. Upon a roadway restricted to one-way traffic

B. Upon all roadways, any vehicle proceeding at less than the normal speed of
traffic at the time and place and under the conditions then existing shall be
driven in the right-hand lane then available for traffic, or as close as
practicable to the right-hand curb or edge of the roadway, except when
overtaking and passing another vehicle proceeding in the same direction or
when preparing for a left turn at an intersection or into a private road or
driveway.

C. Upon any roadway having four or more lanes for moving traffic and
providing for two-way movement of traffic, no vehicle shall be driven to the
left of the center of the roadway except when authorized by official traffic
control devices designating certain lanes to the left of the center of the
roadway for use by traffic not otherwise permitted to use such lanes or
except as permitted under paragraph (2) of subsection A of this Code
Section. However, this subsection shall not be construed as prohibiting the
crossing of the center of the roadway in making a left turn into or from an
alley, private road, or driveway.

D. No two vehicles shall impede the normal flow of traffic by traveling side by
side at the same time while in adjacent lanes, provided that this Code
Section shall not be construed to prevent vehicles traveling side by side in
adjacent lanes because of congested traffic conditions.

DRIVER OF VEHICLE MEETING OR OVERTAKING SCHOOL BUS:
VIOLATIONS

A. Except as provided in subsection (b) of this Code Section, the driver of a
vehicle meeting or overtaking from either direction any school bus stopped
on the highway shall stop before reaching such school bus when they are in
operation on the school bus the visual signals as specified in Code Sections
40-8-111 and 40-8-115, and such driver shall not proceed until the school
bus resumes motion or the visual signals are no longer actuated.
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B. The driver of a vehicle upon a highway with separate roadways need not
stop upon meeting or passing a school bus which is on a different roadway,
or upon a controlled-access highway when the school bus is stopped in a
loading zone which is a part of or adjacent to such highway and where
pedestrians are not permitted to cross the roadway.

C. Every school bus driver who observes a violation of subsection (a) of this
Code Section is authorized and directed to record specifically the vehicle
description, license number of the offending vehicle and time and place of
occurrence on forms furnished by the Department of Public Safety. Such
report shall be submitted within 15 days of the occurrence of the violation to
the local law enforcement agency which has law enforcement jurisdiction
where the alleged offense occurred.

DUTY OF SCHOOL BUS DRIVER STOPPING TO ALLOW CHILDREN TO
DISEMBARK

After stopping to allow children to disembark from the bus, it shall be unlawful for the
driver of the school bus to proceed until all children who need to cross the roadway
have done so safely. Any driver willfully violating this Code Section shall be guilty of a
misdemeanor.

DUTY TO REMOVE VEHICLE FROM ROADWAY OF EXPRESSWAY OR
MULTILANE HIGHWAY; REMOVAL OF INCAPACITATED VEHICLE FROM
STATE HIGHWAY

A. Any other provision of this article of any other law to the contrary
notwithstanding, motor vehicles involved in traffic accidents and the drivers
of such motor vehicles shall be subject to the provisions of this Code
Section.

B. This Code Section shall apply to motor vehicle traffic accidents which occur
on the expressways and multilane highways of this state.

C. When a motor vehicle traffic accident occurs with no personal injury, death,
or extensive property damage, it shall be the duty of the drivers of the motor
vehicles involved in such traffic accident, or any other occupant of any such
motor vehicle who possesses a valid driver's license, to remove said
vehicles from the immediate confines of the roadway into a safe refuge on
the shoulder, emergency lane, or median or to a place otherwise removed
from the roadway whenever such moving of a vehicle can be done safely
and the vehicle is capable of being normally and safely driven, does not
require towing and can be operated under its own power in its customary
manner without further damage or hazard to itself, to the traffic elements, or
to the roadway. The driver of any such motor vehicle may request any
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person who possesses a valid driver's license to remove any such motor
vehicle as provided in the Code Section and any such person so
requested shall be authorized to comply with such request.

D. The driver or any other person who has removed a motor vehicle from the

main traveled way of the road as provided in subsection C of this Code

Section before the arrival of a police officer shall not be considered

liable or at fault regarding the cause of the accident solely by reason of
moving the vehicle pursuant to this Code Section.

E. This Code Section shall not abrogate or affect a driver's duty to file any
written report which may be required by a local law enforcement agency, but
compliance with the requirements of this Code Section shall not allow a
driver to be prosecuted for his failure to stop and immediately report a traffic
accident.

F. This Code Section shall not abrogate or affect a driver's duty to stop and
give information in accordance with law, nor shall it relieve a police officer of
his duty to render a report in accordance with law.

FOLLOWING FIRE APPARATUS OR EMERGENCY VEHICLE

The driver of any vehicle other than one on official business shall not follow any fire
apparatus traveling in response to a fire alarm or any other emergency vehicle closer
than 200 feet and shall not park such vehicle within 500 feet of any fire apparatus
stopped in answer to a fire alarm.

FOLLOWING TOO CLOSELY

A. The driver of a motor vehicle shall not follow another vehicle more closely
than is reasonable and prudent, having due regard for the speed of such
vehicles and the traffic upon and the condition of the highway.

B. The driver of any motor vehicle which is drawing another vehicle when
traveling upon a roadway outside of a business or residential System and
which is following another motor truck or motor vehicle drawing another
vehicle shall, whenever conditions permit, leave sufficient space so that an
overtaking vehicle may enter and occupy such space without danger,
except that this shall not prevent a motor truck or motor vehicle drawing
another vehicle from overtaking and passing any like vehicle or other
vehicle.

C. Motor vehicles being driven upon any roadway outside of a business or
residential System in a caravan or motorcade whether or not towing other
vehicles shall be so operated as to allow sufficient space between each
such vehicle or combination of vehicles so as to enable any other vehicle to
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enter and occupy such space without danger. This subsection shall not
apply to funeral processions, parades, or other groups of vehicles if such
groups of vehicles are under the supervision and control of a law
enforcement agency.

D. Vehicles which approach from the rear any other vehicle or vehicles stopped
or slowed to make a lawful turn shall be deemed to be following for
purposes of this Code Section.

FUNERAL PROCESSIONS

The operator of a vehicle not in a funeral procession shall not interrupt a funeral
procession except when authorized to do so by a traffic officer or when such vehicle is
an authorized emergency vehicle or law enforcement vehicle giving an audible and
visual signal. Operators of vehicles not a part of a funeral procession shall not join a
funeral procession by operating their headlights for the purpose of securing the right of
way granted by this Code Section to funeral processions. The operator of a vehicle not
in a funeral procession shall not attempt to pass vehicles in a funeral procession on a
two-lane highway. Any person violating this Code Section shall be guilty of a
misdemeanor and, upon conviction thereof, shall be punished by a fine not to exceed
$100.00.

HEADLIGHT/STROBE LIGHTS MUST ALWAYS BE ON WHEN TRANSPORTING
CHILDREN

It shall be unlawful to operate any school bus which is transporting children unless the
headlights on such school bus are illuminated. DCSS policy is that headlights/strobe
lights must be operating at all times with or without children on board.

HIPAA - NOTICE OF PRIVACY PRACTICES PROTECTED HEALTH INFORMATION
THIS NOTICE DESCRIBES HOW MEDICAL INFORMATION ABOUT YOU MAY BE
USED AND DISCLOSED AND HOW YOU CAN GET ACCESS TO THIS
INFORMATION. PLEASE REVIEW IT CAREFULLY.

The School System is required by the privacy regulations issued under the Health
Insurance Portability and Accountability Act of 1996 ("HIPAA") to maintain the privacy of
Protected Health Information and to provide our students, parents, and employees with
notice of our legal duties and privacy practices concerning Protected Health
Information. In the event applicable law, other than HIPAA, prohibits or materially limits
our uses and disclosures of Protected Health Information, as set forth below, we will
restrict our uses or disclosure of your protected Health Information in accordance with
the more stringent standard. We are required to abide by the terms of this Notice so
long as it remains in effect. We reserve the right to change the terms of this Notice of
Privacy Practices as necessary and to make the new Notice effective for all Protected
Health Information maintained by the System. In the event the System changes any of
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its policies with respect to privacy or this Notice of Privacy Practices, such change shall
be reflected in subsequent annual System publications.

Protected Health Information ("PHI") means individually identifiable health
information, as defined by HIPAA, that is created or received by the School System and
that relates to the past, present, or future physical or mental health or condition of an
individual; the provision of health care to an individual; or the past, present, or future
payment for the provision of health care to an individual; and that identifies the
individual or for which there is a reasonable basis to believe the information can be
used to identify the individual. PHI includes information of persons living or deceased.

USES AND DISCLOSURES OF YOUR PROTECTED HEALTH INFORMATION

The following categories describe different ways that we use and disclose PHI.

Your Authorization 8 Except as outlined below, we will not use or disclose your PHI
unless you have signed a form authorizing the use or disclosure. You have the right to
revoke that authorization in writing except to the extent that we have taken action in
reliance upon the authorization or that the authorization was obtained as a condition of
obtaining insurance, and we have the right, under other law, to contest a claim under
the policy or the policy itself.

Uses and Disclosures for Payment 8 We may make requests, uses, and disclosures of
your PHI as necessary for payment purposes.

Uses and Disclosures for Health Care Operations 8 We may use and disclose your
PHI as necessary for our health care operations.

Family and Friends Involved in Your Care 8 If you are available and do not object, we
may disclose your PHI to your family, friends, and others who are involved in your care
or payment of a claim. If you are unavailable or incapacitated and we determine that a
limited disclosure is in your best interest, we may share limited PHI with such
individuals.

Business Associates 8 Certain aspects and components of our services are performed
through contracts with outside persons or organizations. At times it may be necessary
for us to provide certain of your PHI to one or more of these outside persons or
organizations.

Other Uses and Disclosures 8 We may make certain other uses and disclosures of
your PHI without your authorization.

We may use or disclosure your PHI for any purpose required by law. For example, the
School System may be required by law to use or disclose your PHI to respond to a court
order.
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A We may disclose your PHI for public health activities, such as reporting of
disease, injury, birth and death, and for public health investigations.

A We may disclose your PHI to the proper authorities if we suspect child
abuse or neglect; we may also disclose your PHI if we believe you to be a
victim of abuse, neglect, or domestic violence.

A We may disclose your PHI if authorized by law to a government oversight
agency (e.g., a state insurance department) conducting audits,
investigations, or civil or criminal proceedings.

A We may disclose your PHI in the course of a judicial or administrative
proceeding (e.g. to respond to a subpoena or discovery request).

A We may disclose your PHI to the proper authorities for law enforcement
purposes.

A We may disclose your PHI to coroners, medical examiners, and /or funeral
directors consistent with law.

A We may use or disclose your PHI for cadaveric organ, eye or tissue
donation.

A We may use or disclose your PHI for research purposes, but only as
permitted by law.

A We may use or disclose your PHI to avert a serious threat to health or
safety.

A We may use or disclose your PHI if you are a member of the military as
required by armed forces services, and we may also disclose your PHI for
other specialized government functions such as national security or
intelligence activities.

A We may disclose your PHI to workers' compensation agencies for your

~workers' compensation benefit determination.
A We will, if required by law, release your PHI to the Secretary of the
Department of Health and Human Services for enforcement of HIPAA.

RIGHTS THAT YOU HAVE

Access to your PHI & You have the right to copy and/or inspect certain of your PHI that
we maintain. Certain requests for access to your PHI must be in writing, must state that
you want access to your PHI and must be signed by you or your representative (e.g.,
requests for medical records provided to us directly from your health care provider)

Amendments to Your PHI 8 You have the right to request that the PHI that we maintain
about you be amended or corrected. We are not obligated to make all requested
amendments but will give each request careful consideration. To be considered, your
amendment request must be in writing, must be signed by you or your representative,
and must state the reasons for the amendment/correction request.

Accounting for Disclosures of Your PHI & You have the right to receive an accounting
of certain disclosures made by us of your PHI. To be considered, your accounting
requests must be in writing and signed by you or representative. The first accounting in
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any 12-month period is free; however, we may charge you a fee for each subsequent
accounting you request within the same 12-month period.

Restrictions on Use and Disclosure of Your PHI & You have the right to request
restrictions on certain of our uses and disclosures of your PHI for insurance payment of
health care operations, disclosures made to persons involved in your care, and
disclosures for disaster relief purposes. Your request must describe in detail the
restriction you are requesting. HIPAA does not require us to agree to your request but
we will accommodate reasonable requests when appropriate. We retain the right to
terminate an agreed-to restriction if we believe such termination is appropriate. In the
event of a termination by us, we will notify you of such termination. You also have the
right to terminate, in writing or orally, any agreed-to restriction.

Request for Confidential Communications 8 You have the right to request that
communications regarding your PHI be made by alternative means or at alternative
locations. We are required to accommodate reasonable requests if you inform us that
disclosure of all or part of your information could place you in danger. Requests for
confidential communications must be in writing, signed by you or your representative,
and sent to the school System at the address below.

Right to a Copy of the Notice 8 You have the right to a paper copy of the Notice of
Privacy Practices upon request by contacting the School System at the telephone
number or address below.

Complaints 8 If you believe your privacy rights have been violated, you can file a
complaint in writing to Dougherty County School System, Transportation Department,
1730 Rodgers Avenue, Albany, Georgia, 31705. You may also file a complaint in writing
with the Secretary of the U. S. Department of Health and Human Services in
Washington, D.C., within 180 days of a violation of your rights. There will be no
retaliation for filing a complaint.

HORNS AND WARNING DEVICES

A. Every motor vehicle when operated upon a highway shall be equipped with
a horn in good working order and capable of emitting sound audible under
normal conditions from a distance of not less than 200 feet, but no horn or
other warning device shall emit an unreasonably loud or harsh sound or a
whistle. The driver of a motor vehicle shall, when it is reasonably
necessary to _ensure safe operation, give audible warning with his
horn, but shall not otherwise use such horn when upon a highway.

B. No vehicle shall be equipped with nor shall any person use upon a vehicle
any siren, whistle, or bell except as otherwise permitted in this Code
Section and Code Section 40-8-94.
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C. No vehicle shall be equipped with a theft alarm signal device which is so
arranged that it can be used by the driver as an ordinary warning signal.

HOUSE BILL 1179 (ALENA S LAW)

House Bill 1179 (AS PASSED HOUSE AND SENATE)

By: Representatives Barnes of the 84", Post 2, Dodson of the 84", Post 1, Stephens of
the 123" Channel of the 77", and Buckner of the 82" A BILL TO BE ENTITLED AN
ACT

To amend Chapter 5 of Title 16 of the Official Code of Georgia Annotated, relating to
crimes against the person, so as to establish greater penalties for simple assault and
simple battery when the victim of such an offense is a public school employee engaged
in official duties or on school property; to provide a definition of school property for such
offenses and battery; to require that the photographs of certain persons convicted of
staling and aggravated staling offenses shall be published in the legal organ of the
county in which such person is convicted; to require that the photographs of certain
persons convicted of certain assaults and batteries involving family violence shall be
published in the legal organ of the county in which such person is convicted; to amend
Chapter 2 of Title 20 of the Official Code of Georgia Annotated, relating to elementary
and secondary schools, so as to provide that the offense of disrupting the operation of a
public school applies to disruption of public school buses and certain public school bus
stops; to provide for mandatory training of school bus drivers; to provide for a short title;
to provide for policies and procedures regarding the operation of school buses; to
require school buses to adhere to published times; to amend Title 40 of the Official
Code of Georgia Annotated, relating to motor vehicles and traffic, so as to change the
equipment required on school buses; to provide for certain procedures to be followed by
school bus drivers; to provide for effective dates and applicability; to repeal conflicting
laws; and for other purposes. BE IT ENACTED BY THE GENERAL ASSEMBLY OF
GEORGIA:

PART |

SECTION 1.

Chapter 5 of Title 16 of the Official Code of Georgia Annotated, relating to crimes
against the person, is amended in Code Section 16-5-20, relating to simple assault, by
inserting a new subsection to be designated subsection (f) to read as follows:

"(HAny person who commits the offense of simple assault against an employee of a
public school system of this state while such employee is engaged in official duties or
on school property shall, upon conviction of such offense, be punished for a
misdemeanor of a high and aggravated nature. For purposes of this Code section,
'school property' shall include public school buses and stops for public school buses as
designated by local school boards of education.”

SECTION 2.



Said chapter is further amended in Code Section 16-5-23, relating to simple battery, by
inserting a new subsection to be designated subsection (i) to read as follows: "(i)Any
person who commits the offense of simple battery against an employee of a public
school system of this state while such employee is engaged in official duties or on
school property shall, upon conviction of such offense, be punished for a misdemeanor
of a high and aggravated nature. For purposes of this Code section, 'school property'
shall include public school buses and stops for public school buses as designated by
local school boards of education.”

SECTION 3.

Said chapter is further amended in Code Section 16-5-23.1, relating to battery, by
striking subsection (i) and inserting in lieu thereof the following:

"(lAny person who commits the offense of battery against a teacher or other school
personnel, engaged in the performance of official duties or while on school property
shall, upon conviction thereof, be punished by imprisonment for not less than one nor
more than five years or a fine of not more than $10,000.00, or both. For purposes of this
Code section, 'school property' shall include public school buses and public school bus
stops as designated by local school boards of education.”

Section 3A.
Said chapter is further amended by adding a new Code section to read as follows:

"16-5-26.

(@) The clerk of the court in which a person is convicted of a second or subsequent
violation of Code Section 16-5-20 and is sentenced pursuant to subsection (d) of
such Code section, Code Section 16-5-23 and is sentenced pursuant to subsection
(f) of such Code section, or Code Section 16-5-23.1 shall cause to be published a
notice of conviction for such person. Such notice of conviction shall be published in
the manner of legal notices in the legal organ of the county in which such person
resides or, in the case of nonresidents, in the legal organ of the county in which the
person was convicted. Such notice of conviction shall be one column wide by two
inches long and shall contain the photograph taken by the arresting law
enforcement agency at the time of arrest, the name and address of the convicted
person, and the date, time, place of arrest and disposition of the case and shall be
published once in the legal organ of the appropriate county in the second week
following such conviction or as soon thereafter as publication may be made.

(b) The convicted person for which a notice of conviction is published pursuant to this
Code section shall be assessed $25.00 for the cost of publication of such notice
and such assessment shall be imposed at the time of conviction in addition to any
other fine imposed.

(c) The clerk of the court, the publisher of any legal organ which publishes a notice of
conviction and any other person involved in the publication of an erroneous notice
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of conviction shall be immune from civil or criminal liability for such erroneous
publication, provided that such publication was made in good faith."

SECTION 3B.
Said chapter is further amended by adding a new Code section to read as follows:
"16-5-96.

(@)

(b)

(c)

The clerk of the court in which a person is convicted of a second or subsequent
violation of Code Section 16-5-90 or 16-5-91, shall cause to be published a notice
of conviction for such person. Such notice of conviction shall be published in the
manner of legal notices in the legal organ of the county in which such person
resides or, in the case of nonresidents, in the legal organ of the county in which the
person was convicted. Such notice of conviction shall be one column wide by two
inches long and shall contain the photograph taken by the arresting law
enforcement agency at the time of arrest, the name and address of the convicted
person, and the date, time, place of arrest, and disposition of the case and shall be
published once in the legal organ of the appropriate county in the second week
following such conviction or as soon thereafter as publication may be made.

The convicted person for which a notice of conviction is published pursuant to this
Code section shall be assessed $25.00 for the cost of publication of such notice
and such assessment shall be imposed at the time of conviction in addition to any
other fine imposed.

The clerk of the court, the publisher of any legal organ which publishes a notice of
conviction and any other person involved in the publication of an erroneous notice
of conviction shall be immune from civil or criminal liability for such erroneous
publication, provided that such publication was made in good faith."

SECTION 3C.
Said chapter is further amended by adding a new Code section to read as follows:
"1-5-96.

)

The clerk of the court in which a person is convicted of a second or subsequent
violation of Code Section 16-5-90 or 16-5091 shall cause to be published a notice
of conviction for such person. Such notice of conviction shall be published in the
manner of legal notices in the legal organ of the county in which such person
resides or, in the case of nonresidents, in the legal organ of the county in which the
person was convicted. Such notice of conviction shall be one column wide by two
inches long and shall contain the photograph taken by the arresting law
enforcement agency at the time of arrest, the name and address of the convicted
person, and the date, time, place of arrest and disposition of the case and shall be
published once in the legal organ of the appropriate county in the second week
following such conviction or as soon thereafter as publication may be made.



(b) The convicted person for which a notice of conviction is published pursuant to this
Code section shall be assessed $25.00 for the cost of publication of such notice
and such assessment shall be imposed at the time of conviction in addition to any
other fine imposed.

(c) The clerk of the court, the publisher of any legal organ which publishes a notice of
conviction and any other person involved in the publication of an erroneous notice
of conviction shall be immune from civil or criminal liability for such erroneous
publication, provided that such publication was made in good faith."

SECTION 4.

Chapter 2 of Title 20 of the Official Code of Georgia Annotated, relating to elementary
and secondary schools, is amended by striking Code Section 20-21181, relating to
disruption of public schools and inserting in lieu thereof the following:

"20-2-1181.

It shall be unlawful for any person to disrupt or interfere with the operation of any public
school, public school bus, or public school bus stop as designated by local school
boards of education. Any person violating this Code section shall be guilty of a
misdemeanor of a high and aggravated nature."

PART Il

SECTION 5.
This part shall be known and may be cited as "Alena’s Law."

SECTION 6.

Said chapter is further amended by adding a new Part 5 to Article 22 to read as follows:
"Part 5

20-2-1125.

All persons employed as school bus drivers by any public school system in this state
shall receive annual mandatory training on traffic laws pertaining to the operation of
school buses and on school bus operations and safety. The State Board of Education
shall establish the content and length of initial driver training and shall determine the
gualifications of and certify the instructors who conduct such training. No person
employed as a school bus driver by any public school system in this state shall operate
a school bus unless such person has completed such training within the preceding 12
month period.

20-2-1126.

(a) Each public school system in this state shall promulgate policies and procedures for
the operation of school buses and the conduct and safety of those students who
ride such buses. Such policies and procedures shall be in writing and available for
public inspection. Each person employed as a school bus driver shall acknowledge
in writing that he or she has received a copy of and has read and understands such
policies and procedures. In the event that such policies and procedures are
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(b)

amended during the school year, such amended policies and procedures shall be
provided to all persons employed by the school system as school bus drivers and
each such person shall acknowledge. in writing that he or she has received a copy
of and has read and understands such amended policies and procedures.

At the beginning of each school year, each public school system in this state shall
provide each of its students with a copy of the school system's code of conduct as
required by Code Section 20-2-736. In the event such code of conduct is amended
during the school year, the school system shall provide copies of such amendments
to the students. The receipt of such student code of conduct shall be acknowledged
in writing by a parent or guardian of each student.

20-2-1127.

(€)

Each public school system in this state shall make accessible a schedule of school
bus routes that indicate the morning pickup route beginning time and the afternoon
school bell time as well as the total number of stops on each school bus route. The
time for the bus arrival at each stop will be commensurate with the route beginning
time and prescribed stop sequence, except in unforeseen circumstances. This
provision shall not apply to portal-to-portal special needs student transportation or
special alternative instructional transportation programs."

SECTION 7.
Title 40 of the Official Code of Georgia Annotated, relating to motor vehicles and traffic,
is amended by adding a new Code Section 40-6-165 to read as follows:

"40-6-165.

(@)

(b)

(©)

(d)

(€)

Prior to moving a school bus from a stop at which passengers have been loaded or
unloaded, the driver of the bus shall check all mirrors to ensure that it is safe to
place the bus in motion.

Prior to loading or unloading passengers from a school bus, the driver shall engage
the parking brakes of the bus and shall not release such brakes until each
passenger boarding the bus is on board and until each passenger disembarking
from the bus is off the roadway and safely on the pedestrian areas of the roadway.

Prior to loading or unloading passengers from a school bus, the driver shall display
the stop arm on the bus and shall not retract the stop arm until each passenger
boarding the bus is on board and until each passenger disembarking from the bus
is off the roadway and safely on the pedestrian areas of the roadway.

the driver of a school bus shall not use or operate a cellular telephone or two-way
radio while loading or unloading passengers.

The driver of a school bus shall not use or operate a cellular telephone while the
bus is in motion.
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(f)

@

(h)

The driver of a school bus shall instruct all passengers exiting the bus of the proper

procedures of crossing the roadway in front of the bus only.

The driver of a school bus shall ensure that the red flasher lights on the bus remain
illuminated and flashing until all passengers have boarded or have exited the bus
and have safely crossed the roadway and are safely on the pedestrian areas of the

roadway.

The driver of a school bus shall extend the extension arm or gate on the front of the
bus until passengers have boarded or have exited the bus and have safely crossed

the roadway and are safely on the pedestrian areas of the roadway."

SECTION 8

Said title is further amended by striking Code Section 40-8-111, relating to school bus
equipment generally and inserting in lieu thereof a new Code Section 40-8-111 to read

as follows:
"40-8-111

)

Each school bus used for the transportation of school children in the State of Georgia
shall be in compliance with the State Board of Education bus specifications for the

Every bus used for the transportation of school children shall be equipped as

follows:

model year of such school bus.

(1) There shall be an emergency door located either at the rear of the body or
at the side of the body opposite from the side on which the students
normally board, so as to provide an emergency exit. The emergency door
shall be operative from both the interior and exterior of the bus at all times;

(2) The driver's seat shall be equipped with a seat belt which shall be fastened
So as to secure the driver in his seat at all times when children are being
transported on the bus;

(3) Combination clearance and marker lights shall be installed at each of the
four roof corners. The two such lights on the front of the vehicle shall be
amber in color, and the two such lights on the rear of the vehicle shall be
red in color. A cluster of three lights shall be mounted between the
clearance and marker lights in the front and in the rear of the bus at the roof
line thereof;

(4) The body of the bus shall be equipped with four hooded or recessed red
flasher lights. Such lights shall be at least 5/34 inches in diameter, sealed
beam, and must flash when the bus is stopped to received or discharge
passengers. Two such lights shall be mounted in the front f the body above
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the windshield, and two such lights shall be mounted on the rear of the body
above the rear windows;

(5) There shall be installed on the left outer side of the body a stop arm to give
notice to drivers of other vehicles that the bus is making a stop. The
requirement for a stop arm may be waived by the State Board of Education
in the event a more effective warning device is prescribed;

(6) The exhaust system of the bus shall carry exhaust gases from the engine to
a discharge point into the atmosphere, which point:

(A)  Shall extend beyond the rear axle and shall extend at least
five inches beyond the chassis frame and be mounted outside
the chassis rail at end point; or

(B) May extend to, but not beyond, the body limits on the left side
of the bus, beyond the drivers compartment outboard of the
chassis centerline;

(7) All floor joints of the bus shall be gas tight and constructed so as to prevent
the entry of engine exhaust gases into the passenger compartment. Any
opening or separation of joints in the floor shall be repaired before the bus
is used for the transportation of children; and

(8) There shall be installed an outside roof mounted white flashing strobe light
with clear lens emitting light 360 degrees around its vertical axis. Such
strobe light shall be no greater than one-third the distance from the rear of
the bus to the front of the bus and shall flash when the bus is stopped to
receive or discharge passengers. Local boards of education shall be
authorized, in their discretion, to require such strobe lights on buses
carrying special education passengers.

(b) Each public school system shall be required to maintain each of its school buses in

good working condition, including all safety equipment required in accordance with

the specifications established pursuant to subsection (a) of the Code section.

(b)(c) Nothing in subsection (a) of this Code section shall apply to motor vehicles
operated by local transit system which transport school children to and from school
on regular or scheduled routes of a transit vehicle with regular fare-paying

passengers."

PART Il

SECTION 9.

(a) Except as provided in subsection (b) of this section, this Act shall become effective

on July 1, 2004.

(b) Part 1 of this Act shall become effective on July 1, 2004, and shall apply to offenses

committed on or after such date.
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SECTION 10.
All laws and parts of laws in conflict with this Act are repealed.

LEAVING VEHICLE UNATTENDED

No person driving or in charge of a motor vehicle shall permit it to stand unattended
without first stopping the engine, locking the ignition, effectively setting the brake and
when the vehicle is standing upon any grade, turning the front wheels to the curb or
side of the highway.

OBEDIENCE TO AUTHORIZED PERSONS DIRECTING TRAFFIC

No person shall fail or refuse to comply with any lawful order or direction of any police
officer, fireman, or school crossing guard designated by a local law enforcement agency
invested by law with authority to direct, control, or regulate traffic.

OBSTRUCTING INTERSECTION

No driver shall enter an intersection unless there is sufficient space on the other side of
the intersection to accommodate the vehicle he is operating without obstructing the
passage of other vehicles or pedestrians, notwithstanding any traffic control signal
indication to proceed.

OPENING AND CLOSING VEHICLE DOORS

No person shall open the door of a motor vehicle on the side available to moving traffic
unless and until it is reasonably safe to do so and can be done without interfering with
the movement of other traffic, nor shall any person leave a door open on the side of a
vehicle available to moving traffic for a period of time longer than necessary to load or
unload passengers.

PARKED OR STOPPED VEHICLES

A. Except as otherwise provided in this Code Section, every vehicle stopped or
parked upon a two-way roadway shall be stopped or parked with the right-
hand wheels parallel to and within 12 inches of the right-hand curb or as
close as practicable to the right edge of the right-hand shoulder.

B. Except when otherwise provided by local ordinance, every vehicle stopped
or parked upon a one-way roadway shall be stopped or parked parallel to
the curb or edge of the roadway, in the direction of authorized traffic
movement, with its right-hand wheels within 12 inches of the right-hand curb
or as close as practicable to the right edge of the right-hand shoulder or with
its left-hand wheels within 12 inches of the left-hand curb or as close as
practicable to the left edge of the left-hand shoulder.
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C. Local authorities may by ordinance permit angle parking on any roadway,
except that angle parking shall not be permitted on any federal-aid or state
highway unless the Department of Transportation has determined that the
roadway is of sufficient width to permit angle parking without interfering with
the free movement of traffic.

PROOF OF INSURANCE REQUIRED: PENALTY

The owner or operator of a motor vehicle shall keep proof or evidence of required
minimum insurance coverage in the vehicle at all times during the operation of the
vehicle.

PUBLIC ABUSE -- O.C.G.A 20-2-1 182

Any parent, guardian, or person other than a student at the public school in question
who has been advised that minor children are present and who continues to upbraid,
insult or abuse any public school teacher, public school administrator, or public school
bus driver in the presence and hearing of a pupil while on the premises of any public
school or public school bus, may be ordered by any of the above-designated school
personnel to leave the school premises or school bus and upon failure to do so such
person shall be guilty of a misdemeanor and upon conviction thereof, shall be punished
by a fine not to exceed $500.00.

SAFETY BELT REQUIREMENTS

The driver's seat shall be equipped with a seat belt which shall be fastened so as to
secure the driver in his seat at all times when children are being transported on the bus.
Georgia law states that each occupant of the front seat of a vehicle traveling on
Georgia roads and highways must be secured by a seat safety belt. Dougherty County
Bus Drivers must wear seat belts when operating the bus.

STATE LAWS REGARDING SCHOOL BUS OPERATION BASED ON CODES 40

Backing
A. A driver shall not back a vehicle unless such movement can be made with
safety and without interfering with other traffic.
B. A driver of a vehicle shall not back a vehicle upon any shoulder or roadway
of any controlled access highway.

Certain Vehicles To Stop At All Railroad Crossings
A. Except as provided in subsection (b) of this Code Section, the driver of any
motor vehicle carrying passengers for hire or any school bus, whether
carrying any school children or empty, or of any vehicle carrying explosive
substances, flammable liquids, hazardous waste or -constituents, or
hazardous acidic liquids as a cargo or part of a cargo, before crossing at
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grade any track or tracks of a railroad, shall stop such vehicle within 50
feet but not less than 15 feet from the nearest rail of such railroad and
while so stopped shall listen and look in both directions along such track for
any approaching train and for signals indicating the approach of a train and
shall not proceed until he can do so safely. After stopping as required in this
Code Section and upon proceeding when it is safe to do so.

B. No stop need be made at any such crossing where a police officer or a
traffic-control signal directs traffic to proceed. Note* You will still have to
stop for a traffic control and then proceed.

SENATEBILL 291. O.C.G.A.202751.5 & 202 A 7 5 PHYSICAL
VIOLENCE AND SCHOOL BUS VIOLENCE LAW

Acts of Physical Violence

The Dougherty County Board of Education is required by Georgia Law to appoint a
Tribunal of School Officials to hear any case alleging an assault or battery or an act of
physical violence against a teacher, school bus driver or other school official or
employee. The Tribunal will determine all issues of fact and intent and submit its
findings and recommendations to the Board for punishment. Except in a finding of self-
defense, punishment as provided by Georgia Law shall include:

1. Expulsion for the remainder of the student's eligibility to attend public
schools for any intentional act of physical violence which causes physical
harm to an employee.

2. Expulsion, long-term suspension, or short-term suspension for intentionally
making physical contact of an insulting or provoking nature with a school
employee. [Ref. 20-2-751.6]

USE OF VISUAL SIGNALS

A school bus driver shall actuate the visual signals required by Code Sections 40-8-111
and 40-8-115, whenever but only whenever, the school bus is stopped on the highway
for the purpose of receiving or discharging school children. A school bus driver shall not
actuate the visuals signals:

1. Atintersections or other places where traffic is controlled by traffic-control
signals or police officers; or

2. Indesignated school bus loading areas where the bus is entirely off the
roadway.

WEARING DEVICE WHICH IMPAIRS HEARING OR VISION

No person shall operate a motor vehicle while wearing a headset or headphone which
would impair such person's ability to hear, nor shall any person while operating a motor
vehicle wear any device which impairs such person's vision; provided, however, that a
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person may wear a headset or headphone for communication purposes only while
operating a motorcycle. This Code Section shall not apply to hearing aids or
instruments for the improvement of defective human hearing, eyeglasses or sunglasses
for the improvement of defective human vision. This code shall not apply to any law
enforcement officer equipped with any communications device necessary in the
performance of his duties.

SECTION XII T FLEET MAINTENANCE

FLEET MAINTENANCE POLICY AND PROCEDURES

The Transportation Services Fleet Maintenance Department is a division within the
Dougherty County School System Transportation Department, providing maintenance
and repairs for Dougherty County School System vehicles and related equipment.

1.0 SCOPE:
1.1 The objective of the Transportation Fleet Maintenance Department is to provide courteous,
efficient, quality and economically sound maintenance and repairs for Dougherty County

School System vehicles and related equipment.
2.0 RESPONSIBILITY:
2.1 Director of Transportation
2.2 Fleet Manager
3.0 APPROVAL AUTHORITY:
3.1 Director of Transportation
3.2 Fleet Manager
4.0 DEFINITIONS:
4.1 None
5.0 PROCEDURE:
5.1 Employee Responsibilities: As a Transportation Department Employee, you are expected to
gi‘.l Shop employees must be courteous to bus drivers, maintenance workers and DCSS
personnel and the public. If there are problems, report them to your supervisors & not the

person causing the problem.

5.1.2 Neat in your work and personal appearance. Dougherty County School System Uniforms
will be worn at all times while at work.

5.1.3 Economical and efficient in the use of supplies and equipment.
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5.2

5.1.4 Observant of all School Board Policies and Transportation Department policies and
procedures.

5.1.5 All cars and private vehicles are to be parked in the parking area provided for shop
employees.

5.1.6 All mechanics will report to work on time for their shift. Mechanics going off the facility will
not utilize Board of Education vehicles for lunch purposes.

5.1.7 All shop employees will report to the shop foreman for work assignments.

5.1.8 All accidents or problems must be reported directly to the shop foreman. From this report,
the shop foreman will report to the Benefits Coordinator.

5.1.9 Shop employees are to keep the break room clean. Food items should not be left in the
refrigerator over three days. Mechanics and shop employees are to clean up after
themselves after washing in the restroom or shop sink.

Leave: Leave procedures are clearly covered in the DCSS Personnel Handbook. Pursuant to
the needs of ample staffing in this department and may be changed. The following additional
Transportation Department procedures pertain.

521 No more than 50% of the department dés wor
time. This pertains to either shop or a combination of both. Leave procedures are clearly
covered in the DCSS Personnel Handbook. Pursuant to the needs of ample staffing in this
department and may be changed for:

5.2.1.1 Starting days of school

5.2.1.2 Ending days of school

5.2.1.3 Heavy workdays, manufacturer's recall, etc.
5.2.1.4 State inspection

5.2.2 No more than 50% ofthedepar t ment 6s wor kf orce wil/
time. This pertains to either shop or a combination of both..

5.2.3 Vacation must be planned and approved in advance by your supervisor. There is a
minimum two-day advance notice for the application of vacation or personal leave.
Example: If you intend to be off on Friday you must apply by Wednesday A.M. at the latest.
Exceptions must be approved by the Director of Transportation.

5.2.4 Leave time can be taken in the following minimum allotted increments:
5.2.4.1 Sick leave: One Hour;
5.2.4.2 Personal leave: One Hour;
5.2.4.3 Vacation: Four Hours

5.2.5 Personal leave and vacation require an application form, which must be filled out prior to
taking leave. Failure to do so may result in an employee being docked for unapproved time

off.

5.2.6 Vacation shall be granted on a first come first serve basis.
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5.3

54

55

5.6

5.2.7 Vacation, personal leave or comp time cannot be taken to cover tardiness or to cover dock
time.

5.2.8 Leave is entered on a daily basis. Each employee shall insure their leave documents are
prepared in a timely manner to avoid possible dock status.

Sick leave: In the event of an illness in which an employee cannot report for work, it is the
empl oyeeds responsibility, t o notify their
scheduled arrival time.

5.3.1 Shop employees are to call the shop if they are going to be absent that day due to iliness.
Personal Leave days can only be taken if a five-day notice is submitted to the Shop
Foreman and approved. When an employee is to be out due to a doctor's appointment, it
should be reported in advance.

5.3.2 Failure to make proper notification may result in the employee being put into a leave
without pay status for the duration of the absence and subject him/her to disciplinary
action.

5.3.3 Asupervisormayr equire a doctordés certificate r
deems such certificate necessary.

Documenting Time: The proper recording of an employeeds

employee.

5.4.1 Proxy card badges shall be used to record the daily movements of Shop personnel in and
out of the work place.

542 Transportation shop employeebs report in three
shifts report at 6:30am/3:30pm, 7:00am/4:00pm and 7:30am/5:30pm. The use of multiple
shifts shall provide uniform uninterrupted service availability to any DCSS department
requiring service.
5431t shall be the Fleet Managers/ Shop Foremanés
shift.
5.4.4 All employees are expected to arrive, and, be ready to start work, on time. Tardiness
exceeding seven minutes past each hour/quarter hour will result in the employee being
docked a minimum of fifteen minutes.
5.4.5 All employees shall be expected to take compensatory time for overtime, unless
otherwise approved by the Business Services Director. If an employee works more than
40 hours in pay period and approved for payment, compensation will be granted at 1%
times their regular hourly pay.
546 | t is the individual e mp | o ytene.d Glocking of pthanssid b i ty

prohibited and will be subject to disciplinary actions.

Smoking: DCSS has a no tobacco use policy on school property, this includes vehicles. This
policy will be strictly enforced.

5.5.1 Any employee caught using tobacco on school property will be subject to disciplinary
actions.

Standards of Conduct: Conduct of the employee is essential to the integrity, production,
efficiency and public opinion of this department. Each employee is expected:

5.6.1 To maintain morale and harmony while in the work place.
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5.7

5.6.2

5.6.3

5.6.4

Not to participate in, support or condone racial misconduct, sexual misconduct, violent
behavior, verbal abuse or inappropriate language.

Violation of any of these standards will not be tolerated and shall be grounds for reprimand
and may be punishable by termination.

In order to gain and maintain confidence in the integrity of the Transportation Department,
which is essential to the accomplishment of our objective, all employees will receive an
Annual Standards of Conduct Evaluation.

Disciplinary Action: Constructive disciplinary actions will be taken for the purpose of correcting
of fending employees and maintaining discipline and

571

5.7.2

5.7.3

Normally, disciplinary action taken should be of a progressive nature ranging from an
informal oral admonishment, to official written reprimand, to suspension. If progressive
action does not bring about acceptable conduct or performance, the employee will be
terminated.

Certain acts or deeds of misconduct may warrant a higher degree of discipline for the first
offence. For example:

5.7.2.1 Insubordination or uncooperative attitude, tending to lower discipline and morale.
5.7.2.2 Acts or threats of violence

5.7.2.3 Intentionally cheating on time.

5.7.2.4 Failure to follow service procedures.

5.7.2.5 Sexual misconduct.

5.7.2.6 Racial misconduct.

5.7.2.7 Use of DCSS equipment or supplies for personal gain.

5.7.2.8 Possession or use of illegal drugs.

5.7.2.9 Intoxication or drinking of alcoholic beverages during working hours.
5.7.2.10Misuse of sick leave.

57211Fai l ure to maintain proper drivero6s I|license.
5.7.2.12Theft by taking or stealing

Telephone use:

5.7.3.1 Use of the telephone is a privilege, the Dougherty County School System is under
no obligation to provide or allow the use of a phone for personal use.

5.7.3.2 The telephone is for business use. If you must use the phone, limit personal calls
to three minutes.

5.7.3.3 Absolutely no long distance calls are to be charged to the Dougherty County
School System unless for business purposes

5.7.3.4 No out going calls are to be made except during break time, lunch hour or in the
case of an emergency.
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5.7.3.5 No incoming calls will be forwarded except during break or in the case of an
emergency.

5.7.3.6 Failure to comply with these rules may result in the loss of the privilege to use the
phone.

5.7.3.7 Use of personal cell phones is restricted to break times and lunch period. All other
phone calls need to be made using the shop phone on the wall by the parts
counter.

5.7.4 Vehicles:

57.5

5.7.4.1 DCSS vehicles are to be used for DCSS business purposes only.

5.7.4.2 All employees who may drive DCSS vehicles must possess and maintain proper
dr i vlieensé.s

5.7.4.3 All employees who drive DCSS vehicles must successfully complete the
prescribed DCSS defensive training class.

5.7.4.4 All employees must inform the Shop Foreman or acting supervisor when leaving
the shop compound in school vehicles for any reason other than assigned service
calls.

5.7.4.5 All DCSS trucks will be operated with the two-way radio on. When a job is finished
on a road call, the mechanic must radio in his completion of the job.

5.7.4.6 When a spare bus is taken to replace a broken down bus, the mechanic is to
check out the bus by properly signing it out on the cards in the parts room so
accurate records can be kept on the status of the spare bus.

Shop Facilities and equipment: The Transportation Department does not allow the use
of its facilities for personal use.

5.7.5.1 Working on personal vehicles/equipment on school property is prohibited.
5.7.5.2 Working on any equipment other than your own is prohibited.
5.7.5.3 The use of School System facilities or equipment for personal gain is prohibited.

5.7.5.4 No unauthorized persons are allowed in parts room, except as asked to assist by
the parts clerk or a supervisor.

5.7.5.5 Tools provided by the Dougherty County School System are the responsibility of
the person to whom they are assigned. All tools are to be kept at the bus shop.

5.7.5.6 Tools worn or broken through normal use will be replaced by the shop.
Replacement of tools broken through abuse or lost will be the responsibility of the
person to whom they are assigned. Replacement tools must be of equal quality,
type and value.

5.7.5.7 Proper care, storage and maintenance of shop tools and equipment is a
requirement of each technician. Failure to use proper care with tools and
equipment may be considered an insubordinate act and may be cause for
disciplinary actions.

5.7.5.8 DCSS property or materials should not be placed in or transported by private

vehicles without special permission from the Transportation Director or his
designee. Employees should use only DCSS vehicles for this purpose.
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5.7.6

5.7.7

5.75.9

All mechanics will be responsible for cleaning up their work areas before leaving
for the day.

5.7.5.10All purchases of items for DCSS vehicles will be handled through the Parts

Department.

5.7.5.11All parts cores" are to be returned from the shop area to the parts room for proper

credit.

Accidents/Injury: All accidents can be avoided if proper guidelines are followed.

5.7.6.1

5.7.6.2

5.7.6.3

5.7.6.4

All accidents, no matter how minor must be reported to your supervisor
immediately.

If an accident results in injury, regardless if medical attention is required, a report
of injury form must be completed within 24 hours and submitted to your
supervisor. If the injured employee cannot submit this report, then his/her
supervisor is to make the report. The report should be forwarded to the DCSS
Benefits office.

Information on Workers Compensation Policy and Procedures is available through
the Benefits Office.

An employee who is injured or may cause injury to another employee, arising in
and out of negligent acts of their own may be subject to disciplinary actions.

Shop Safety: Remember SAFETY is our number one concern in the shop.

5771

57.7.2

57.7.3

5774

57.75

5.7.7.6
57.7.7
5.7.7.8

5.7.7.9

Hearing protection must be used when using loud tools or performing noisy
procedures.

Eye protection must be used when working with hazardous tools (i.e. air tools,
grinders, chisels, etc.) working under vehicles, handling hazardous chemicals, or
any other procedure which may pose a danger to eyes.

Gloves must be worn when welding, handling sharp objects, or handling
hazardous chemicals. Impact gloves are provided and must be worn when using
J6 and 106 air wrenches.

Wearing of head phones/ear phones or any other hearing reducing devices in any
manner is prohibited at all times during working hours.

Wearing sun glasses or other sight reducing devices is prohibited during working
hours.

Wires and hoses shall be kept off the floor when not in use.
Rear lift post covers shall be closed when not in use.
Lift sliding panels shall be kept in place at all times.

Placing any product in unmarked or mislabeled containers shall be prohibited.

5.7.7.10Do not put flammable liquids in unapproved containers.

5.7.7.11No open containers with oil or other flammable materials shall be left in the shop

after working hours.

5.7.7.12All flammable liquid containers shall be closed immediately after use.
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5.7.8

5.7.7.13Storage of flammable liquids in containers larger than minimum purchase size or
one quart, and in individual product quantities of more than one per tool box is
prohibited.

5.7.7.14Remove all spills immediately.

5.7.7.15All mechanics will follow the recommended procedures for jacking up school bus
chassis. When lifting a bus with air hydraulic jack, be sure the jack is placed where
it lifts from, the end of the chassis frame, and then suspend the chassis with
approved jack stands under the chassis frame.

5.7.7.16Use proper lifting devices when lifting heavy objects.

5.7.7.171t is your responsibility to assure the vehicle you are working on is in proper
position before jacking or lifting on a lift.

5.7.7.18Unauthorized visitors shall not be allowed in the shop area. All visitors
(including DCSS personnel) shall report to the Shop Foreman or acting
supervisor.

5.7.7.19Violation of safety procedures may result in disciplinary actions.

5.7.7.20There shall be no unauthorized equipment in the shop area. Such as:
Refrigerators, coolers, hotplates, coffeemakers, televisions or other such items or
devices not furnished by DCSS. Small radios may be acceptable, provided
volume is restricted to individual areas.

5.7.7.21Antifreeze will be installed in buses and other vehicles at no higher than a 50-50
solution of anti-freeze to water.

Service Procedures: The following is a list of service and repair procedures required for
shop personnel and may be amended at any time. All State and local procedures shall be
preformed and documented during monthly service.

5.7.8.1 All persons requesting vehicle/equipment maintenance or repairs are to report to
the shop foreman or acting supervisor.

5.7.8.2 Fill out work orders completely and in detail.

5.7.8.3 Record all work order time: punch on and off with every start and stop.
5.7.8.4 Record correct mileage/engine hours on every work order.

5.7.8.5 Have service mileage verified by the shop foreman if necessary.
5.7.8.6 Follow monthly service sheet guidelines.

5.7.8.7 Complete service sheet as required.

5.7.8.8 Clean battery cables during monthly service. Cables must be removed for
proper cleaning.

5.7.8.9 Check and document antifreeze level at every service.
5.7.8.10Check and document DCA level at every oil change.

5.7.8.11Check and Document tire wear and casing condition at no less than three points
on each tire at every service.



5.7.9

5.7.8.12Check and document brake wear and condition at every service.
5.7.8.13Lubricate wheel lugs when removing and installing wheels.

5.7.8.14Check brake fluid reservoir for level, leaks and contaminated fluid at every service,
repair or replace as necessary.

5.7.8.15Check all brake hoses on all vehicles. Replace any suspect hose if cracks or leaks
are detected.

5.7.8.16Inspect calipers for disintegrated pistons or split boots at every service.

5.7.8.17Check for oil leaks at high power valve at every service; replace o-rings as
necessary.

5.7.8.18Check for oil leaks around brake pedal inside floorboard at every service, rebuild
or replace high power valve as necessary.

5.7.8.19Inspect drive line for loose or worn parts repair as necessary.
5.7.8.20Check rear pinion for looseness or leaks. Repair as necessary.
5.7.8.21Check wheels for looseness, missing lugs, oil leaks. Repair as necessary.

5.7.8.22Check rear end oil in all vehicles during service. Verify the proper fill level, and
fluid type, check and clean differential breather.

5.7.8.23Repair or replace floorboard covering as necessary.
5.7.8.24Inspect and secure all loose hoses and wiring as necessary.
5.7.8.25Inspect fuel system for leaks repair as necessary.

5.7.8.26Inspect exhaust system for leaks or loose parts at every service repair as
necessary.

5.7.8.27Lubricate, inspect and check the operation of all door and emergency exit hinges,
handles and buzzers during each service.

5.7.8.28Make sure lights are checked thoroughly front and rear.

5.7.8.29Set parking brake on vehicles without a transmission park position and remove
keys from vehicles when parking.

5.7.8.30Child reminders shall be checked for proper operation during each service.
5.7.8.31Clean AC filters during each service.

5.7.8.32Put shop tools back in proper place when finished. i.e. drain pans, filter
wrenches, funnels, and oil cans.

5.7.8.33Check camera systems to ensure they are recording and that cameras are
positioned properly. In addition, that they are showing the correct date and time.

House keeping procedures: Custodial duties are ar outi ne part of t he
responsibility.

5.7.9.1 Empty oil containers after use. No open containers with oil or other flammable
materials are to be left in the shop after working hours.
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5.7.9.2 Remove all spills immediately.

5.7.9.3 When using parts washer, remove large debris from shelf and screen. Close lid

after use.

5.7.9.4 Recover used antifreeze when ever possible. Strain and remove oil before placing

in recycling drum.

5.7.9.5 Recover clean automatic transmission fluid when ever possible. Strain before

placing in recycling drum.

5.7.9.6 Put shop tools back in proper place when no longer in use.

5.7.9.7 Keep tools and equipment up off of floor when ever possible.

5.7.9.8 Keep your tools stored in tool box when not in use.

5.7.9.9 Do not allow parts to clutter floor or work areas.

5.7.9.10Discard used, unwanted and replaced parts when no longer needed.

5.7.9.11Clean grease and hand prints from vehicles when complete.

5.7.9.12The washing, rinsing or wetting of any floor area must be pre-approved by the
Shop Foreman and shall not interfere with ongoing service procedures in any

areas.

5.7.9.13Keep oil room door closed at all times.

5.7.9.14A designated employee will be responsible to keep all "spare" buses full of fuel
and checked out to be ready to go at all times.
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