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The Department of Transportation is dedicated to enhancing the learning experience of every 
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INTRODUCTION 

Transportation is a crucial partner within the Portsmouth City Public Schools System.  Our 

professional staff maintains a close daily contact with students, parents, school administrators, 

staff, and the community.  Our professional drivers and professional monitors serves as an 

extension of the classroom and provides a critical piece in the education process. It begins with a 

safe ride for our students each and every day. That is why we exercise the greatest care while 

transporting school children. 

 

The Transportation Performance Standards have been provided as a comprehensive 

informational guide.  Keep it readily available. It contains valuable reinforcement standards, 

regulations, policies and procedures and laws that govern Pupil Transportation. 

 

 

PROFESSIONAL BUS DRIVERS 

The professional school bus driver is the most important single factor in achieving safety, 

efficiency, and economy in the operation of a school bus and is an integral and contributing 

factor to the education processes of the Portsmouth Public School System. Transportation safety 

and efficiency cannot be achieved unless the bus driver has a professional attitude, is dependable, 

alert and cautious at all time. 

 

The attitude, appearance and conduct of the professional driver toward the child, motorist, school 

and community influence the attitudes and opinions of the children.  To the community, the 

“yellow school bus” is a visual representation of the school system.  The attitude and conduct of 

the professional bus driver as well as the conduct of the children on the bus influence the 

opinions of the public toward the school system.   

 

The professional driver shall not allow anyone to ride the bus except students or school 

employees permitted to do so by the Transportation Department in accordance with the 

procedures manual of Portsmouth Public Schools. 

 

 

PROFESSIONAL BUS MONITOR 

The professional school bus monitor is to compliment the services provided by the professional 

school bus driver. It is imperative for monitors and drivers to work as a team. The professional 

monitors’ utmost responsibility is the safety and welfare of the students.  

 

Our professional bus monitors are responsible for supervising children on the school bus. Bus 

Monitors collaborate with the bus driver, monitoring the behavior of children, taking disciplinary 

action when needed, assisting children with disabilities, and making sure all passengers are 

properly seated and secured while riding the bus.  

 

Professional monitors’ attitude, professional appearance and conduct is key in setting the correct 

atmosphere on the bus. They must pay strict attention to details, have the ability to multitask, 

provide accurate reports, and must possess keen decision-making skills. 
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DEPARTMENT STRUCTURE 
 

The Coordinator of Transportation is the Chief of the Transportation Department and reports 

directly to the Director of Human Resources / Operations Support. He exercises overall 

supervision of the Department’s operational and administrative functions, such as budgeting, 

planning, reporting, and personnel functions. In these duties he is assisted by the Transportation 

Supervisor and Administrative Secretary.  

The Transportation Department is divided into five functional sections. An organizational chart, 

which provides a graphic description of how each section works together is provided.  

 

A. Functional Sections  
 

1. Maintenance  
 

The Maintenance Section is contracted through the City of Portsmouth. This section includes 

mechanics and the shop foremen. Members of this section are responsible for the mechanical 

functionality and preventive maintenance of the fleet.  

 

2. Routing, Scheduling and Dispatching 
 

The Routing and Scheduling Section is primarily responsible for planning and maintaining 

the Department’s routes and schedules using computerized routing software. This section 

oversees additionally the operation and maintenance of the other technological tools of the 

Department, such as the complaint management system, GPS tracking software, Medicaid 

reimbursement system, and other technologies. This section monitors the Geographical 

Positioning System (GPS) and day to day dispatching travel of routes while on the road, has 

oversight over field trips, afterschool activities, shuttles, athletic/band events and all other 

special transportation requests from the division. The Router additionally serves as liaison to 

the Special Education Department. 

 

3. Safety, Training, and Recruiting  
 

The Safety, Training, and Recruiting Section is managed by a Safety Specialist and is 

responsible for recruiting and training the drivers, monitors and crossing guards of the fleet. 

Other responsibilities include the ongoing safety programs of the Department, to include 

initial licensing and retraining; including the oversight of those drivers who have been 

trained and certified as Driver-Trainers and Third Party Testers. This section is also 

responsible for management of the emergency response to accidents, accident reporting and 

Accident Review Panel. 

 

4. Operations  
 

The Operations Section is responsible for the day-to-day transportation of our students and 

includes the following positions/functions: Bus Drivers, Monitors, Zone/Lot Leaders. The 

buses are loosely organized in two divisions based on geographic location. Most of the buses 

assigned to drivers in Southern Portsmouth are required to park in the TRT bus lot and the 
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Wilson High School bus lot. Most of the buses assigned to drivers of the Northern division 

are required to park in the Churchland High School bus lot.  

 

5. Administrative  
 

The Administrative Section is responsible for the management of all financial and employee 

transactions in the Department, including payroll, employee records, disciplinary and 

employee reward and recognition actions.  
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Section A: Employment and Employee Responsibilities 
 

 

A-1 Physical Qualifications for School Bus Drivers 

 

The rule, regulations and policies contained herein are in accordance with the instructions 

contained in:  Motor Vehicle Laws of Virginia; Regulations Governing Pupil Transportation and 

Minimum Standards for School Buses, Commonwealth of Virginia School Laws; and Policies of 

Portsmouth Public Schools School Board. 

 

A. A physician’s report stating that drivers are physically able to operate a school bus.  The 

physical examination must include a tuberculin test, which states that employee is free 

from tuberculosis. 

B. Must have a valid Virginia Commercial Driver License (CDL) with B, P and S 

endorsements. 

C. Must be able to read and write, understand verbal instructions and have the ability to 

communicate with fellow employees, school administrators, transportation supervisors 

and students. 

D. Must adhere to the Portsmouth Public Schools drug policy. 

E. Work requires climbing, stooping, crouching, reaching, pushing, pulling, and grasping; 

exertion of up to 20 pounds of force occasionally, up to 10 pounds of force frequently. 

 

A-1.1 Physical Requirements 
 

No persons shall drive a school bus unless they are physically qualified to do so and have 

submitted a School Bus Driver’s Application For Physician’s Certificate (Form EB.001 revised 

9-12) signed and dated by the applicant and the doctor for the applicable employment period. 

This form is required under the provisions of Section 22.1-178 of the Code of Virginia and 

Regulations of the Virginia Board of Education. 

 

A-1.2 Physician’s Certificate 
 

All school bus drivers must furnish annually, a certificate signed and dated by a licensed 

physician stating that the applicant is, from the observation of the physician, mentally and 

physically capable of driving a school bus. Physicals are valid for one year from the date of the 

physical. This physical is required of new drivers upon receipt of the Commercial Driver License 

and before Phase II of behind-the-wheel training. Drivers are responsible for all cost associated 

with obtaining this physical. Also, every new school bus driver must submit a certificate signed 

and dated by a licensed physician/Health Department stating that the driver appears free of 

communicable tuberculosis. 

 

 

A-1.3 Prescription Drugs 
 

Drivers should make sure that their physician is aware of their position as a school bus driver 

when prescribing medication. The drivers must be certain that the medication will not negatively 
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affect their ability to safely operate the school bus. All medications should be listed on the annual 

physical report. The drivers must notify their supervisor in Transportation Services immediately if 

they begin to take new or additional prescription drugs and must provide a written notice from the 

prescribing doctor that it will not negatively affect their ability to safely operate the school bus. 

 

A-1.4 Clearance Procedure 
 

All drivers will submit the signed Physician’s Certificate to the Training Safety Specialist or 

his/her designee in the Transportation Office. This staff member reviews each form and forwards 

any form that indicates a “red flag” to the appropriate supervisor of Transportation Services. Any 

physician’s certificate for a school bus driver applicant containing other than an unqualified 

approval must be personally reviewed with the submitting physician by that supervisor. 

 

A-1.5 Age Requirement 
 

All applicants must be at least 21 years of age before the first day of transporting students. 

 

Note: No driver shall be allowed to operate a school bus with an expired physical on file 

 

A-2 Driving Records for Applicants for School Bus Driver 

 

 

A-2.1 Driving Record from the Virginia Department of Motor Vehicles 
 

Virginia law mandates that an applicant for a bus driver position must furnish a statement or copy 

of records from the Department of Motor Vehicles showing that within the preceding five years, 

the person has not been: 

A. convicted of driving under the influence of alcohol or drugs; 

B. convicted of a felony; 

C. convicted of reckless driving (local policy) 

D. assigned to any alcohol safety action program or driver alcohol rehabilitation program 

pursuant to Va. Code §18.2-271.1. 

 

A-2.2 One-Year Restrictions 
 

A person may not drive a school bus if within the preceding 12 months the person has been: 

convicted of two or more moving traffic violations in any vehicle; or required to attend a driver 

improvement clinic by the Commissioner of the Division of Motor Vehicles pursuant to Va. Code 

§46.2-498. 

 

A-2.3 DMV Transcripts and Driving Eligibility 
 

Minus 4 (-4) demerits on an applicant’s transcript is unacceptable for employment as a school bus 

driver. A driver cannot continue to drive a school bus until their demerit points are within an 

acceptable range, minus three (-3) or higher. There are outside Driver Improvement Clinic’s that, 

if attended, can improve demerit points. The applicant must prove successful completion of the 
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course by submitting an updated DMV transcript reflecting the positive points. 

 

Exclusions from this option would be convictions for DUI, major reckless driving, or a series of 

convictions that reflect a pattern as an unsafe driver 

 

A-2.4 Prior Driving Experience Virginia Code 
 

To be eligible to drive a school bus, the applicant must have a minimum of five (5) years of safe 

driving experience with any motor vehicle. 

 

No person shall drive any school bus upon a roadway in the Commonwealth unless such person 

has had a reasonable amount of experience in driving motor vehicles, and shall have satisfactorily 

passed a special examination indicating the ability to operate a school bus without endangering 

the safety of passengers and persons using the highway. The Division of Motor Vehicles is 

required to adopt such rules and regulations as may be necessary to provide for the examination 

of persons desiring to qualify to drive such buses in this Commonwealth and for the granting of 

permits to qualified applicants. 

 

No person shall operate a school bus transporting pupils unless the person shall have received 

classroom, demonstration, and behind-the-wheel instruction in accordance with the minimum 

provisions of the “Virginia School Bus Driver Training Curriculum Guide.” 

 

A record of the trainee’s completion of the training and subsequent approval to operate a school 

bus will be maintained by Transportation Services. 

 

A-2.5 Out-of-State Applicants 
 

Applicants who are new to Virginia must present out-of-state driving transcripts for review. If an 

applicant holds a CDL, then the Virginia DMV already provides information for the past seven 

years, or as long as the applicant has held a CDL. 

 

 

 

A-3 Driving Records for Current School Bus Drivers 

 

 

A-3.1 Review of DMV Transcript Driving Records 
 

Bi- monthly, the Coordinator of Transportation or his/her designee will review the DMV 

transcripts for all employees who possess a CDL. The Coordinator or his/her designee is 

responsible for reviewing all such records and determining the eligibility of each vehicle operator 

that requires a CDL for employment. Throughout the remainder of the year, DMV will send to the 

Coordinator or his/her designee, driving transcripts for all school bus operators who have any 

convictions, suspensions, or any other changes to their driving record. 

 

A-3.2 Loss of Eligibility 
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School bus drivers will lose their eligibility to drive a school bus if they are: 

A. convicted of a charge of driving under the influence of intoxicating liquors or drugs; 

B. convicted of a felony; 

C. assigned to any alcohol safety action program; 

D. assigned to a driver alcohol rehabilitation program; 

E. required to attend a driver improvement clinic by the Commissioner of the Division of 

Motor Vehicles 

F. convicted of a reckless driving violation (resulting in four or more demerit points); or 

within the preceding 12 months has been convicted of two or more moving traffic 

violations in any vehicle. 

 

A driver who has one conviction for a moving violation, and receives a citation for a second 

offense within 12 months of the first conviction may continue to perform his/her driving duties 

until judgment on the court date. If convicted, the driver will be recommended for suspension 

from driving a school bus. A driver convicted of a DUI or reckless driving charge will be 

recommended for termination. 

 

A-3.3 DMV Transcripts and Driving Eligibility 
 

To remain eligible to operate a school bus, a driver must meet the criteria established above. A 

remedial training class, entitled, 3-D Driving will be mandatory for school bus drivers convicted 

of a moving violation in either a school bus or their personal vehicle. This class is designed to 

save your job!  Two moving violation convictions within a 12 month period will result in the 

suspension of bus driving privileges. When one of these convictions is beyond the 12 months the 

driver can be re-instated.  Drivers can also be assigned to this class upon the recommendation of 

their supervisor. 

 

There are outside Driver Improvement Clinic’s that if attended, can improve demerit points. 

When proof of completion is provided the driver can continue to drive as long as the demerit 

points are acceptable.  Exclusions from this option would be convictions for DUI, reckless 

driving, or a series of convictions that reflect a pattern as an unsafe driver. 

 

A-3.4 Out-of-State Employees 
 

The Commercial Driver License regulations require the holder to obtain a CDL in the state of 

residence.  

 

A-3.5 Reporting Citations 
 

If a school bus driver receives a traffic citation in a school bus or personal vehicle or is cited for 

any reckless driving offense, he/she must notify the Training Safety Specialist immediately. The 

Safety Training Specialist will notify Transportation Supervisors. The information will be 

forwarded to The Director of Human Resources and Human Resources Compliance Officer for 

appropriate action.  
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A-4 Background Checks 

 

 

A-4.1 Background Checks for School Bus Drivers and Monitors 
 

All applicants for a school bus driver or monitor position must submit to a criminal background 

check. The fingerprints are sent to the (FBI, State and Local Police) and after completing the 

necessary paperwork Child Protective Services. The fingerprinting will be completed during 

Orientation. 

 

A-4.2 Payment for Background Checks 
 

Trainees are responsible for all costs associated with obtaining a background check payable to 

Portsmouth Public Schools. Payment may be submitted in the form of a money order or cashier’s 

check at time of onboarding with Human Resources. 

 

A-4.3 Character Reference 
 

Applicants must furnish, as a requirement of state code, a statement (Morals Statement) signed by 

two reputable persons verifying that the driver is of good moral character. 

 

 

 

 

A-5 Personal Habits and Dress Code 

 

 

A-5.1 Attire 
 

School bus drivers and monitors must be readily identifiable as the employee, not the student. In 

order to accomplish this, the driver must dress in a professional manner designed to instill a 

degree of respect. The driver cannot expect to receive the appropriate level of respect from the 

students and maintain good discipline unless appropriately attired. 

 

Employees should present a neat, clean, professional appearance, keeping in mind that your style 

of dress should never interfere with the safe operation of your bus. Your professional image should 

include grooming standards that promote safety, health, and modest attire considering the duties 

to be performed both on and off the bus. 

 

The dress code for the Portsmouth Public Schools reads, “In dress, conduct, and interpersonal 

relationships, teachers and other staff members are continuously observed by students.  “It is of 

paramount importance that the members of the staff set good examples in conduct, manner, dress, 

and grooming.  Employees will wear appropriate dress that is suitable for the job at hand.” 

 

Wear shoes that cover and protect your feet completely and meet OSHA requirements for slip 
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resistant. Both the bus driver and monitor must wear low-heeled, nonskid shoes. The best driving 

shoe is one that has a flat sole, covers the entire foot, and fastens securely. The shoe selection 

could affect your ability to perform in a safe manner during an emergency situation. The 

following footwear is not acceptable: platform, wooden-soled sandals, shoes with open toes or 

loose backs, and flip-flops 

 

Failure to adhere to the dress code may result in immediate suspension from duty until 

compliance with the dress code and a pay reduction for assigned work that cannot be completed.  

Repeated violators of the dress code will be documented as safety violations and/or performance 

deficiencies subject to progressive discipline. 

 

Inappropriate attire is defined as, but not limited to: 

 

   Clothing which depicts, promotes or advertises alcohol, tobacco or illegal substances; 

   Clothing which depicts lewd graphics, displays offensive, obscene or other language 

that is inappropriate for the school setting; 

  Clothing with patches or holes; 

  Halter and midriff tops; 

  Shorts that are more than 2 inches above the knee; 

  Skirts that are shorter than knee length; 

  See-through or mesh clothing; 

  Ragged, torn or dirty clothing; and  

  Clothes that interferes with the operation of the school bus or any other equipment. 

 

 

Employees are required to wear the appropriate identification badge visible at all times while on 

School Board property and while conducting School Board business.  Drivers and monitors that 

provide service for our special needs population should use caution and use appropriate 

judgment of wearing any identification around the neck.  

 

 

A-5.2 Personal Habits 
 

The School Bus Driver and Monitor shall refrain from using alcohol while on duty, using 

prohibited drugs at all times; smoking at all times on the school bus and school board property; 

and refrain from using profanity while on duty.  Tattoos, permanent markings, and temporary 

markings with inappropriate text or images must be covered while on PPS school property or 

conducting School Board business. Inappropriate text or images include references to alcohol, 

tobacco, or illegal substances, or contain offensive or obscene images or language. 

 

Employees must set an example by exhibiting proper personal hygiene, including but not limited 

to clean clothes, clean hands and fingernails, and no offensive odors. 
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A-6 Professional School Bus Driver Application/Training 

 

 

A-6.1 In-Service Training 
 

School bus drivers and monitors are required to attend all monthly safety training and one in-service 

session per semester (2 per school year). Failure to attend these meetings could result in 

disciplinary actions and attendance at a make-up meeting within that semester is required to drive 

a school bus. 

 

Drivers and monitors are required to attend all general or special meetings unless specifically 

excused by the Coordinator of Transportation. General and special meetings are meetings called 

on an “as required” basis. 

 

A-6.2 School Bus Driver Application/Training Program 

 

A-6.2a Application 

 

All applications for employment with Portsmouth Public Schools (PPS) are submitted 

online. Applications for employment can be submitted from any computer with Internet 

access (including a computer at your public library). 

For assistance with the online application contact the Department of Human Resources 

department at 757.393.8751 (Monday – Friday, 8:00 a.m. – 5:00 p.m.). 

 

Applications are processed by the Department of Human Resources. An email 

acknowledging receipt of your application will be sent to you. A Human Resources 

administrator, hiring manager or Transportation designee may contact you for an interview. 

 

A-6.2b Classroom Training 
 

Trainees must attend VDOE classroom training for a minimum of 24 hours over a five-day 

period. Training classes should be held frequently enough to maintain a minimum ratio of 5 

students per class. 

 

A-6.2c Written Examinations for the Commercial Driver’s License 
 

Trainees are expected to report to the Division of Motor Vehicles the day after 24-hour 

classroom instruction is completed to take the four written exams. The four examinations 

are General Knowledge, School Bus, Transporting Passengers, and Air Brakes. 

 

A-6.2d CDL Instruction Permit 
 

When trainees pass the written exams, they must obtain this permit from the DMV. Cost to 

each trainee is at their own expense. The trainee must present this permit to his/her instructor 

before beginning Behind-the-Wheel Training. 
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A-6.2e Background Check 
 

Trainees must submit to both a criminal and Child Protective Services background check. 

This is done during Human Resources onboarding process. 

 

A-6.2f Pre-employment Drug Screening 
 

Trainees must submit to pre-employment drug screening during Human Resources 

onboarding process. 

 

A-6.2g Behind-the-Wheel Training, Phase One 
 

Trainees are assigned to a State Certified behind the Wheel Trainer for the first 14 hours of 

training on an empty school bus. The Training Safety Trainer/Specialist or his/her designee 

is responsible for assigning trainees to the Trainer. 

 

A-6.2h Driving Test for the CDL 
 

Trainees will receive an appointment time to report to the DMV to take two Skill Tests: Pre-

Trip Inspection and Driving Ability. 

 

A-6.2i CDL License 
 

When trainees pass the Driving Tests, they may obtain a Commercial Driver’s License from 

the DMV. 

 

A-6.2j Training Paperwork to be Submitted 
 

Before trainees can begin Phase Two of Behind-the-Wheel Training, they must submit the 

following forms: Physical Examination results, Morals Statement, TB Test results, 

Photocopy of CDL. Note: Any physician’s certificate for a school bus driver applicant 

containing other than an unqualified approval must be reviewed by the Director of 

Transportation Services or his/her designee. 

 

A-6.2k Behind-the Wheel Training, Phase Two (Round Trips) 
 

Trainees complete the second ten hours of training while assigned to a Behind the 

Wheel Trainer transporting students. 

 

A-6.2l Completion of Training 
 

When all of the above steps have been completed, the Training Specialist certify completion 

of training, and the Human Resource Office has provided clearance, trainees may begin to 

work as a probationary driver. After the 18 month probation period as a substitute, the 

conditional employment is lifted. 
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A-7 Professional School Bus Monitor Application/Training 

 

 

A-7.1 Requirements 

 

A. As a condition of employment, every professional school bus monitor shall submit a 

certificate signed by a licensed physician stating that the employee is free of 

communicable tuberculosis.  The School Board may require the submission of such 

certificate at such intervals as it deems appropriate, as a condition of continued 

employment. 

B. Professional Monitors are required to furnish a statement signed by two reputable 

residents of the school division that the person is of good moral character. 

C. Professional Monitors are required to attend all monthly safety meetings and at least one 

in-service training per semester or two in-services for the school year.  

D. Professional Monitors must be available to work on both regular education, as well as, 

special education buses.  

E. Work requires climbing, stooping, crouching, reaching, pushing, pulling, and grasping; 

exertion of up to 20 pounds of force occasionally, up to 10 pounds of force frequently. 

 

A-7.2 Duties and Responsibilities 

 

A. Professional Monitors need to work with the professional bus driver in a cooperative 

fashion. 

B. Notify the professional driver if a discipline problem is developing. 

C. Work in conjunction with the professional driver to file written student discipline 

referrals and other incident reports as necessary.   

D. Must respect the confidentiality of students. 

E. Work in conjunction with the professional driver responsible to report any safety 

problems or potential safety problem. 

F. Must work actively with students to monitor and improve their behavior.  The monitor 

should never be just “a body on the bus.”  Staying alert at all times is an important 

requirement.  Reading, listening to music or other personal activities is not permissible 

while a monitor is on duty.   

G. The monitor should move through the bus aisle several times during each run (preferably, 

when the bus in not moving) to keep an eye on children.  In some situations, the monitors 

will be required to move quickly through the bus to handle emergencies and supervise 

children.  The monitor should make sure all students are seated and secured, as required, 

before and while the bus is in motion. 

H. Responsible for demonstrating sensitivity, tolerance and respect in working with students, 

drivers, parents and school staff of all backgrounds, cultures, race, and conditions. 

I. Should be familiar with school district’s corporate punishment policies regarding 

physical contact and sexual harassment with students. 

J. Responsible for the safety of the children during loading and unloading; this includes 

emergency evacuations. 

K. Responsible for wearing appropriate clothing and footwear for the job. 
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L. Professional Monitors are responsible for operating the wheelchair lift. The monitor is 

responsible for removing the wheelchair from the lift. 

M. Seat yourself as to be close to wheelchair students to assist quickly as needed.  

N. Professional Monitors are responsible for assisting drivers in preparing all reports and 

submitting their own route left and right report.   

 

 

A-7.3 School Bus Monitor Application/Training Program 
 

A-7.3a Application 
 

All applications for employment with Portsmouth Public Schools (PPS) are submitted 

online. Applications for employment can be submitted from any computer with Internet 

access (including a computer at your public library). 

For assistance with the online application contact the Department of Human Resources 

department at 757.393.8751 (Monday – Friday, 8:00 a.m. – 5:00 p.m.). 

 

Applications are processed by the Department of Human Resources. An email 

acknowledging receipt of your application will be sent to you. A Human Resources 

administrator, hiring manager or Transportation designee may contact you for an interview. 

 

A-7.3b Classroom Training 
 

Trainees must attend classroom training for a minimum of 2 hours. 

 

A-7.3c Background Check 
 

Trainees must submit to both a criminal and Child Protective Services background 

check. This is scheduled during Orientation or classroom training.  Employment is 

conditional upon a clean background check.  

 

A-7.3d Monitor Practical Experience 
 

After the Monitor trainee has completed the 2 hour classroom instruction, monitor must 

receive 6 hours of bus training to include training on special needs bus with a Behind the 

Wheel Trainer. 

 

A-7.3e Completion of Training 
 

When all of the above steps have been completed, the Training Specialist certify 

completion of training, and the Human Resource Office has provided clearance, trainees 

may begin to work as a substitute monitor. After the 18 month probation period as a 

substitute, the conditional employment is lifted. 
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A-8 Remedial Training 

 

 

A-8.1 Driver Awareness Training 
 

A remedial training class, entitled Driver Awareness Training, is mandatory for school bus 

drivers charged with their first preventable crash. Drivers charged with a second preventable 

crash within three years of the first preventable crash will be assigned a 1 to 2 hour Behind-the 

Wheel training period and their Area Supervisor notified.  The two-hour training period will 

cover topics such as common driving errors, defensive driving techniques, and awareness of 

surroundings.  The Training Supervisor, will assign drivers to the training session throughout 

the school year. 

 

A third preventable crash within three years of the first preventable crash could be cause for 

dismissal. The Coordinator of Transportation, Supervisor, Lot Leader, and Safety Training 

Specialist will make this recommendation. 

 

A-8.2 3-Moving Violation 
 

A remedial training class will be mandatory for school bus drivers convicted of a moving 

violation in either a school bus or their personal vehicle. The drivers may also be assigned to 

this class upon the recommendation of their supervisor. 

 

The two-hour class covers topics such as common driving errors, defensive driving techniques, 

and awareness of surroundings. The goal of the training is to provide information and 

experience to these drivers so that they may avoid a second conviction within a 12 month 

period, which will result in the suspension of their driving privileges. 

 

 

 

A-9 Driver and Monitor Relationship to Other Employees 

 

 

A-9.1 Responsibilities and Obligation to School Officials, Parents and Students 

 

The professional bus driver and monitor do not work independently.  Every school division 

employee must abide by the policies of the School Board. The professional driver and monitor 

must understand his/her obligation to the Superintendent, Principals, Coordinator of 

Transportation and fellow employees.  The driver and monitor also have a definite responsibility 

to the parents whose children ride our school buses and the motoring public who share the road.  

The driver and monitor success in this work will result, to a large extent, from the recognition of 

his/her responsibility apart from the mere act of driving a school bus.   

The quality of work will help mold the attitude of the public toward the school division as a 

whole and toward pupil transportation in particular.  The driver and monitor of a school bus shall 

be under the general direction and control of the Superintendent and the Coordinator of 

Transportation. 
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A-9.2 The Driver’s and Monitor’s Responsibilities to the School Board 
 

The School Bus Driver and Monitor must: 

A. Understand and honor conditions of employment, 

B. Take maximum precautions for safety of pupils placed in his/her care, 

C. Take good care of equipment and report any maintenance problems immediately to the 

bus garage employees, 

D. Understand and support school policy, 

E. Observe all regulations relating to routing, schedules, proper loading and unloading 

procedures as well as complying with all applicable laws governing the safe operation of a 

school bus, and use the school bus for authorized business only. 

 

A-9.3 The Driver’s and Monitor’s Responsibilities to the Superintendent 
 

The School Bus Driver and Monitor must recognize and respect the Superintendent’s authority as 

chief administrator of the school division. 

 

 

A-9.4 The Driver’s and Monitor’s Responsibilities to the Coordinator and Supervisors of 

Transportation 
 

The School Bus Driver and Monitor must: 

A. Recognize the Coordinator’s/Supervisor’s authority in matters pertaining to the 

transportation of pupils 

B. Comply with requests and policies 

C. Conduct himself prudently, both in personal dealings with students, parents, teachers and 

principals, as well as when operating the school bus, 

D. Make detailed reports when requested, 

E. Attend meetings, conferences, and training courses upon request,  

F. Report all crashes or incidents 

G. Ensure that only authorized personnel ride the school bus, and  

H. Promote good morale. 

 

A-9.5 The Driver’s and Monitor’s Responsibilities to Parents 
 

The School Bus Driver and Monitor must: 

A. Be on time at pupil stops (within 7 minutes either way) 

B. Insist on good pupil conduct without allowing or showing favoritism or partiality 

C. Be courteous and cooperative 

D. Monitor for appropriate student behavior on the bus 

E. Deliver children safely on time and to correct location 

F. Make sure no child is left on the bus at end of each run 

 

A-9.6 The Driver’s and Monitor’s Responsibilities to Students 
 

The School Bus Driver and Monitor must: 
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A. Be fair, impartial and consistent 

B. Be considerate 

C. Provide a clean and safe environment and consistently enforce established rules 

D. Set a good example 

E. Monitor for appropriate student behavior on the bus 

 

A-9.7 The Driver and Monitor Responsibilities to the Principal 
 

A. The School Bus Driver and Monitor must: 

B. The driver and monitor is to refer pupil behavior problems associated with pupil 

transportation to the principal or school designee. 

C. Driver or Monitor is instructed to complete a written referral for the principal for any 

pupil who have become so unruly that operation of the school bus is unsafe. 

D. Should there be a problem on the school bus or at a school, which is not satisfactorily 

resolved, please contact the Coordinator of Transportation for assistance. 

E. Drivers and monitors are reminded that the principal is the chief administrator for 

discipline of students. 

 

A-9.8 The Driver’s Responsibilities to Substitute Drivers 
 

The School Bus Driver must: 

A. Provide up-to-date route sheets and schedules, including “left and right” directions 

B. Inform substitute where to find the bus 

C. Inform substitute where to park the bus at schools  

D. Inform substitute where and when to fuel the bus 

E. Give names of students who may assist the substitute 

F. Provide access to the keys for the school bus 

 

A-10 Calling In for Absences 

 

 

A-10.1 General Procedures 
 

Drivers and monitors must contact his/her Zone/Lot Leader in order to request any type of leave. 

No voice mail messages will be honored. The driver or Monitor must be very clear about the type 

of leave requested and the length of time of the absence. 

 

A-10.2 Morning Routes 
 

All school bus drivers and monitors must call the assigned Zone/Lot Leader by 5:00 AM in order 

to request sick leave. Exceptions may be made in emergency situations. 

 

A-10.3 Afternoon Routes 
 

All school bus drivers and monitors must call their assigned Zone/Lot Leader by 12:00 PM in 

order to request sick leave. Exceptions may be made in emergency situations. 
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A-10.4 Additional Runs 
 

These runs include athletics, field trips, mid-day pre-kindergarten, tutoring, shuttles, and other 

similar routes. All school bus drivers and monitors must call the assigned liaison/Zone Lot 

Leader at least 90 minutes prior to the run in order to request sick leave. Exceptions may be made 

in emergency situations.  Excessive absences, unauthorized absences and other disciplinary 

problems may result in removal from additional run list or reassignment of additional run.  

 

A-10.5 Planned Absences 

 

All planned absences should be submitted for approval at least 48 hours in advance. Exceptions 

may be made in emergency situations. Taking unapproved absences subjects employees to 

disciplinary actions. 

 

 

 

A-11 Absences and Substitutes 

 

 

A-11.1 Employee Responsibility 
 

School bus drivers and monitors are responsible for notifying the assigned Lot Leader at the 

earliest practical time when they are to be absent (See Section A-10). Such notification shall 

include a description of the driver’s assignments, the reason for the absence, and the length of 

time involved, if known. 

 

A-11.2 Personal Leave Request 
 

The “Personal Leave Request” must be requested with the Lot Leader not less than two work 

days prior to the date for which personal leave is requested. In case of emergency, the two-day 

notification may be waived. 

 

A-11.3 Limitations on Personal Leave Requests 
 

Requests for personal leave during the first 10 days or the last 10 days of the school term or the 

day before or after a holiday period is highly discouraged and may be approved on a case by case 

basis. A letter explaining the reason for leave during this period must accompany such requests. 

 

The Coordinator of Transportation may limit the number of employees requesting personal leave 

depending on the availability of substitute drivers. Personal leave request for leave greater than 

one day is not authorized and will be handled on a case by case basis. This type of leave is not 

encouraged during the school year. 

 

The Human Resources/Compliance office must approve absences beyond five days, for reasons 

not covered by sick leave. 
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A-11.4 Assignment of Substitute Drivers and Monitors 
 

Transportation Department will assign all substitute drivers and monitors to the runs of permanent 

drivers and monitors who are absent. Under no circumstances will a school bus driver make 

arrangements for a substitute driver or make arrangements with other drivers to cover runs. 

 

 

 

A-12 Covering Other Drivers’ Runs 

 

 

A-12.1 Expectations 
 

Since the primary responsibility in our profession is to transport students to and from school, 

professional bus drivers are expected to assist the Zone/Lot Leaders and Dispatch in the coverage 

of routes of absent drivers. Drivers are required to monitor the two-way radio at all times while on 

duty. 

 

If a driver is unable to, or refuses to perform a stand-by assignment, it will be documented and 

appropriate action taken. Failure to respond to the two- way radio or a phone call will be 

considered a refusal to perform stand-by duty. 

 

A-12.2 Stand-By Status 
 

1. It is the responsibility of all stand-by drivers to be available to the dispatcher via two-way radio 

while on the bus. The radio must be turned on and the volume set to an audible level. 

 

2. If a driver is unable to, or refuses to perform a stand-by assignment, it will be documented with 

a counseling notice. Failure to respond to the two- way radio or a phone call will be considered a 

refusal to perform stand-by duty. 

 

3. On the second refusal, the driver will receive a written warning, on third refusal, the driver will 

receive a letter of reprimand from the appropriate supervisor and is subject to additional 

disciplinary actions.  

 

 

 

A-13 Re-Hiring Previous Employee 

 

 

A-13.1 Driver Resigned in Good Standing 
 

A. The applicant’s file must be reviewed by the Coordinator of Transportation, Lot Leader 

and Safety Trainer. 
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B. The applicant must complete a new application and complete all of the steps of the 

training program required of new applicants. An applicant with proof of former training 

may attend an abbreviated training session.  

 

C. Upon successful completion of the above steps, the driver will be added to the bottom of 

the substitute list. 

 

Note: If driver was gone for less than one year, attendance at the training class may be waived, 

but a mandatory road test is required. 

 

 

A-13.2 Driver Resigned in Poor Standing 
 

A. The applicant’s file must be reviewed by the Coordinator of Transportation, Lot Leader 

and Safety Trainer. 

 

B. The decision to rehire is a joint decision between Human Resources and the 

Transportation Office. 

 

C. If rehired, the driver must complete a new application be in compliance with VDOE 

standards for a professional school bus driver and complete CDL new hire orientation 

training. 

 

D. Upon successful completion of the above steps, the driver will be added to the bottom of 

the substitute list. The applicant may be placed in a supervised 18 month probation period. 

 

A-13.3 Returning from Long Term Leave 
 

1. Driver must be cleared through Human Resources to return to normal duty.  

 

2. Driver must complete some of the steps of the training program required of new applicants.  

 

Note: If the driver was gone for less than one year, attendance at the training class may be 

waived.  

The driver should: 

a. Receive refreshment training on school bus laws  

b. Provide an updated DMV Transcript 

c. Submit to Drug Screening 

d. Go through a refresher Behind-the-Wheel Training  

e. Submit to a Physical Examination  

f. Submit Physician’s Certification of Employee’s Return to Work PERS-MED-1 Form 

(GCBE-F-6)  

 

 

 

A-14 Drug and Alcohol Testing 
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A-14.1 Testing Procedures 
 

Portsmouth City Public Schools employs a private company to administer their mandatory 

random drug and alcohol-testing program, required by Federal Law. The company, named 

NowCare Medical Center is located in Portsmouth, Virginia. 

 

We provide a list of all Commercial Driver License holders to them. They then randomly select 

drivers to be called each month. Portsmouth Public Schools testing requirement is 50% drug and 

10% alcohol. 

 

The process each month is as follows:  

A. PPS Compliance Office sends a list of drivers to be tested.  

B. Transportation Office selects several drivers to call each day.  

C. Once the driver is called, he/she must go for the test that day.  

D. At the testing site, the employee needs to have his driver’s license for identification. Once 

at the site the driver must remain until the test is complete. The employee should be sure that he 

keeps track of his specimen at the site, and sign and initial all paperwork with the Lab 

Technicians when done. Two copies of the Custody Control form will be provided to the 

employee.  

 

The driver will be contacted directly by the testing site in case of positive results or additional 

information requirement.  

 

A-14.2 Additional Testing 

Commercial Driver License holders may also be tested at the following times: 

 

A14.2a Pre-Employment: All applicants that are not already employed by the School 

Board must submit to drug testing before the behind the wheel training. This 

information is supplied to them in their training classroom. 

 

A14.2b  Post-Crash: A Commercial Driver License holder in a vehicular crash in a 

school board vehicle that results in the employee receiving a ticket, along 

with either a vehicle being towed, or a person transferred to the hospital, 

will be required to submit to drug and alcohol testing within two hours of 

their release from the crash scene. Post-crash drug testing must also be 

initiated in any crash that involves a human fatality. A transportation 

representative must accompany the employee to the testing site. 

 

A14.2c  Reasonable Suspicion: A bus driver may be required to be tested if a 

Transportation Supervisor/School Administrator has reasonable suspicion 

that the person is using drugs and or alcohol. A transportation 

representative must accompany the employee to the testing site. 

 

A-14.3 Supervisor Training in Drug and Alcohol Recognition 



21 
 

 

All supervisors should be certified in drug and alcohol recognition training through a recognized 

program. 

 

A-14.4 School Bus Driver Training 
 

Educational programs relating to the Drug and Alcohol policy will be conducted annually at the 

in-service meeting. 

 

 

 

A-15 Prescription Drugs 

 

 

A-15.1 Obtaining or Changing Prescription Drugs 
 

The driver shall make sure that their physician is aware that the patient is a school bus driver 

when prescribing medication. The driver must be certain that the medication will not negatively 

affect their ability to safely operate a school bus. All medications should be listed on the annual 

physical report. The driver must notify their supervisor in Transportation Services immediately if 

he/she begins to take new or additional prescription drugs. The driver must include a letter from a 

physician stating that use of the medication does not conflict with the bus driver’s duties. 

 

School bus drivers must be aware that certain over-the-counter drugs can affect the ability to 

drive. Drivers must carefully read the warning labels on all medications. Any questions 

concerning the potential effects of over-the-counter drugs must be discussed with the 

Transportation Supervisor and Safety Trainer. 

 

A-16 Obligation to Report Suspected Drug or Alcohol Abuse 

 

Any employee of the school division who suspects that a school bus driver or Monitor is under 

the influence of drugs or alcohol is obligated to report such suspicion to a supervisor in the 

Transportation Office immediately. 

 

 

 

A-17 Return to Duty (Doctor’s Note) 

 

 

For those days for which the employee’s doctor has specified, in writing, that the employee is 

physically unable to perform his/her duties, a “Return to Duty” physician’s report (PERS-MED-1 

Form ) will be required to certify the employee’s eligibility for use of sick leave. 

Reasons for the use of sick leave may be required when a pattern of frequent absence develops. A 

physician’s certificate may be required of an employee who is absent for three (3) or more 

consecutive workdays, or when a pattern of frequent absence develops. The driver shall make 

sure that his physician is aware that the patient is a school bus driver and that the return to duty 
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will not negatively affect their ability to safely operate a school bus. 

 

 

 

A-18 Assignment of Drivers to Routes 

 

Preferential assignment of routes is an incentive offered to drivers to reward them for years of 

dedicated service. However, seniority is not the only criteria considered. Drivers must maintain 

an acceptable attendance, performance, and safety record by abiding by all State laws, School 

Board policies, and departmental procedures.  

 

A-18.1 Regular Route Assignments  

 

A-18.1a   A preliminary list of open routes will be published by June 7th annually 

A-18.1b   A final list of open routes will be published no later than August 7th and  

                distributed via PPS email prior to in-service.  

A-18.1c   Unassigned routes are open for seniority selection in accordance with the  

                 assignment criterion (see Section II) prior to the August in-service. 

A-18.1d   Drivers must turn in route request form to Lot Leader prior to in-service  

 

A-18.2 Route Change Request  

 

A-18.2a Drivers may submit a request to their Lot Leader to change their route at any 

              time. 

A-18.2b The route will be placed on the list of unassigned routes for the upcoming school 

               year. 

A-18.2c The driver may change their mind, remove their route from the list of unassigned  

               routes ONLY before the driver with the greatest seniority making their selection  

               prior to August in-service, no later than August 15th.  

A-18.2d Once priority selection is made, no route may be taken off of the list of 

unassigned routes. 

A-18.2e Drivers in probation status will not be assigned a regular route. Routes are 

               assigned daily as needed.  

 

A-18.3 Route Times 

 A-18.3a Typical regular route times: 

i. Morning: 6:00 – 9:30 a.m.; Afternoon: 1:30 – 4:30 p.m. 
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ii. Morning: 6:15 – 9:45 a.m.; Afternoon: 1:30 – 4:30 p.m. 

iii. Times are subject to change to accomplish Transportation’s mission 

 

A-18.3b Drivers are required to clock in and out daily at the scheduled time unless given 

prior approval by the Transportation Coordinator 

A-18.3c Unapproved or forced overtime is subject to disciplinary actions. 

 

A-18.4 Mass Route Assignment Criterion (every 5 years) 

Several criterion are used to assign routes. Drivers will lose one order of standing for every 

infraction. 

A-18.4a Seniority 

i. The top 20 drivers with the most years of service as a PPS driver will 

have priority selection of routes.  Seniority selection of route is for the 

current school year up to 5 consecutive school years. 

 

ii. In the event of a tie for total years of service, attendance, and number 

of at-fault accidents for prior school year will be used. One order of 

standing will be deducted for every infraction. 

 

iii. Once a driver selects a route with seniority preference, he/she will be 

moved to the bottom of the list for subsequent year rotations.A-18.4b 

 Attendance 

i. Drivers with seniority will lose ranking for high absenteeism 

excluding approved/scheduled leave or illness.  

 

ii. Drivers must call out 24 hours in advance 

 

A-18.4c At Fault Accidents  

Preventable accidents will cause senior drivers to lose ranking by 1 point 

per preventable accident.   

A-18.4d Reports 

Drivers that fail to turn in accurate mileage and monthly reports on time 

will lose ranking. Reports are due on the first Friday of the month for the 

previous month or the first work day after a prolonged event/holiday  

A-18.5 Route Assignment Exceptions 

To maintain operational efficiency, routes may be changed or modified at any time to include but 

not limited to: 

1. Overcrowding issues 

2. Safety Issues 
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3. New Student Enrollment or Transfers 

 

A-19 Report Forms 

 

Important forms and records are provided to drivers throughout the school year. Drivers have a 

key role in providing most of the required information used to prepare the reports required by the 

Virginia Department of Education and Transportation Services. Drivers also assist in adjusting 

and/or restructuring specific runs to achieve maximum efficiency from each vehicle in the fleet. 

 

1. School Bus Driver’s Monthly Report: Used daily to record the actual number of students 

carried on all runs. These reports are due on the last day of each month to the Transportation 

Zone/Lot Leader. Transportation Supervisors must review these reports in accordance with State 

Board of Education requirements. 

 

2. Mileage Report: Used to report mileage. These reports are due on the last day of each month 

to the Transportation Zone/Lot Leader. Transportation Supervisors lowing a payday. 

 

3. Bus Driver Report to Parent: Used to report student disciplinary concerns to parents. 

 

4. Report of Accident or Incident: Used to report motorists accident or incident. These reports 

are due on occurrence to Transportation Services. 

 

5. Bus Violation Report: Used to report misbehavior of students on bus. These reports are due on 

occurrence to school administration/transportation. 

 

6. Left and Right Report: Used to report mileage and time of routes. These reports are due upon 

request to Transportation Services. 

 

7. Pre-Trip Inspection: Used to document the inspection of the working condition of the school 

bus prior to operating. These reports are due on the first day of the month to Transportation 

Services. 

 

8. School Board Vehicle Monthly Fuel Log: Used to record fueling information. These are due 

on the first day of the new month to Transportation Services. 

 

9. Ridership (B-17): Used to count the number of students on a certain bus to determine 

adequate number of buses assigned to routes and stops. Two dates are specified by State. 

These counts are used for the annual State Report. 

 

10. Medicare Reimbursement Form: The government offers reimbursement for certain services 

provided to our exclusive population that requires special transportation services in 

accordance with the student’s Individualized Education Plan (IEP). Accurate daily account 

of special education population on buses must be reported.  
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A-20 Annual State Report 

 

School Boards shall require that all school bus drivers make a report of the number of pupils 

transported and miles traveled to principals or other designated school officials. 

 

A record shall be kept in the Office of the Division Superintendent, on forms provided by the 

Virginia Department of Education, showing the operating cost of each publicly owned school bus, 

in order to determine the correct annual cost per pupil and per mile. 

 

 

 

 

A-21.1 Medicare Reimbursement Headcounts (Accellify)  

 

A-2.1a Numerous services provided by Portsmouth Public Schools to our exclusive 

students are eligible for reimbursement from federal programs such as Medicare.  

 

A-2.1b PPS has contracted to prepare daily headcount sheets for special education drivers 

to take a daily count of special education students. The form lists every special education 

student who is scheduled to ride the bus by name and a check-off box for the AM and PM 

runs. The driver is responsible to check off each time the student rides the bus each day. 

The forms will be turned in weekly to the Special Education Department designee. 

 

A-2.1c Do not add any student to the form. Do not mark through any information or use 

white out on this form. Make sure each day is initialed and that the form is signed and 

dated for the week.  

 

A-2.1d Accellify Headcounts are due at the end of the day every Friday. The Accellify 

form should be turned in to the bus lot. New forms will be distributed to drivers by Lot 

Leaders by close of business on the Friday before the new documentation period.  

 

 

 

A-22 Retention and Disposition of Paperwork 

 

Transportation staff members must adhere to the following retention and disposition schedule: 

 

A-22.a Absentee Reports: Retain one year, then destroy 

 

A-22.b Citizen Concerns: Retain one year, then destroy 

 

A-22.c Principal’s End of Month Report: Retain two years, then destroy 

 

A-22.d Field Trip Records: Retain until end of current school year, then destroy 

 

A-21 Medicare Reimbursement Federal Reporting 
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A-22.e Personnel Records: Retain two years after termination, then destroy 

 

A-22.f  Pre-Trip Inspections: Retain two years, then destroy Purchase Orders: Retain five  

years, then destroy Routes Records: Retain five years, then destroy Student Count: 

Retain one year, then destroy 

 

A-22.g School Bus Crash Reports: Retain five years after closing of the investigation or  

case in court, then destroy 

 

A-22.h Road Observations: Retain one year, then destroy Leave Requests: Retain one  

year, then destroy Doctors’ Notes: Retain one year, then destroy 

 

A-22.i  Physical Examination Form: Retain one year, then destroy 

 

A-22.j  DMV Transcripts: Retain one year, then destroy Discipline Referral Forms: Retain  

one year, then destroy, Bus Driver Evaluation: Retain one year, then destroy 

 

 

A-23 School Bus Assignments 

 

A-23.1 New Buses  
 

A-23.1a Your current bus must be older than (7) years to be considered for a new bus.  

Seventy percent (70%) of the new buses will be issued according to seniority.  

Thirty percent (30%) of the new buses will be issued according to mileage or the 

needs of the school division.  

 

A-23.1b Drivers must keep the new bus for a minimum of seven (7) years of service 

before becoming eligible for another new bus, based on availability/purchase of 

new buses. 

 

A-23.1c If a driver accepts an updated bus during the seven (7) year periods, it will not 

affect their eligibility of receiving a new bus, but the Coordinator of 

Transportation has the final decision on giving a new bus based on age and 

condition of bus. 

 

A-23.1d Seniority will be established by years of service to PPS. 

 

A-23.1e Senior drivers changing from regular education to special education will be 

eligible for a new special education bus if bus is seven (7) years old. 

 

 

 

A-24 School Times: Closings and Opening 
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A-24.1 Normal School Opening and Closing Times 

 

Portsmouth Public Schools operates on a 4-tier system: 

 

 Tier 1  High School/SECEP Portsmouth  7:25 a.m.  2:10 p.m.  

 Tier 2  Middle School/New Directions  8:05 a.m.     2:45 p.m.  

Tier 3 Elementary & Pre-K          8:40 a.m. 3:20 p.m. 

Tier 4 Elementary     9:15 a.m. 3:55 p.m. 

 

A-24.2 Closing of school prior to the beginning of the school day 
 

Drivers and monitors should listen to local news reports or log on to PPS.k12.va.us to determine 

the day’s schedule.  

 

A-24.3 Closing of school during the school day (Early Dismissal) 
 

Drivers will be notified via radio or cell phone for revised schedule. Drivers should make 

themselves available by being on call when inclement weather present. 

 

There will be no mid-day, pre-k, governor school or GED programs on early release days. 

 

Tier 1  High School/SECEP Norfolk      11:45 a.m.     

Tier 2  Middle School/SECEP Portsmouth     12:20 p.m.     

Tier 3  Elementary & Pre-K          12:55 p.m. 

Tier 4  Elementary     1:30 p.m. 

 

 

 

Section B: The School Bus and its Operation 

 

B-1 Fueling the School Bus 

 

B-1.a  Buses are to be refueled at the nearest fueling service facilities. The driver must 

make sure that the proper type of fuel is used (low sulfur diesel). 

 

B-1.b  Buses are not to be refueled with passengers on board.  

 

B-1.c  It is the responsibility of the driver to have the oil checked weekly. Oil will be  

checked by service personnel at bus lot sites or bus garage. 

 

B-1.d  The driver must complete the monthly fuel log to include date, time, and 

odometer, amount of fuel, the fuel site and the driver’s signature.  

 

B-1.e  The driver shall not smoke while the bus is being fueled. 
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B-1.f  The driver should never allow the fuel level to fall below one-half of a tank. 

 

B-1.g  The driver should never allow the DEF fuel to fall below 2 green bars; notify bus 

garage. 

 

B-1.h The driver should never leave nozzle unattended while fueling.  

 

 

 

B-2 Cleaning the School Bus 

 

 

B-2.1 Driver’s and Monitor’s Responsibility 
 

B-2.1a It is the responsibility of the driver or substitute driver and monitor to keep the bus 

clean at all times. The inside of the bus (including ceiling, floor, and seats) must 

be kept clean. The interior must be free of debris, trash, bottles, clothing, etc.  

 

Pliable trash containers are authorized provided they are no more than 12’’ in 

height, are secured by bungee cord between the console and the handrail without 

interfering with emergency equipment. This applies to all make and model buses.  

 

The lettering, lights, and reflectors must be clean and visible.  

 

Paper, pencils, and other objects should be kept off the heaters as these may cause 

damage if they fall into the fan motors.  

 

Drivers may not hang posters, advertisements, or decorations of any kind inside 

nor outside of the bus. (All such items will be removed by Zone Lot Leaders and 

returned to driver) 

 

B-2.1b In the event a student gets sick while on the bus, the driver and monitor is 

responsible for cleaning the school bus. The school’s custodian shall provide 

supplies and materials to the bus driver and monitor for cleaning biohazards, when 

applicable and you do not have it onboard. (They will not clean the bus for you) 

 

 

B-2.3 Use of a Spare School Bus 
 

B-2.3a Before leaving the garage area with a spare bus, the driver must perform a 

complete pre-trip inspection. When a spare bus is used, it must be returned clean. 

When a driver checks out a spare bus and finds it dirty, this should be reported to 

the school bus garage service desk and to the driver’s supervisor before leaving the 

garage. The driver must return the spare school bus with a full tank of fuel. 
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B-2.3b Use of spare bus must be reported to Zone Lot Leader and radioed in to dispatch 

at time of pick up daily until you return to your assigned bus. 

 

B-2.3c Use of spare buses for after hours are limited to drivers having lift buses and 

buses in for PMS. (Must get prior approval from Lot Leader, Transportation 

Supervisor or Coordinator of Transportation.) Drivers taking buses without 

permission will be subject to disciplinary action. 

 

 

B-3 Parking the School Bus 

 

 

B-3.1 Home Park Driver’s  
 

B-3.1a Home Park drivers are responsible for providing safe and legal parking for their  

assigned school bus. Transportation Department will assist drivers in determining 

adequate and legal parking areas. It is the driver’s responsibility to provide written 

notice to the Transportation Office identifying the parking location of the school 

bus and any changes in the parking location. Home Parked drivers maybe re-

assigned to lots per the Coordinator of Transportation. 

 

B-3.1b No school bus will be parked outside the geographic limits of Portsmouth unless  

on field trips or approved by the Division Superintendent or the Coordinator of 

Transportation or their designee. 

            B-3.1c  At certain times during the school year for security reasons, bus  

drivers will be required to park their buses in designated compounds.  Drivers will 

be notified in advance and provided specific directions. 

 

            B-3.d  If a significant number of citizens complain about a bus parking in public  

areas or public roadways, the Coordinator of Transportation may require that the 

bus in question be moved. 

 

B-3.2 Safe and Legal Parking 
 

B-3.2a Safe and legal parking include bus parked: 

 

1. Adjacent to the driver’s property 

2. Facing the flow of traffic 

3. Within twelve inches of the curb 

4. At least thirty (30) feet from an intersection (Virginia law states 20 feet), 

5. In a position that does not block a neighbor’s driveway (even across the street).  

 

B-3.2b A school bus or any other vehicle may not park: 

 

1. Beside another parked vehicle (double parking); 

2. On crosswalks or sidewalks; 
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3. In front of driveways;  

4. Within areas where parking is prohibited by curbs painted yellow, fire lanes or  

    No Parking signs; 

5. In a parking space reserved for disabled persons; 

6. Within 15 feet of a fire hydrant; 

7. Within 15 feet of the entrance to a fire, ambulance or rescue squad station; 

8. Within 500 feet of where fire trucks or equipment are stopped answering an  

    alarm; 

9. Within 50 feet of a railroad crossing;  

                           10. In such a way that the vehicle blocks or creates a hazard for other vehicles in a    

                            designated  traffic lane 

 

B-3.3 Driver Responsible for Fines 
 

The school bus driver is responsible for paying all fines for parking or any other traffic violation. 

 

B-3.4 Parking Location Complaints 
 

If a significant number of citizens complain about a school bus parking in a public area or public 

roadway, the Coordinator of Transportation Services may require that the bus in question be 

moved. 

 

School Bus parking complaints will be addressed on a case-by-case basis by the staff of 

Transportation Services. Any request to remove a school bus from a street or neighborhood at 

night and on weekends must be submitted in writing to the Coordinator of Transportation 

Services by a resident directly affected by the bus, who resides in close proximity to where the 

bus is parked. The letter should provide the bus number(s) parking location, and reasons for the 

request. An alternative parking location, which addresses the concerns of the writer, will be 

found. School buses may be parked on the streets and in the neighborhoods during the course of 

the workday as long as the bus is safely and legally parked. See Section B-3.2 

 

B-3.5 Operating and Parking Buses at School 

 

While buses are being driven, particularly on school grounds, it is extremely important that 

drivers exercise every care to prevent accidents resulting in property damage or injury.  This is 

true whether the bus is loaded or empty.  Drivers should refrain from backing buses at school 

except in cases when it is absolutely necessary and then only when there is a reliable person on 

the outside in a position where he/she can see immediately behind the bus and direct the driver 

when it is safe to back or a lookout at the rear of the bus inside for the same purpose.  When 

parking the bus at the school during the day, it should not be left in front of any door or exit.  

This may create a hazard in case of an emergency.  Always park the bus in the area provided for 

bus parking. 

 

 

 

B-4 Returning a School Bus 
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B-4.1 Returning a Spare School Bus 
 

When returning a spare school bus, the driver will ensure the bus has a full tank of fuel and sweep 

the interior. The keys stored, mileage and written notification of any problems will be submitted 

to the garage office. 

 

B-4.2 Returning a School Bus for the Summer 
 

The driver will clean and sweep the interior of the school bus. All windows on the bus will be 

closed and all personal items must be removed. The driver must submit a “Summer Work Order” 

to alert the garage of any repairs or work that needs to be performed on the school bus. 

 

 

B-5 Ignition Key and Fuel Key 
 

 

B-5.1 Possession of Keys 
 

School bus keys are to be left on the bus in a secure location at all times.  

 

B-5.2 Weight of Key Rings 
 

Drivers should maintain a minimum amount of weight on the key ring to prevent damage to the 

school bus ignition mechanism (fuel key and bus ignition key only). 

 

B-5.3 Personal Fuel Keys 
 

Driver’s personal fuel key must be kept on the driver at all times. The driver must immediately 

report any lost or damaged key to his/her supervisor. The bus fuel key may be used only for the 

school bus to which it was issued, or the spare bus that is being used for that day only, if the 

spare bus does not have its own fuel key. 

 

 

B-6 Fuel Conservation 

 

B-6.1The shortage and rapidly increasing cost of fuel makes it mandatory that each individual 

makes every effort to conserve fuel. The driver should: 

 

1. Reduce warm up time on cold mornings to five minutes. 

2. Drive slowly the first few minutes until vehicle warms up. 

3. Go inside the school during a layover. The driver will not sit in the bus with the motor 

idling to keep warm. 

4. Not leave the bus idling for extended periods of time. 

5. Turn off engine while loading or unloading at schools (leave key in “on” position for camera 
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operation). 

6. Make smooth starts and stops. Avoid full throttle operation. Drive at steady speeds. 

7. Make sure that buses are not used for personal reasons. 

 

 

 

B-6.2 Fueling 

 

1. Buses are to be refueled at the nearest fueling station, either at the Churchland High School 

fueling station or the City Garage. 

2. Buses are not to be fueled with students onboard. 

3. Turn off engine. 

4. Maintain contact with nozzle while fueling do not leave nozzle in tank and return to bus.   

5. Do not smoke while fueling. 

6. Each bus driver shall be accountable for all fuel used by his or her bus. Record those reports 

in the column marked “remarks” each time they get fuel, the date, number of gallons 

received and the odometer reading.  Please keep an accurate record, as it will be checked 

against the fuel sheet. 

7. Buses must be kept at ½ tank full minimum at all times. Allowing the bus to run out of fuel 

will result in disciplinary action. 

8. DEH fuel level must not drop beneath 2 green bars.  

 

 

B-7 Two-Way Radio 

 

 

B-7.1 General Information 
 

Any questions or problems pertaining to the proper use of the radio or questions regarding radio 

repair or maintenance shall be directed to your assigned lot leader or lot mechanic.  

 

B-7.2 Purposes of the Two-Way Radio Program 
 

The purpose of the two-way radio program is to provide communication between the 

Transportation Department (Base 1), City Garage (Base 2), and bus drivers and monitors. The 

program will allow the bus driver to report emergencies involving their assigned students, the 

transportation operation, the school system operation, and to assist the general public. The system 

will allow the Transportation Office to dispatch support personnel and vehicles to assist other bus 

drivers having bus mechanical difficulties, crashes or other problems. The two-way radio system 

is also used to deliver messages and special assignments to bus drivers and monitors, and to 

support emergency communication needs when an individual school’s telephones are temporarily 

out of service. 

 

B-7.3 Driver’s Responsibility 
 

The two-way radio is a technical piece of equipment that must be handled with care. The radio 
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must be kept in good operating condition in order to meet FCC (Federal Communications 

Commission) regulations.  

 

FCC regulations forbid the following: 

 

1. Use of the radio system by unauthorized personnel; 

2. Obscene or profane language; 

3. Superfluous or unidentified communications; 

4. Transmission of unassigned call letters. 

5. False calls. 

6. Fraudulent distress calls 

7. Operation of the radio system during civil defense tests; 

8. Repair of the system by unauthorized personnel 

 

B-7.4 Authorized Users of the Two-way Radio 
 

The radio is for official use only. The driver shall not allow unauthorized individuals to use the 

two-way radio. 

 

B-7.5 Use of the Radio 
 

1. When transmitting, the microphone should be held approximately two inches in front of the 

mouth. The user should press the transmit activate button located on the microphone, hold for 

a count of 1001, 1002; then, speak clearly, and in a normal tone of voice. The button should 

be held firmly until the message is complete; then release the transmit button. Background 

noises may interfere with transmissions. Background noises should be reduced as much as 

possible before using the radio. 

 

2. Drivers are reminded when calling Base 1, to be patient since there are telephones that must 

be answered by office personnel. If there is no answer on the first call, the user should pause 

a few moments and try again. However, if there is an emergency, the call should be repeated 

immediately. 

 

3. Communication between drivers should only occur when absolutely necessary. 

Transportation may ask drivers to transmit or re-transmit messages to or from buses out of 

range for Base 1 (Dispatch) or Base 2 (Garage). 

 

4. The driver should properly identify the bus number each time the radio is used and should 

keep messages as short as possible while including all the facts. 

 

5. The driver should avoid using confidential information including students’ names unless 

necessary to deal with the problem or situation. 

 

6. The driver should always turn the radio volume down when approaching a railroad crossing. 

The driver is reminded to turn it back up after the crossing is completed. 
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7. There is no need to report routine traffic delays or disabled vehicles unless the roadway is 

blocked or if there will be lengthy delay in bus schedules. 

 

B-7.6 Radio Courtesy 
 

The driver should make sure other users of the radio frequency have completed their 

transmissions before attempting to use the radio. This will prevent drivers and Base 1 from 

walking over one another, which may result in missed communication. The driver should not 

attempt to use the radio when someone else is using the radio unless it is an emergency. When an 

emergency occurs, the appropriate code must be used so others will know that it is an emergency. 

WQHT362 

 

Proper radio language is essential. No CB language is to be used. No obscene or abusive 

language is to be used. 

 

B-7.7 Radio Maintenance 

 

A two-way radio in poor operating condition will not receive or transmit messages in a 

satisfactory manner. Delays in radio repairs or adjustments could cause damage to equipment. If 

damage is done to the radio, attempted use of the radio may cause further damage to the 

equipment. Employees should not attempt to use a malfunctioning radio. The driver should 

contact the school bus garage or lot leader to report problems with the radio as soon as possible. 

 

The driver shall check the radio adjustments as part of the pre-trip inspection. The driver is 

responsible for making sure that the radio is turned on and the volume is set to an appropriate 

level. Tampering with school bus radio is unacceptable and could lead to disciplinary action up 

to and including time off without pay or termination from Portsmouth Public Schools.  

 

B-7.8 Emergency Situations 
 

All drivers should listen carefully when they hear any emergency message, as the message may 

affect their bus runs, travel area; or their assistance may be needed. When an emergency is being 

dealt with, all drivers should be considerate and give time for the situation to be resolved before 

contacting Base 1 with other business. 

 

School bus drivers should call Base 1 to ask for a school administrator to meet them when they 

arrive at school ONLY in the case of a serious matter.  

 

The driver should have all information ready before using the radio. As an example, to report a 

vehicle crash, the driver needs to provide the facts listed below: 

 

1. What is the location of the crash? Give intersection if possible. 

2. How many vehicles are involved? 

3. Are there any injuries? 

4. Are there any School Board vehicles involved? 

5. Description of vehicle (car, pickup truck, bus, tractor-trailer, etc.) 
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6. Are there any leaking fluids? 

 

 

 

B-8 Cell Phones 

 

B-8.1 § 46.2-919.1. Use of wireless telecommunications devices by persons driving school 

buses. 
 

No person shall use any wireless telecommunications device, whether handheld or otherwise, 

while driving a school bus, except in case of an emergency, or when the vehicle is lawfully 

parked and for the purposes of dispatching. Nothing in this section shall be construed to prohibit 

the use of two-way radio devices authorized by the owner of the school bus. Use of a cell phone 

while driving a school bus could lead to further disciplinary action up to and to include 

termination from PPS. 

 

 

B-9 Video Cameras 

 

 

B-9.1 Camera Use 
 

All buses should have an operable camera system. The driver must notify his/her supervisor if 

the camera is missing, damaged or otherwise inoperable. Operational efficiency of cameras are 

part of the pre-trip inspection.  

 

All buses are equipped with similar model video camera systems installed on the school buses. 

The driver should refer to the directions specific to the type of system utilized on his/her bus. 

 

B-9.2 Viewing the Video Tapes 
 

Only authorized personnel may view the video. Authorized personnel include the school bus 

driver, Transportation staff members, and school administrators. The bus video becomes a 

confidential education record when it is used for disciplinary purposes. Parents are not allowed to 

view video unless it is through a court ordered subpoena. A copy of the video will not be 

provided unless there is a subpoena. 

 

 

 

B-10 School Bus Lights 
 

 

B10.1 Head Lights and Clearance Lights 
 

Head lights and clearance lights must be used at all times when the bus is being operated, even 

those equipped with daytime running lights. 
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B10.2 Strobe Lights 
 

The strobe lights shall be activated only while transporting students, regardless of weather 

conditions. 

 

 

B-11 Speed Limits for School Buses 

 

A school bus transporting school pupils shall be operated at a safe speed not in excess of 40 mph, 

or the maximum legal speed allowable. The maximum speed limit for a school bus on an Interstate 

Highway and other highways where the maximum speed limit is more than 45 miles per hour shall 

be 55 mph when conditions permit. 

 

 

B-12 Railroad Crossings 

 

All school buses, loaded or unloaded, shall stop as required by law, at railway grade crossings. 

Hazard lights are to be activated at least100 feet before stopping. The bus driver shall stop no 

closer than 15 feet or further than 50 feet from the nearest track, activate hazard lights, turn off all 

noise makers, open driver’s window, place bus in neutral, apply parking brakes, and open the 

entrance door. Look, and listen for any signs of a train, if no train, close door, place bus in drive 

release parking brake, cross the track when determine safe to do so. Deactivate lights AFTER bus 

fully crosses over the tracks.  

 

No stop need be made at any such crossing where a police officer directs traffic to proceed. 

School bus drivers must avoid crossing railroad tracks in the left lane of the roadway when 

possible. Drivers should avoid performing this procedure in the left-hand lane of a multi-lane 

road. 

 

The bus should be brought to a complete stop close enough to the tracks for the driver to see 

clearly down the tracks in both directions. Emergency flashers will be used when approaching a 

railroad crossing to indicate a stop is being made. 

 

Drivers should be sure that the bus service door is closed.  When it is determined that it is safe to 

cross the tracks, the driver should proceed with deliberate speed across the tracks. 

 

At grade crossings having two or more sets of tracks, the driver must be sure that all tracks are 

clear in both directions before proceeding. 

 

B-13 Backing the School Bus 

 

The driver must not back the bus unless there is no other safe way to move the vehicle. Driving 

around the block is preferable to backing. 

 

If it is absolutely necessary to back the bus, the driver should post a lookout inside the bus at the 
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rear of the bus. The lookout should not give directions as to how to back, but should give advance 

warning of obstacles, approaching persons, or other vehicles. A lookout should be chosen 

carefully so as to select a mature, reliable person who can be clearly heard from the rear of the 

bus. The driver, however, is ultimately responsible for executing a safe backing maneuver. 

 

If there is no lookout available, the driver should turn off the motor, activate the hazard lights, set 

the parking brake, and walk to the rear of the bus to determine obstacles or that the way is clear. 

 

Hazard lights should be activated at least 100 feet ahead of time. This should help prevent other 

vehicles from pulling up too close to the school bus. 

 

The driver should sound the horn before putting the bus in motion. 

 

The driver should constantly check all mirrors while backing and be aware of approaching 

hazards from all directions. 

 

In turning around at the end of a route or where there is a passenger stop, the driver should pick 

up students before backing, and should watch out for late comers at all times. If discharging 

students at any turnaround point, the driver should have students remain inside the bus until 

backing has been completed and then discharge them so that the school bus is driven away from 

the students. 

 

B-14 Seatbelts 

 

Persons operating a school bus or any school board vehicle must wear the seatbelt assembly while 

driving the vehicle. All passengers in school board vehicles other than school buses must also 

wear the seatbelt assembly. 

 

B-15 Authorized Passengers 

 

B-15.1 School Age Children of School Bus Drivers 
 

School bus drivers and monitors may take their preschool age children on the school bus while 

they are making their runs provided the children are at least one (1) year of age and space is 

available on the bus for the child to occupy a seat. 

 

These children must be a relative or under the guardianship of the driver or Monitor. The children 

must be old enough to not require excessive attention from the driver. This option is available 

only if space is available on the bus for the child to occupy a seat. 

 

The driver or monitor’s preschool children are required to abide by all laws, rules and regulations 

pertaining to school age passengers. The driver or Monitor must provide (at their expense) some 

type of restraining device for their non-school age child.  The driver or Monitor’s children must 

remain seated while the school bus is in motion. School bus drivers or monitors are not to take 

their preschool children on the bus if the child has any signs or symptoms of a communicable 

disease. 
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The driver or Monitor’s preschool aged children must be kept under close supervision by the 

driver or Monitor while at the schools, the Transportation Office, garage, or while the bus is at a 

layover point. 

 

This is a benefit provided to the school bus drivers and monitors of Portsmouth. This benefit 

could be lost if the driver does not keep the children under control at all times. 

 

It is the responsibility of the driver or Monitor to fill out a Hold Harmless and Release Agreement 

with the names, relationship, and ages of all such children.  This form is to be placed on file at 

Transportation Services. 

 

B-15.2 Parents, Spouses and Children as Passengers on the School Bus 
 

Parents may ride a school bus if the parent is attending a school activity as a chaperon. The parent 

must have authorization from the building principal, and the transportation coordinator. Space 

must be available and the parent must follow all of the rules for passengers riding a school bus. 

Children over the age of 18 and not in PPS are not allowed to ride school bus. Spouses of bus 

drivers are not allowed to ride school buses. 

 

 

B-16 Ridership 

 

B-16.1 Seating Capacity 
 

The number of pupils who may ride a school bus will be determined by the total number who can 

be seated. Pupils shall not be permitted to stand or sit by the side of the driver, in the step well, or 

between the driver and the entrance door. 

 

 

B-16.2 Maximum Loads 
 

The maximum recommended load of a General Education bus carrying high school aged students 

is 44, middle school students, 55 and elementary school, 64. The maximum load of a Special 

Needs bus is determined by the number of seats versus wheel chair placement (all buses vary). 

 

 

B-17 Passenger Entry Door 

 

The school bus driver shall open and close the entrance door and keep it securely closed while 

the bus is in motion. This responsibility shall not be delegated to anyone. The bus driver or 

monitor will open lift door and operate controls. This responsibility shall not be delegated to 

anyone. 

 

B-18 Stopping the School Bus 
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The driver must always stop the vehicle: 

 

1. before the crosswalk at all stop signs, red traffic lights and flashing red signals; 

2. before crossing the White Stop Bar on the pavement at an intersection; 

3. when entering a street or crossing over a sidewalk from a driveway, alley, building or parking 

lot; 

4. when signaled by flaggers at construction sites; 

5. for blind persons attempting to cross a street; 

6. at the direction of a police officer;  

7. at the scene of a crash in which the driver is involved; 

8. for approaching emergency vehicles as required by law. 

 

 

B-19 Following Distance for a School Bus 

 

On normal dry pavement, a minimum distance of 200 feet is to be maintained between school 

buses while traveling outside cities and towns and on Interstate Highways and expressways. 

 

Generally, school buses must maintain at least a three-bus length following distance at all times. 

As the speed of the bus increase, the following distance must also increase. During inclement 

weather, these distances are to be increased to allow for safe stopping. 

 

B-20 Crossing Guards 

 

The Virginia Department of Education recommends that school bus crossing guards be used. 

However, the decision as to the use of crossing guards is left to the principal of the school and the 

Transportation Coordinator. 

 

Crossing guards should be carefully selected and specifically advised that they are under the 

direction of the school principal and transportation coordinator. Crossing guards are to work in 

conjunction with bus driver at all times and should not act without the direction or consent of the 

driver. This is very important during emergency unloading situations. 

 

Crossing guards will attend a police traffic certification annually for safe direction of traffic control.  

 

B-21 Driving on School Grounds 

 

Each school has someone designated to supervise students while they are on school grounds. But, 

even though there are rules and people to enforce them, students sometimes disregard them. The 

afternoon is of particular concern because students are anxious to load the bus and go home. 

They may not be paying close attention. Bus drivers should be especially cautious at this time 

and at all times when driving on school grounds. 

 

B-21.a The school bus driver should always stay alert and proceed slowly (not to exceed 

10 mph) and cautiously while driving a bus on school grounds. If an emergency 

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

 

B-21.b Each bus is required to stop at the "designated place" for loading and unloading. 

No other place should be used. 

 

B-21.c  Drivers should follow the same "rules of the road" on the school driveway that 

they would follow on the road. 

 

B-21.d Drivers shall not pass other school buses while they are loading and unloading. 

 

B-21.e  School bus drivers should leave the school in a safe and orderly manner, without 

following other buses too closely. 

 

B-21.f  When a bus departs a school, it must stop before entering the roadway, regardless 

of whether or not a traffic sign is present. 

 

B-21.g The driver should be extremely careful and alert at all times while operating a 

school bus. When operating a school bus near pedestrians, the driver should 

anticipate potential problems that may be encountered. 

 

B-22 Proper Lane Selection 

 

The school bus driver shall drive in the right hand lane of multi-lane roadways as often as 

practical. 

 

B-23 School Bus Passing another School Bus 

 

B-23.1 Passing and Turning Precautions 

Extreme caution is to be exercised in passing vehicles on the road. Sufficient time should be 

allowed to complete a passing maneuver. School buses transporting passengers, regardless of the 

number of roadway lanes, are not to pass one another except under the following circumstances 

when and where it is safe to pass: 

 

B-23.1a The lead bus has pulled into a designated turn lane preparatory to turning 

 

B-23.1b The lead bus is broken down 

 

B-23.1c If a school bus driver does a courtesy pull over to let other school buses pass   

(Hazard Lights activated). 

 

B-23.1d On multi-lane roadways where loaded school buses are operating in parallel  

lanes, if traffic in one lane has stopped or almost stopped, the loaded buses may 

proceed with due caution and at a reduced speed. Under these circumstances, 

extreme caution is to be used. If all vehicles are stopped, drivers should avoid 

stopping next to another loaded school bus in an adjacent lane (drivers must stop 

in a staggered manner). 
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B-23.2 Passing Protocol 

 

After leaving school grounds, the driver should not pass another bus or run side by side with 

another bus on any highway.  The proper distance must be kept.  If the route requires a left turn, 

the driver must be sure to get into the passing lane in plenty of time to make the turn. 

 

In all other situations, the school bus driver shall not pass another school bus that is transporting 

students.  

 

B-24 Pupil Stops 
 

B-24.1 School Bus Driver’s Responsibility 
 

B-24.1a When taking on or discharging pupils along the roadway, a school bus shall stop 

   only at designated points where it can be clearly seen for a safe distance from all  

   directions. The driver shall keep the traffic warning lights in operation, stop arm  

   & crossing gate extended to warn the approaching traffic to stop and allow  

   pupils who must cross the road to do so safely. 

 

B-24.1b Pupils who must cross the road shall be required to cross in front of the school   

                bus. They shall be required to walk to a point 10 feet or more in front of the bus,  

                stop before reaching a position in line with the left side of the bus, and await a 

               signal from the school bus driver to cross the road. 

 

B-24.1c Buses shall be routed so that pupils will be picked up and discharged on the side  

              of the roadway on which they reside in the following situations: dual-lane streets 

              and highways divided by a physical barrier or unpaved area, heavily traveled  

                roads, and five lane roads where the middle lane is used for turning. The school 

               bus driver must not allow a passenger to cross these types of roadways at a pupil 

              stop. 

 

B-24.1d When discharging students, the driver shall keep the door closed until all traffic 

                has come to a complete stop. 

 

B-24.1e When discharging students, the driver shall make sure all children are clear of  

               the school bus and off the road surface before putting the bus in motion. The 

              driver must watch for children with long drawstrings or other loose clothing that  

               may get caught on the door. The driver must check the door before driving away. 

 

B-24.1f   The driver shall not park the bus so that the emergency exit would be blocked 

                while passengers are on board. 

 

B-24.1g   All pupil stops shall be made as far right as possible on the traveled portion of 

                the roadway. A school bus driver shall not block the middle of an intersection  

                   while performing a pupil stop. Stops are not to be made in designated turn lanes 
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                or where a motorist can pass the bus on the right side. 

 

B-24.1h The driver shall make sure passengers are seated before driving off, and make  

               sure passengers remain seated until the bus stops. 

 

B-24.1i Be extra careful when delivering mid-day kindergarten students to their homes. 

Make sure that a responsible person accepts the child. It is the parent’s 

responsibility to have someone at the bus stop to receive students when the bus 

arrives. 

 

B-24.1j After discharging students, the driver shall carefully scan the entire area and be 

alert for warnings from all sources (bystanders, students, etc.). The correct use of 

mirrors is extremely important. 

 

B-24.1k The driver shall count the students as they disembark and make sure that all 

students have reached a safe location. If there is a distraction, the driver must 

recount the students. 

 

B-24.1l When making pupil stops the bus must be secured (brake on, placed in neutral) at 

all times. 

 

B-25 Traffic Warning Lights 

 

Every bus used for the purpose of transporting school children shall be equipped with warning 

devices of such type as may be prescribed by the Virginia department of Education after 

consultation with the Superintendent of State Police. Such warning devices shall indicate when 

such school bus is stopped, is about to stop, and when taking on or discharging children, elderly, 

or mentally or physically handicapped persons. 

 

Such warning device shall be used and be in operation for a distance of not less than 150 feet 

before any proposed stop of such school bus if the posted speed limit is less than 35 mph, and for 

a distance of at least 300 feet before any proposed stop of such bus if the posted speed limit is 35 

mph or higher. The stop arm and crossing gate is to be extended immediately upon stopping, but 

not prior to stopping. Hazard lights are NOT to be used during a pupil stop. 

 

B-26 Bus Stop Locations 

 

B-26.1 Establishment of Pupil Stops for General Education Routes 
 

           B-26.1a No school bus route will be established on any road not maintained by the city or 

state highway department. 

 

B-26.1b Pupil stops are designed to be within three-tenths of a mile for elementary students  

              and five- tenths of a mile for secondary students from the place of residence where  

               time restraints, road conditions and vehicle access allows. 
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B-26.1c General education school bus routes will not be established within a cul-de-sac or  

              on a dead end roadway where backing up will be required, when possible.  

 

B-26.1d  No pupil stops will be established in a non-transportation zone. 

 

B-26.2 Establishment of Pupil Stops for Special Needs Routes 
 

Bus stops for students on Special Needs school buses will be located in accordance with the IEP 

requirements or as close to the student’s home as possible barring constraints that restrict safe 

ingress and egress. 

 

B-26.3 Establishment of Pupil Stops for Additional Activity Runs 
 

Activity runs are designed to deliver students to the entrance of neighborhoods. Pupil stops are 

designed to be within ½ miles from the place of residence where time restraints, road conditions 

and vehicle access allows. Activity bus routes will not be established within a cul-de- sac or on a 

dead end roadway where backing up will be required. 

 

B-27 Bus Stop Change Procedure 

 

 

B-27.1 Parent Notification Procedure for Bus Stop/Driver Changes 
 

The following procedures are used when changes are made to bus stop locations and school bus 

drivers. 

 

  B-27.1a Planned School Bus Stop Location Changes 
 

A planned change to a school bus stop can be requested by a parent/taxpayer, the school 

administrator, school bus transportation supervisor, or a school bus driver. These changes 

are in response to concerns ranging from the safety and welfare of the students to property 

damage at current location to time schedule needs. The change in the bus stop location is 

not implemented until investigated and approved by the Transportation Services and the 

school administration. The school bus driver may not change the location of bus stops 

without this approval. 

 

High School and Middle School Change Procedure – A change to a bus stop at the high 

school and middle school level is communicated to the school administration and school 

bus driver by the Office of Transportation. Transportation personnel send revised route 

sheets to the school and the driver. The school bus driver announces the change to the 

students on the bus over two or three days with the request for them to inform their 

parents of the change. This system is used because (1) the students are of an age to 

accurately communicate the change to their parents and (2) the large number of buses 

serving the high schools and middle schools makes written notes virtually impossible. 

With 30 to 45 buses at most secondary schools coupled with the number of requests for 

stop changes, written communications to parents would be extremely time consuming for 
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school personnel. 

 

Elementary School Change Procedure – A change to a bus stop at the elementary school 

level is communicated to the school administration and school bus driver by the 

Transportation Services. The school administration informs the parents in writing of the 

change. Transportation personnel send revised route sheets to the school and driver.  This 

system is used because young children often confuse this information when verbally 

informing the parents of the change. Also, with fewer buses at the elementary schools, the 

number of requests for changes and written communications are significantly less than at 

the secondary school level. 

 

B-27.1b Emergency Bus Stop Changes 
 

Transportation Services requires drivers to release children from the bus only at their 

regularly scheduled bus stop or at the school. However, there are occasions when road 

access to the regularly scheduled bus stop is unavailable. Many times these conditions 

occur “over night” and the lag time necessary to communicate changes to parents is 

eliminated. Therefore, a temporary emergency stop is authorized until access to the 

regular stop is available. This change is communicated as quickly as possible to parents. 

 

B-27.2 School Bus Driver Changes 
 

There is an average of 10 drivers out each day due to illness or personal reasons leave. Each of 

these drivers has 4 assignments, and that creates a possibility of 40 assignments each day that may 

be performed by a different school bus driver and school bus. Fortunately, our school bus drivers 

make the extra effort to reassure students who may be reluctant to board the bus that they are 

indeed the school bus and driver for that day. School personnel are informed of the afternoon 

changes by telephone when substitutes or different buses are assigned to cover the routes of an 

absent driver. Time restrictions do not permit the notification of schools during the morning 

routes. Bus number changes are announced to students over the school intercom system. 

 

B-28 Bus Routes 

 

All school buses in operation shall be carefully scheduled on routes to schools. The schedule shall 

show the time the bus starts in the morning, the time it leaves each point at which pupils are taken 

on, and the time of arrival at school. It shall also show the odometer reading at the starting point, 

the point where the first pupil is picked up, and the points at which other stops are made, 

including the reading upon arrival at school. One copy of such schedule shall be in the bus, one 

copy at Transportation Services, and one copy at each affected school. 

 

B-28.1 The bus driver and supervisor shall review school bus routes at least bi-annual for safety 

hazards and to assure maximum use of buses. 

 

B-28.2 Transportation Services will establish school bus routes and stops in cooperation with the 

school principal. The following guidelines are to be followed: 
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B-28.2a Routes and stops will be determined with consideration given to safety, economy,  

                 and efficiency. 

 

B-28.2b Routes and stops will not be changed without the approval of Transportation  

                  Coordinator except where safety is involved. 

 

B-28.2c The school bus driver should notify Transportation Services of unsafe conditions 

             so that corrective steps can be taken. 

 

B-28.2d All routes are to be driven with an empty school bus prior to traveling the route  

              with students.  

 

B-28.2e Drivers should maintain a regular time schedule and updated left and rights. 

 

B-28.2f Drivers are responsible for informing the school principal and Transportation 

              Services of road conditions and construction areas that adversely affect their 

              routes and stops. 

 

B-28.2g Drivers are to pick up and discharge pupils only at designated stops. 

 

B-28.2h Routes and stops will be under continual review. 

 

B-29 Non-Transportation Zones 

 

 

B-29.1 Legal Limits of Non-Transportation Zones 
 

Non-transportation zones (NTZ) are permitted by state and local regulations: 

 

Section 22.1-254 of Article I of the Compulsory School Attendance regulation contained in the 

Virginia School Laws provides for walking distances of two miles for children under ten years of 

age and two and a half miles for children between the ages of 10 and 17. 

 

B-29.2 Creating or revising Non-Transportation Zones 
 

The school’s administration is charged with the responsibility of initiating the request to create, 

revise, or eliminate the NTZ. A written request is submitted to the Division Superintendent. The 

request is forwarded to the Coordinator of Transportation services. The Transportation 

Coordinator, Safe Routes to School Coordinator and their staff shall review the request in 

conjunction with the Portsmouth Police department to check the zone for safety. 

 

B-30 Route Sheets 

 

All school bus drivers must keep up-to-date, accurate route sheets and route directions on the 

school bus and provide copies to the office of transportation. The route sheets and route directions 

must be easy to read and understand. The driver must not make any changes to the route without 
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involving the appropriate lot supervisor and router. 

 

Drivers of special needs school bus must update their route sheets and route directions as their 

ridership changes. 

 

 

B-31 Summer School Routes 

 

 

B-31.1 Assignment of Drivers 
 

School bus drivers who are interested in driving Summer School must complete a Summer school 

application online. These drivers are assigned to summer school routes based first come first 

serve basis and school year performance. 

 

B-31.2 Design of Summer School Routes 
 

Summer schools routes are designed to deliver students to the entrance of neighborhoods. Pupil 

stops are designed to be within 1½ miles from the place of residence where time restraints, road 

conditions and vehicle access allows. Summer school bus routes will not be established within a 

cul-de-sac or on a dead end roadway where backing up will be required. 

 

Transportation Supervisors and Lot Leaders are responsible for the planning of routes and 

supervision of drivers for all Summer School sites that lie within their designated Area. 

 

B-31.3 Summer School Attendance 
 

Drivers or monitors are expected to be present every day. Planned outs should be made within 48 

hours prior to taking leave. The Dispatch office will maintain a list of substitute drivers and 

monitors that may be contacted by the Zone/Lot Leader. 

 

 

B-32 Use of the School Bus 

 

B-32.1 Personal Use of School Buses 
 

The use of school buses is limited to the transportation of school children to and from school and 

other activities as approved by Transportation Services. Under no circumstances are school buses 

to be used as transportation for the conducting of personal business. 

 

Layover Exception During a layover, a school bus driver may stop at a business establishment for 

a short period of time pending the following circumstances: the school bus is to be parked safely 

and legally and the establishment must be located directly on the driver’s route. The purpose of 

this exception is to afford the driver a restroom or coffee/drink break. At no time will the driver or 

monitor use this opportunity to shop, etc. The school bus must be parked away from other parked 

vehicles. 
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B-32.2 Non-Traditional Use of the School Bus 
 

The lettered identification and school bus traffic warning lights on the front and rear of the bus 

shall be covered with some opaque detachable material when school buses are used for purposes 

other than the transportation of pupils on regular routes to and from school or on special trips to 

participate in contests of various kinds and for supplementary educational purposes. 

 

B-32.3 Summer Storage of the School Bus 
 

School buses that are not being used for summer school shall be returned to the assigned lot after 

the close of the regular school year. 

 

B-33 Decorating the School Bus 

 

Posters, stickers, or advertising materials of any kind are prohibited in or on school buses. The 

only exception to this is a printed copy of “Regulations for Pupils Riding School Buses.” 

Transportation Supervisors and Garage Personnel have the authority to remove any prohibited 

items from the school bus. 

 

B-34 Field Trips 
 

B-34.1 Driver Interest 
 

School bus drivers must indicate to Transportation Services their interest in driving field trips by 

using the Intent Form during the August in-service or may be submitted throughout the year. 

 

B-34.2 Field Trip Procedures 
 

All request for field trips must be typed and submitted on the transportation request and approval 

form (this form can be found on the PPS intranet website under General School Forms) no less 

than FOURTEEN WORKING DAYS (14)  prior to the date of the field trip.  

 

B-34.2a Signatures required:  

 Requestor  

 Principal (After the principal approves the field trip, please forward a copy of the 

form to the transportation office). 

 Appropriate Director  

 Appropriate Grant Coordinator (if applicable)  

 

B-34.2b The Office of Transportation has the final approval for field trip requests.  

 

B-34.3 Field Trip Blackout Dates  
 

B-34.3a A list of dates that Transportation will not be able to support school based field  

              trips will be provide at the beginning of each school year.  
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B-34.3b Transportation is unavailable during mandatory in-service meetings, safety 

               meetings, high school shuffles, SOL testing dates, early release days, and  

               district field trips. This list may not be all inclusive.  

 

NO FIELD TRIPS WILL BE AUTHORIZED AFTER MAY 31ST OF CURRENT YEAR 

(without prior approval from the Coordinator of Transportation)  
It is very important that the information listed below be provided to the office of transportation 

prior to field trip event (listed on the form or via attachments). The Teacher/Requestor is 

responsible that this information is communicated.  

 

B-34.4 Required Trip Information  
 

B-34.4a Clear directions to your destination with proper address.  

 

B-34.4b Indicate ALL stops between school and destination, to include lunch.  

              NO UNAUTHORIZED STOPS.  

 

B-34.4c List type of school bus or vehicle to be used for the field trip. If school buses are 

              required, please be sure that the number of regular and lift buses needed are  

              clearly indicated and identify the number of seatbelts required per students’ 

              Individualized Education Program (IEP). 

 

B-34.4d Office of Transportation only provides school buses.  

 

B-34.4e School buses will not be used for field trips beyond 60-miles one-way (without  

              pre-approval). 

 

B-34.4f List departure time on the form. This is the time you are leaving the school; not  

             the time you are due at your destination.  

 

B-34.4g List returning time on the form. This is the time you expect to arrive back at  

              your school. All buses must be back at the school no later than 1:30 p.m. for  

              drop off. 

 

B-34.4h Please call the Office of Transportation seven days prior to your field trip date to 

              verify your trip has been received and approved.  PLEASE CALL THE DAY 

              BEFORE TO CONFIRM THE FIELD TRIP. 

 

NOTE:  STARTING TIME FOR FIELD TRIPS IS 9:30 A.M. PLEASE DO NOT 

REQUEST A BUS PRIOR TO THIS TIME. All FIELD TRIPS MUST RETURN TO 

SCHOOL NO LATER THAN 1:30 PM. 

 

B-34.5 Field Trip Cost 

 



49 
 

The cost for field trip transportation is $32.00 per hour per bus, for internal invoicing. This is for 

all schools and district-wide events. All bus services will be charged to the school with the 

exception of school athletics. It will be the school’s responsibility to receive monies from outside 

organizations or other school departments. If buses show up at the school and the field trip has 

been cancelled, the school will be charged for one (1) full service hour per bus. The school will 

not be charged for mandatory trips (i.e. Safety Town) cancelled due to inclement weather. 

 

Field trip driver reports may need to be faxed to the school. Each school is responsible for 

providing the transportation office the name of a designated contact person for field trips. Field 

Trips may be denied or rescheduled due to demands for buses for any particular day.  

 

B-35 School Bus Stop Laws 

 

B-35.1 School Bus Stop Laws 
 

B-35.1a  At intersections, all drivers must come to a complete stop for a school bus with 

               red lights flashing and the stop arm extended. Under the law, motorists are  

                required to stop even when approaching a school bus at right angles. 

 

B-35.1b On undivided highways or streets, all vehicles traveling in any direction are 

              required to stop and remained stopped until all children are clear of the roadway  

                and the bus is again in motion. 

 

B-35.1c On divided highways or streets, all vehicles traveling in the same direction as the  

               bus must come to a complete stop, but those traveling in the opposite direction 

              and separated by a physical barrier or an unpaved area may proceed without  

                stopping. 

 

B-35.1d Motorists must stop if the bus is loading or unloading children even if the  

               signaling devices are not functioning properly. 

 

B-35.1e School bus drivers and monitors are encouraged to report violations by identifying 

              a vehicle with the license plate number and description of the person driving. 

 

B-36 Right Turn on Red and U-Turns 

 

At some intersections the school bus driver is permitted to turn right while the traffic light is red. 

Before turning, the driver must come to a complete stop. The driver should look both ways and 

yield the right of way to pedestrians and other traffic. Other drivers making a U-turn have the 

right of way over drivers making a right turn on red. 

The school bus driver must check for less visible vehicles such as bicycles and mopeds. 

Regardless of traffic conditions, the driver may not turn right if signs are posted at the 

intersection, which read “No Turn on Red.” 

 

School bus drivers are prohibited from making a U-turn in the school bus. 
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B-37 School Arrival and Dismissal Times  

 

B-37.1 Arrival: Morning Routes 
 

All school bus drivers must arrive at each school at the time designated by the route sheet. This 

time is typically ten to fifteen minutes prior to the listed opening of the school. Any discrepancies 

must be resolved through the Coordinator of Transportation. 

 

B-37.2 Arrival: Afternoon Routes 
 

All school bus drivers must arrive at each school no less than five minutes prior to the listed 

dismissal time for the school. Any discrepancies must be resolved through the Transportation 

Coordinator. 

 

B-37.3 Arrival: Additional Runs 
 

These runs include athletics, mid-day pre-kindergarten, tutoring, and other similar routes. All 

school bus drivers must arrive at each school at the time designated by Transportation trip 

administrator. Any discrepancies must be resolved through the Transportation Coordinator. 

 

B-37.4 Dismissal: Morning Routes 
 

School administrators must release the school buses in a timely fashion so that school bus drivers 

can get started on their next route. Any discrepancies must be resolved through the Transportation 

Coordinator. 

 

B-37.5 Dismissal: Afternoon Routes 
 

School administrators must release the school buses within seven minutes of dismissal time so that 

school bus drivers can get started on their next route. Any discrepancies must be resolved through 

the Transportation Coordinator 

B-37.6 Dismissal: Additional Routes 
 

These runs include activity, mid-day pre-kindergarten, tutoring, and other similar routes. School 

administrators must release the school buses in a timely fashion so that school bus drivers can get 

started on their next route. Any discrepancies must be resolved through the Transportation 

Coordinator.  

 

Section C: Safety Procedures 

 

C-1 Safe Loading and Unloading Practices 

 

C-1.1a When loading or discharging pupils, the driver should stop on the right side of the 

street only at points where the bus can be seen from a safe distance from both 

directions.  Keep far enough to the right without leaving the pavement so that 

another vehicle cannot pass on the right side. The bus should not be stopped over 
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the center line to load or unload pupils, thereby blocking the opposite side of the 

road but should stop with the entire bus to the right of the center line.  The 

driver should keep the bus warning lights in operation to warn approaching traffic 

to stop and allow pupils whom must cross the highway to do so safely.  Students 

must never be loaded in the center lane.  In the case of a divided highway, 

students must be picked up and discharged on the side on which they reside. 

 

C-1.1b When it is necessary for the students to cross a street other than a divided 

highway either for loading or unloading, the driver should check traffic in all 

directions and then motion the children across.  Students should cross only in 

front of the bus.  They should walk to a point ten or more feet in front of the bus 

stop before reaching a position in line with the left side of the bus and await the 

driver’s signal to cross. 

 

C-1.1c The time of greatest danger to school bus passengers is when they leave the bus 

and cross the street.  More fatalities occur in the “danger zone” around the bus 

than in actual on-board moving bus accidents.  This is due primarily to motorists 

passing stopped school buses in the process of loading or unloading.  Drivers 

should be aware of this and take precautions using all mirrors to insure that traffic 

has stopped before allowing children to cross the street.  The driver must be on 

the bus while students are loading or unloading. 

 

C-1.1d The door is to be operated by the school bus driver only.  The door must be 

closed when the bus is in operation whether the pupils are present or not. 

 

 

C-2 Pre-Trip Inspection 

 

The pre-trip inspection must be performed daily. The Pre-Trip Inspection Form must be up to 

date and kept on the bus readily available for review by local, state, and federal authorities. This 

form must be submitted at the end of the month to the Zone/Lot Leader. 

 

All deficiencies must be reported to Zone/Lot Leader and lot mechanic. If assigned to a spare 

bus, report bus assignment immediately to Zone/Lot Leader or Base 1. 

 

C-2.1 Pre-trip Inspection (See pre-trip form) 

 

C-2.1a Start the engine.  While engine is warming up, check all lights, tires, stop arm,  

             emergency door and buzzer. 

 

C-2.1b Check external mirrors to insure they are clean and properly adjusted. 

 

C-2.1c Check emergency equipment. 

 

C-2.1d Check water temperature, oil pressure. 
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C-2.1e Wipe dirt off headlights, taillights, turn indicators and warning lights, if  

            necessary. 

 

C-2.1f Check foot brake. 

 

C-2.1g  Check parking brake. Preform an Airbrake test. Be sure it is completely released  

             before starting trip. 

 

C-2.1h Check for objects under or around the bus. 

 

C-2.1i Check under the bus for anything dripping or hanging. 

 

C-3 Post-Trip Inspection 

 

C-3.1 Post-trip Inspection 

 

C-3.1a After students have unloaded, place bus in neutral. 

 

C-3.1b Set the park brake and get up from driver seat. 

 

C-3.1c Walk the entire length of the bus front and back checking for                                        

students and any items that maybe left on the school bus. 

 

C-3.1d After checking the bus, scan areas around the outside perimeter of the bus and 

check all mirrors before pulling off from the last bus stop.  

 

C-3.2  Post-Trip/Pre-Park 

 

At the end of each driving session the driver must perform the following duties: 

 

C-3.2a Turn off all lights and blowers. 

 

C-3.2b Make sure bus is in neutral 

 

C-3.2c Turn off engine. 

 

C-3.2d  Remove ignition key. 

 

C-3.2e Set the parking brake. 

 

C-3.2f   Pump down the air brakes 

 

C-3.2g Sweep interior of bus and empty trash containers. 

 

C-3.2h Close all windows and air vents. 
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C-3.2i  Check bus for any vandalism. 

 

C-3.2j  Lock emergency exits as applicable. 

 

C-3.2k Close the service door and lock as applicable. 

 

C-3.2l  Leave the keys on the bus in secure place or lock box, as applicable. 

 

C-3.3 Walking the School Bus 
 

After each and every run, the driver will check bus for lost or sleeping students. The driver must 

walk down the aisle to the rear of the bus and check under all seats after each and every run. 

Failure to do so may result in disciplinary action up to and including termination. 

 

 

C-4 Maintenance and Service of the School Bus 

 

C-4.1 Responsibilities 

 

            C-4.1a School buses shall be carefully inspected by a competent mechanic immediately 

before beginning transportation on school bus routes in the fall and at stated 

intervals during the school session, not less frequently than once every 45 driving 

days. Such inspection shall be recorded on the form prescribed by the State Board 

of Education. 

 

C-4.1b The Lot mechanic will pick bus up from the lot for service on the scheduled day. 

Drivers will be assigned a spare bus until his/her bus is out of service.  

 

C-4.1c The driver and monitor are responsible for keeping the interior of the bus clean, 

which includes emptying the trash, sweeping the floor and cleaning the ceiling. 

 

C-4.1d I n the event a student gets sick while on the bus, the driver is responsible for 

cleaning the school bus. If the body fluid kit is not on the bus, the school’s custodian 

may provide supplies and materials for cleaning vomit/bodily fluids. 

 

C-4.2 MINOR MAINTENANCE (White Fleet) 

 

All vehicles requiring minor repairs must be reported to your supervisor at the time of incident or 

discovery. All repairs must be approved prior to driver reporting to the City Maintenance Facility 

for service.  

 

C-4.2a Minor Maintenance Items 

i. Under hood fluid checks and replacements 

ii. Light bulb replacement  

iii. Air adjustment in tires  

iv. Driver’s seat adjustment  
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v. Passenger seat repair  

vi. Minor accident repairs  

vii. Vandalism. 

 

C-4.2b Maintenance Facility Schedule  

 

The Maintenance Facility (garage) performs minor maintenance daily between the 

hours of 6:00 am to 3:30 pm. 

C-4.2c Bay Procedure 

i. Report to the Maintenance Facility (City garage); the bay doors of the shop 

will be to your left 

ii. Park your vehicle in designated parking spaces 

iii. Come into the shop office area (drivers are not allowed in the bay 

iv. Complete a Drivers Vehicle Condition Report (DVCR) 

a. Write name of supervisor that  approved the repair(s) 

b. Ensure to indicate if repairs are needed due to  vandalism or minor 

accident  

c. Give the completed DVCR to the shop manager or clerk 

v. You may wait in your vehicle or in the front office of the Maintenance 

Facility (garage) until the repairs are completed. 

 

 

C-5 Vehicular Crashes 

 

Drivers must be very familiar with emergency exits on the bus: the front door, the emergency 

door(s), and all rear windows and windshields which can be pushed out with the driver’s foot or 

some heavy object so as to become escape hatches. In the event of a crash, drivers should remain 

calm and assume control of the situation to prevent a panic situation for students. Follow these 

procedures: 

 

C-5.1  Do not move the bus until police and/or a representative from Transportation Services  

advises. 

 

C-5.2  The driver should secure the bus. The driver will activate the emergency flashers, set the  

parking brake and turn off the ignition. 

 

C-5.3  Use the two-way radio or cellular phone to contact Base 1. If this is not possible, and 

since students should not be left unattended, have a responsible student or passing 

motorist call the Police Department (911) or Transportation Services at 393-8269. 

Transportation Services will notify all necessary people (police, school board and 

schools). Under extreme emergency situations, the driver may be requested to switch to 

Channel 2. 

 

C-5.3a After duty hours and on weekends, call the police Department (911) and the 

Transportation Coordinator or Transportation Supervisor. Transportation  

Supervisors are available in the office from 6:00 AM until 5:00 PM during work  



55 
 

days. A dispatcher is available by radio until 5:30 PM.  

C-5.4  Check for injured students. Make sure this is done on at least three different occasions. 

 

C-5.5  Protect the crash scene from further or more serious crashes by displaying red reflective  

triangles as required. In some cases, the distance to display triangles should be greater 

than 100 feet from the bus so as to warn approaching vehicles when the crash scene is 

obscured by hills, curves or trees. 

 

C-5.6  Obtain the following information from all passengers on the school bus: name, age, and  

whether or not each child is injured. 

 

C-5.7  Students must remain on the bus if damage to school bus is not extensive and there is no  

danger of fire, further crashes, or other danger. Students will not be released to parents 

without the approval of police or medical officials on site and transportation staff.  

 

C-5.8  If students must be evacuated to a safer location, calmly give directions and use warning  

lights and stop arm, if operational, while evacuating the bus. 

 

C-5.9  Do not make any statements regarding the crash to anyone except Transportation Staff, 

School Board officials and the police. Do not argue at the scene of a crash. Refer all 

inquiries to Transportation Services. 

 

C-5.10 Trainer Safety Specialist or designee that responded to scene will make a phone report to  

dispatch to advise of the nature and extent of any injuries and whether a wrecker, fire 

truck, rescue squad, or spare bus is needed. 

 

C-5.11 If another vehicle is involved, obtain all pertinent information for the required crash  

report. This includes the other driver’s name, address, phone number, and driver’s license 

plate number. Also, get the type of vehicle (make, year, and color), license number and 

state. Attempt to get the name of the insurance company insuring the other driver. This 

information should be given to the Transportation Safety Specialist. 

 

C-5.12 Obtain names, addresses, and phone numbers of any witnesses. 

 

NOTE: All crashes are classified as either preventable or non-preventable by the Crash 

Review Board. 

 

Non-vehicular Property Damage: Property damage to items such as mailboxes, traffic signs, and 

yards caused by a school bus should be reported to Transportation Safety Specialist or his designee 

and to the police regardless of the extent of the damage(s). 

 

 

 

C-6 Insurance 

 

Every vehicle used in transporting school pupils and personnel at public expense shall be covered 
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with insurance that will provide financial assistance in case of injuries or death to pupils resulting 

from a crash. 

 

In accordance with Virginia Law, Portsmouth City Public School buses are covered by a policy of 

public liability and property damage insurance. The amounts of insurance in effect are at least 

those prescribed by law. 

 

 

C-7 Emergency Evacuation Drills 

 

C-7.1 Federal and State Law Requirements  

 

An emergency school bus evacuation drill at each school for each school bus.  This must be done 

at least twice a year.  The first drill must occur during the first thirty (30) instructional days 

under the supervision of the Principal or his designated representative.  The second drill may 

occur during the second semester under the same guidelines.  

 

C-7.1a Transportation Services, each semester, informs all school principals of the 

time period in which evacuation drills are to be conducted. The school 

based transportation administrator will establish a drill schedule for each bus 

serving their school during the period specified.  

 

C-7.1b Each school submits a report to the Transportation Office upon completion 

of the required evacuation drills. The report reflects the school bus number, 

dates the drills were satisfactorily completed, the time it took to evacuate the 

students, the number of students on board, and the name of the school. 

 

C-7.2 Procedure for Emergency Evacuation Drills 
 

C-7.2a Select a suitable site such as school grounds or other protected areas. 

 

C-7.2b Driver should secure the bus by turning off the ignition, placing the   

transmission in neutral (low gear if manual), engaging parking brake and 

activating the emergency flashers. Place reflectors 50 feet in front and in rear 

of the bus. 

 

C-7.2c Driver or school administrator should explain the purpose and the 

procedure of the drill. 

 

C-7.2d Training pupils to follow the best practice for safe evacuation is the 

objective of the drill. Speed, though desirable, is not the only goal to be 

attained. 

 

C-7.2e Instruct pupils to leave all personal belongings on the bus, leave in an 

orderly manner, and assemble in a group at least 100 feet from the bus and 

remain there for further instructions. 
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C-7.2f  If possible, arrange for a larger student to be just outside the door to assist 

smaller students. 

 

C-7.2g Practice the drill three times: entrance door only, emergency door only and 

both doors. 

 

C-7.2h Those drivers operating a bus with a side emergency exit door should point 

out its availability to the students. At this time students are not required to 

physically exit this door during a drill. 

 

C-7.2i  The driver should usually remain in the bus directing and assisting with the  

evacuation. 

 

C-7.2j  The monitor may unload the bus to assist with unloading students. 

 

C-7.2k Remember to pick up the reflectors upon completion of the drill. 

 

C-7.2l  Driver should check to see that all students are accounted for. 

 

C-7.2mThese drills should be conducted under administrative supervision. 

 

C-7.2n Administrators will time drills from each exit.  

 

 

 

C-8 Reporting Crashes 

 

A written report on forms furnished by the State Board of Education of all crashes involving 

school buses, school pupils, and personnel who ride school buses (including injury or death 

while crossing the road, waiting at bus stops, etc.) shall be sent to the State Supervisor of Pupil 

Transportation by the Division Superintendent within 5 days from the date of each crash. Such 

report shall give the apparent cause of the crash, the extent of personal injury or injuries to 

pupils or others, and the amount of property damage. 

 

 

 

 C-9 Break Downs 

 

C-9.1 Break Down Procedure 

 

C-9.1a The driver shall activate the hazard lights to warn other motorists that the bus is 

disabled. 

 

C-9.1b The red portable reflectors must be placed properly within 10 minutes. 
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C-9.1c  The driver should notify the dispatcher by radio or call 393-8269. A dispatcher is 

available by radio until 5:30 PM. After duty hours and on weekends, call the 

Transportation Coordinator, Transportation Supervisor or Zone Lot Leader.  

 

C-9.1d Should the bus start after the driver has called for service, the driver should notify 

the dispatcher or the garage to cancel the service call or wait until the service truck 

arrives. Do not leave the site.  

 

C-9.1e  Students should remain on the bus until repairs are completed or they are 

transferred to another bus. 

 

 

C-10 Illness or Injury of Passenger 

 

C-10.1a Any injury or complaint of injury reported by a passenger on the bus as being  

  school bus related (falling, being pushed, injured at the bus stop, etc.) is to be 

  reported to Transportation Department, the appropriate school principal and 

  written up on the Report of Accident/Incident Form. 

 

C-10.1b In case of serious illness or injury of a person, the driver should notify Base 1 to  

  Provide, the bus number, bus location, student’s name, and attending school. 

 

C-10.1c The driver should know the contents of the first aid kit and what to do with them.  

  The driver should be sure that the first aid kit is in the bus and that it is fully  

  supplied. 

 

C-11 Emergency Vehicles 

 

C-11.1a When being approached from the front or the rear by an emergency vehicle 

               (police, fire, rescue) with a flashing red and/or blue light and/or siren, a school  

                bus must pull to the right side of the road and stop and remain stopped with  

                hazard lights on until the emergency vehicle has passed. 

 

C-11.1b If the school bus driver is loading or unloading students when approached by an  

   emergency vehicle at a pupil stop, continue using the traffic warning lights and  

   stop arm, but prevent any more students from unloading the bus or crossing the  

   road. 

 

C-11.1c If the school bus driver is in the process of loading students when the emergency  

  vehicle approaches, continue to load all students. Once all students are safely loaded 

  unto the bus, the driver should then cancel the warning lights and stop arm, 

  permitting the emergency vehicle to pass. 

 

C-11.1d After the school bus driver has checked carefully to see that all students are either  

  safely across the road or on the bus, the driver should then cancel the warning lights 

                           and stop arm, permitting the emergency vehicle to pass. 
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C-11.1e After the emergency vehicle has passed and the school bus driver has determined  

  that it is safe to continue loading or unloading passengers, the warning lights are 

                          to be turned on, stop arm extended, and the pupil stop is to be completed. 

 

THE DRIVER SHOULD USE GOOD JUDGEMENT AND NOT JEOPARDIZE THE 

SAFETY OF THE CHILDREN. 

 

 

C-12 Vandalism and Theft 

 

C-12.1 Reporting Vandalism and Theft 

 

All acts of vandalism or theft must be reported to the Coordinator of Transportation, 

immediately.   

 

C-12.1a  Damage caused by passengers while riding the bus must be reported to the 

principal of the school and Transportation Services with the names of the pupils 

involved if known. A Bus Violation form should be used and bus video recording 

when possible. 

 

C-12.1b  The bus driver will take the bus to the garage and fill out a vandalism report and 

submit a ticket to have the damage repaired. The school will notify the parents or 

guardians of the student about the incident and the procedures for possible 

restitution for the vandalism. The garage will send an invoice for the repair work 

to Transportation after the vandalism has been repaired. The school will send the 

invoice home with the student. The student, parent or guardian will bring a 

cashier’s check or money order with the invoice to the school to pay for the 

damage.   

 

C-12.1c  School bus drivers are responsible for fire extinguishers, red portable reflectors, 

and first aid kits. Losses should be reported immediately to the bus garage and 

items replaced as soon as possible. 

 

C-13 Student Altercations 

 

C-13.1  The school bus driver and/or Monitor are not expected to physically intervene in 

any situation that may cause them physical harm. When an altercation between 

students develops, the driver or monitor is instructed to verbally intervene to 

resolve the situation. 

 

C-13.2 If the altercation develops on the school bus while on school grounds, the driver 

should summon assistance from school personnel. The driver should never tell the 

students to “take the fight off the bus.” 

 

C-13.3 If the altercation develops while in route, the driver should pull to the side of the 
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road in a safe location and verbally intervene to resolve the situation. If the verbal 

intervention is unsuccessful, the driver may summon the police by using the 

cellular phone or contacting the Transportation Office via radio. Under no 

circumstances shall the school bus driver or monitor order the students off the 

school bus. 

 

C-13.4 The school bus driver and/or monitor shall complete a Bus Violation Form for 

each student involved and submit this information to school personnel.  

 

 

C-14 Transporting Students with Oxygen 

 

C-14.1 DOE Care of the Respiratory System  

 

The Virginia Department of Education has taken the position that students who need to be 

accompanied by a supply of oxygen can be transported by the school bus under the following 

conditions: 

 

C-14.1a  An aide, school nurse, etc. who has received specific training for administration of 

oxygen and general training on the student’s special needs, shall accompany and sit 

next to the student once approved through Human Resources 

 

C-14.1b  Only the driver, aide, and the student should be on the vehicle when oxygen is 

present. 

 

C-14.1c  The tank or cylinder shall be removed from the bus when the student departs. 

 

C-14.1d The oxygen equipment (backpack tank) shall be mounted and securely fastened to 

the bus body in an upright position so that valves are protected from possible 

breakage and to prevent exposure to intense heat. Mounting should be as near as 

practical to the student’s seating position. If a wheelchair is used, the oxygen may 

be secured to the properly secured wheelchair.  

 

C-14.1e  If oxygen is necessary during transportation, instead of removing the cylinder 

from its mounting, a small amount of regular oxygen extension tubing from the 

cylinder, which should be adjacent to the student’s seating position, to a face 

mask shall be considered.” 

 

C-14.1f  If a portable oxygen system (backpack) comparable to a “C” or “D” type that 

holds 200-400 liters is used, then the student can be transported on the same bus 

as other students. 

 

Section D: Student Conduct 
 

D-1 Student Discipline Responsibility   
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D-1.1 Discipline Authority 
 

The principal of the school served is responsible for the discipline of students on the school 

buses. The driver exercises the principal’s authority in maintaining a safe and wholesome 

atmosphere on the bus. Drivers and monitors are reminded that the principal is the chief 

administrator in the school. An acceptable classroom standard of conduct is expected of 

passengers.  

D-1.2 Discipline Referral Procedure 
 

The driver and/or monitor are to refer pupil behavior problems associated with school bus 

transportation to the office of transportation and to the principal or his/her designee of the school 

served. 

 

The driver and/or monitor are instructed to complete a written bus violation for any student who 

have become so unruly that operation of the bus is unsafe. Should there be a problem on a bus or 

at a school that is not satisfactorily resolved, please contact Transportation Dispatch/Base 1 for 

assistance. 

 

Although the principal of each school is responsible for the discipline of students, the driver is 

the first link in the chain of good conduct. If the driver fails to take this part of the job seriously, 

the chain is broken. Serious disciplinary problems involving injury to students, monitors, or bus 

driver, disruptions which involve parents, other motorists, or others not authorized to ride on 

school buses should be reported immediately to Transportation Dispatch, dispatch will notify 

essential persons (transportation coordinator/supervisor, law enforcement, director of auxiliary 

services, school administrators and the director of communications).  The assistant 

superintendent of curriculum and instruction will be notified if students are involved. 

 

The driver should report all the facts in writing using the Bus Violation form each time there is a 

discipline problem, regardless of whether or not the driver wants the principal to take action. 

When action of the principal does become necessary, the driver will receive his/her full support.   

The original bus violation form shall be forwarded to a transportation administrator or 

administrative designee. The office of transportation will electronically forward the bus 

violation form to the principal(s) and administrative designee of the served school. 

 

The principal or administrator designee of the served school will initiate an investigation into 

pupil misconduct and discipline accordingly.  Bus video footage may be requested by the 

principal or administrator designee for disciplinary purposes.  The principal or administrator 

designee will notify the parent of student misconduct.  Disciplinary actions taken should be 

documented and forwarded to the transportation administrative designee for pupil bus violation 

record keeping.  

 

D-1.3 Suspension of Riding Privileges 
 

Only the principal of the school has the authority to suspend the riding privileges of an unruly 

student. School bus drivers have no authority to suspend riding privileges except under the 

following circumstances: 
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The driver has the right to refuse transportation to any student who has an unsafe object 

(matches, knives, firearms, etc.) in his/her possession, until proper actions are taken by 

school principal or Transportation coordinator. This must be reported to Base 1 or school 

bus ramp monitory immediately!  

 

Under no circumstances will a pupil be put off the bus on the way to or from school. 
 

 

D-1.4 School Bus Driver’s Right 
 

The school bus driver has the authority and is encouraged to arrange seating plans as deemed 

necessary. 

 

Drivers are not to carry students who have been suspended from riding another bus. If a 

suspended student boards the bus in the morning at his pupil stop, the driver should not refuse to 

transport him. The driver should report the incidence immediately upon arrival at the school. 

 

Do not try to discipline passengers while driving. If necessary, stop in a safe location, activate 

hazard lights, and regain order before proceeding. Notify the dispatch office or the police if 

necessary. 

 

In case of improper conduct, the driver should remember the following: 

 

The driver should always be polite to the parents, answering their questions, and not 

arguing with them. Refer their questions to the principal or Transportation Services. 

 

School bus driver’s conferences with parents and school principal will be scheduled 

through and with the approval of the Coordinator of Transportation.  

 

Students are not permitted to leave their cell phones on the school bus under the driver’s 

care during the course of the school day. Students may not “store” their cell phone on the 

school bus at any time. 

 

 

D-2 Student Code of Conduct  

 

 

D-2.1 REGULATIONS FOR PASSENGERS RIDING SCHOOL BUSES 
 See Portsmouth School Board Student Code of Conduct 

 

D-2.2 LEAVING THE SCHOOL BUS  
 

D-2.2a  Students must remain seated until the bus comes to a full stop. 

 

D-2.2b Students must leave the bus at their regular stops. 
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D-2.2c If students must cross a highway, they are to do so at the front of the bus and at a 

distance of at least ten feet in front of the bus. They must not cross until the driver 

has signaled that it is safe to do so. 

 

D-2.2d Riding a school bus is a privilege. Should any child be reported to the principal, 

the principal will be responsible for the disciplinary action including loss of the 

privilege of bus transportation. If you need help with problems relative to 

transportation, please contact the Office of Transportation Services, 393-8269. 

 

Section D: Student Conduct 
 

D-1 Student Discipline Responsibility   

 

D-1.1 Discipline Authority 
 

The principal of the school served is responsible for the discipline of students on the school 

buses. The driver exercises the principal’s authority in maintaining a safe and wholesome 

atmosphere on the bus. Drivers and monitors are reminded that the principal is the chief 

administrator in the school. An acceptable classroom standard of conduct is expected of 

passengers.  

D-1.2 Discipline Referral Procedure 
 

The driver and/or monitor are to refer pupil behavior problems associated with school bus 

transportation to the principal or his/her designee. 

 

The driver and/or monitor are instructed to complete a written bus violation for the principal for 

any student who have become so unruly that operation of the bus is unsafe. Should there be a 

problem on a bus or at a school that is not satisfactorily resolved, please contact Base 1 for 

assistance. 

 

Although the principal of each school is responsible for the discipline of students, the driver is 

the first link in the chain of good conduct. If the driver fails to take this part of the job seriously, 

the chain is broken. Serious disciplinary problems involving injury to students, monitors, or bus 

driver, disruptions which involve parents, other motorists, or others not authorized to ride on 

school buses should be reported immediately to Transportation Services and to the principal of 

the school served. 

 

The driver should report all the facts to the principal in writing using the Bus Violation form 

each time there is a discipline problem, regardless of whether or not the driver wants the 

principal to take action. When action of the principal does become necessary, the driver will 

receive his/her full support. A copy of the bus violation shall be forwarded to the appropriate 

transportation supervisor. 

 

D-1.3 Suspension of Riding Privileges 
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Only the principal of the school has the authority to suspend the riding privileges of an unruly 

student. School bus drivers have no authority to suspend riding privileges except under the 

following circumstances: 

 

The driver has the right to refuse transportation to any student who has an unsafe object 

(matches, knives, firearms, etc.) in his/her possession, until proper actions are taken by 

school principal or Transportation coordinator. This must be reported to Base 1 or school 

bus ramp monitory immediately!  

 

Under no circumstances will a pupil be put off the bus on the way to or from school. 
 

D-1.4 School Bus Driver’s Right 
 

The school bus driver has the authority and is encouraged to arrange seating plans as deemed 

necessary. 

 

Drivers are not to carry students who have been suspended from riding another bus. If a 

suspended student boards the bus in the morning at his pupil stop, the driver should not refuse to 

transport him. The driver should report the incidence immediately upon arrival at the school. 

 

Do not try to discipline passengers while driving. If necessary, stop in a safe location, activate 

hazard lights, and regain order before proceeding. Notify the dispatch office or the police if 

necessary. 

 

In case of improper conduct, the driver should remember the following: 

 

The driver should always be polite to the parents, answering their questions, and not 

arguing with them. Refer their questions to the principal or Transportation Services. 

 

School bus driver’s conferences with parents and school principal will be scheduled 

through and with the approval of the Coordinator of Transportation.  

 

Students are not permitted to leave their cell phones on the school bus under the driver’s 

care during the course of the school day. Students may not “store” their cell phone on the 

school bus at any time. 

 

 

D-2 Student Code of Conduct  

 

 

D-2.1 REGULATIONS FOR PASSENGERS RIDING SCHOOL BUSES 
 See Portsmouth School Board Student Code of Conduct 

 

D-2.2 LEAVING THE SCHOOL BUS  
 

D-2.2a Students must remain seated until the bus comes to a full stop. 
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D-2.2b Students must leave the bus at their regular stops. 

 

D-2.2c If students must cross a highway, they are to do so at the front of the bus and at a 

distance of at least ten feet in front of the bus. They must not cross until the driver 

has signaled that it is safe to do so. 

 

D-2.2d Riding a school bus is a privilege. Should any child be reported to the principal, 

the principal will be responsible for the disciplinary action including loss of the 

privilege of bus transportation. If you need help with problems relative to 

transportation, please contact the Office of Transportation Services, 393-8269. 

 

Section E: Driving Fundamentals 
 

E-1 Starting the Bus 
 

You should adjust the driver's seat so you can operate the pedals, the steering wheel, and other 

controls effectively, and also be able to see all surrounding areas. Sometimes it is necessary for 

the garage staff to relocate the seat or make adjustments to provide you with a more comfortable 

position. If a relocation of the seat or mirrors is performed, make sure their placement conforms 

to all safety standards. 

E-1.1 Mirrors should be adjusted. The inside mirror is used for viewing passengers within 

the bus and also serves as a rear view mirror. The left and right outside mirrors 

should be adjusted so that you can see at least 200 feet to the rear. The cross view 

mirrors should be adjusted to optimize your indirect view of the children in the 

"Danger Zone." 

 

E-1.2 The safety belt should be fastened before the bus is put in motion. 

 

E-1.3 The parking brake should be set so that the bus will remain stationary. 

 

E-1.4 Turn the key to start the engine. The engine should be warmed slowly, never 

          "revved" while it is cold. Check all gauges. The ammeter should be in the plus (+)  

           direction. On those buses equipped with a voltmeter, the gauge should show 12 – 

          14 volts. The oil gauge needle should be in the center of the dial. There should be 

           a minimum of one-half of a tank of fuel. The air pressure gauge should read at 

           least 100 psi. The low air pressure warning signal should function when pressure 

           fall below 60 psi. 

 

E-2 Starting Out and Acceleration 

 

E-2.1 Place your foot on the service brake pedal and then release the parking brake. 

 

E-2.2 Shift to "Drive". 

 

E-2.3 Use the mirrors to check approaching traffic and the area surrounding the bus. 
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E-2.4 Give a signal indicating your readiness to enter the flow of traffic. If any significant 

time elapses, recheck traffic before moving. 

 

E-2.5 Depress the accelerator slowly and smoothly until you feel the bus moving. 

 

E-2.6 During normal braking, brakes should be applied gradually by increasing pressure. 

Smooth stopping requires you to think about your stop and plan it in advance. 

 

 

E-3 Steering 

 

E-3.1 Grasp the steering wheel with both hands. Your left hand should be at 

approximately the 9:00 position, your right hand at the 3:00 position. Your hands 

should be on the outside of the steering wheel and the thumbs on the top or outside 

of the wheel. 

 

E-3.2 You should always scan the environment ahead, about the distance your bus would 

travel in. 

 

E-3.3 12 to 15 seconds (about a 1/4 mile at highway speeds). You should also look in 

the side and rear view mirrors to see that all is clear. 

 

E-3.4  The hand-over-hand method of steering should be used. 

 

 

E-4 Right Turns 
 

When the entire bus clears the curb at the corner and stays as nearly as possible in its own lane 

of traffic, the driver has made a perfect right turn. To make this perfect turn, the driver must 

consider the following factors: where to stop prior to the turn if a stop is necessary, how far to 

angle out when leaving the curb, where to begin the turn, the speed of the bus, and how to 

straighten out after making the turn. Follow these procedures when making a right turn under 

normal conditions: 

 

E-4.1 Check the traffic surrounding the bus 

 

E-4.2 Give a signal within the designated distance for your speed 

 

E-4.3 Move to the far right-hand lane and slow down 

  

E-4.4 Observe and obey all traffic signs and signals 

 

E-4.5 Reduce speed to 10 MPH or less -- this gives you and others time to avoid problems 

 

E-4.6 Allow sufficient space to avoid running over the curb or striking parked vehicles 
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           E-4.7 Check for and yield to all pedestrians and traffic, left and right 

 

 E-4.8 Don't turn wide to the left at the beginning of the turn unless necessary. Turn wide 

as you complete the turn 

 

 E-4.9 Never change gears while making a turn 

 

E-4.10 Deactivate your turn signal after completing the turn 

 

 

E-5 Left Turns 
 

When the bus stays as nearly as possible in its own lane of traffic, the driver has made a perfect 

left turn. To make this perfect left turn, the driver must consider the following factors: where to 

begin the turn, when to make the turn in relation to oncoming traffic, the speed of the bus, and 

how to straighten out after making the turn. Follow these procedures when making a left turn 

under normal conditions: 

 

E-5.1  Check the traffic surrounding the bus 

E-5.2  Give a signal within the designated distance for your speed 

 

E-5.3 Move to the far left-hand lane or the right-hand lane if there are two turning lanes, 

and slow down 

 

E-5.4  Observe and follow all traffic signs and signals 

 

E-5.5 Reduce speed to 10 MPH or less (this gives you and other drivers more time to 

avoid problems) 

E-5.6 When making a turn at an intersection, allow sufficient space to avoid running 

over the curb or striking parked vehicles 

 

E-5.7  Check for and yield to all pedestrians and traffic, left and right 

 

E-5.8  Reach the center of the intersection before you start the turn 

 

E-5.9  Never change gears while making a turn 

E-5.10 Deactivate your turn signal after completing the turn 

 

 

E-6 Parking the Bus 
 

E-6.1 When the bus is parked on a level area or upgrade turn the front wheels away from 

          the curb (if there is a curb to your right). If there is no curb, turn your front wheels 

          toward the shoulder. 
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E-6.2 When the bus is parked on a downgrade turn the front wheels toward the curb. 

 

E-6.3 Place shift handle in neutral and set the parking brake. Turn off the ignition and 

remove the key. 

 

 

E-7 Position on the Roadway 
 

School bus drivers should be careful to stay in the right-hand lane for normal driving, not 

straddling the lane marker lines, or driving in the center of an unmarked roadway, or obstructing 

more than one lane. 

 

E-7.1 Use parking lanes only for emergency stopping, stay on the hard (improved) 

surface. 

 

E-7.2 On unmarked roadways, position the bus to the right of the center of the road. 

Special care should be practiced on unmarked roadways where hills restrict sight 

distance. Keep to the right! 

 

E-7.3 Rural roads are often narrow and have weak outer edges and soft shoulders. Avoid 

the weak outer edges which may give under the weight of the bus. Be on the lookout 

for farm vehicles, potholes, and high crowns (road center higher than outer edges). 

 

   E-7.4 Keep a safe following distance. 

 

E-8 Entering the Flow of Traffic 
 

  E-8.1 Before entering a roadway, stop at the point of entry. 

 

    E-8.2 Activate the appropriate turn signal. 

 

E-8.3 Check to determine that there are no pedestrians or other obstructions in your path. 

 

E-8.4 Check the mirror to determine that all passengers are seated. 

 

E-8.5 Check all mirrors and "blind spots." 

 

E-8.6 Yield the right of way to all vehicles on the road. 

 

E-8.7 Look for a suitable gap in traffic, and when safe, accelerate into the road (using the 

appropriate gear). 

 

E-8.8 Deactivate your turn signal when correct lane position is established. 

 

E-9 Intersections 
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Approach intersections with caution and observe all traffic surrounding you. Be prepared to stop 

if necessary even though you might have the right-of-way. 

 

E-9.1 When two vehicles approach or enter an uncontrolled intersection at approximately 

the same time, the driver of the vehicle on the left shall yield the right-of-way to the 

vehicle on the right. 

 

E-9.2 When two vehicles approach an uncontrolled intersection at approximately the  

same  time, the driver of the vehicle on the highway that intersects but does not cross 

the other highway shall yield the right-of-way to any vehicle traveling on the other 

highway. 

 

E-9.3 If you intend to turn left within an intersection not controlled by a left turn signal, 

you shall yield the right-of-way to any vehicle approaching from the opposite 

direction, if it is close enough to constitute a hazard. 

 

E.9-4 Give the right-of-way to all pedestrians. 

 

E-9.5 Obey all traffic signs, signals, law enforcement officers, and uniformed school 

crossing guards. Police officers and crossing guards take precedence over traffic 

control devices. 

 

E-10 Overtaking and Passing 
 

Generally, the school bus driver will not have to overtake and pass other vehicles. But when it is 

necessary, pass only where it is permitted, pass on the left at a safe distance, and keep the 

following in mind: 

 

E-10.1 Check for oncoming traffic and that traffic behind you is not rapidly overtaking 

and attempting to pass the bus. 

 

E-10.2 Indicate your intention of passing by giving a left-turn signal in advance. Check 

all blind spots. 

 

E-10.3 When all is clear, move to the left-hand lane. 

E-10.4 Increase the speed of the bus and pass traffic at a safe distance. 

 

E-10.5 After passing, check mirrors to make sure you have cleared the vehicle. Make 

sure you can see the entire front of the overtaken vehicle. 

 

E-10.6 Signal to return to the right-hand lane and check blind spot. 

 

E-10.7 Return to the right lane and resume speed. 

 

E-10.8 Do not pass or run side by side another bus on the highway. 
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E-10.9 Never pass another vehicle: 

i. if it is weaving (sound your horn and increase your following distance)  

ii. when it is passing pedestrians, cyclists, or animals 

iii. that is signaling or otherwise indicating a left turn 

iv. on a hill, curve, intersection or when a railroad crossing is in view. 

 

E-11 Being Overtaken or Passed  
 

Except when overtaking or passing on the right is permitted, the driver of the overtaken vehicle 

shall give way to the right in favor of the overtaking vehicle and shall not increase the speed of 

his vehicle until completely passed by the overtaking vehicle. Remember: 

 

E-11.1 Stay in the right-hand lane. 

 

E-11.2 Continue at the same speed, or decrease your speed to aid the passing vehicle. 

 

E-11.3 Allow the overtaking vehicle to pass.  

 

E-12 Emergency Vehicles 

 

Whenever an emergency vehicle approaches a school bus stopped or about to stop for the 

purpose of picking up or discharging students on a public roadway, the emergency vehicle 

operator shall bring his vehicle to a complete stop at or near the bus and not proceed until such 

time as the driver of the school bus has assured him that it is safe to proceed and that he has 

checked to make sure no students are about to cross. 

 

E-13 Vehicle Accident Procedures  

 

E-13.1 Accidents 

 

In the event of an accident, drivers should remain calm and assume control of the situation to 

prevent a panic situation for students on the bus.  The front door, rear emergency door, and all 

rear windows and windshields are mounted in rubber in order to serve as escape hatches. 

 

Motor Vehicle – Any self-propelled motorized equipment either owned or rented/leased by the 

Portsmouth City Public Schools and operated by a Portsmouth City Public School employee on 

or off the road. 

 

Motor Vehicle Accident–Any unintentional damage or personal injury resulting from a collision 

between a motor vehicle and a fixed or moving vehicle, object, or person. 

 

E-13.2 Accident Factors 

 

Accidents are caused by a combination of factors.  These factors fall within three categories:  

human, vehicle, and environment.  The vehicle factor related to aspects of your vehicle such as 
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size, maneuverability, and condition.  The environment includes the roadway, other vehicles, 

pedestrians, passengers, and the weather. 

 

E-13.3 Potential Vehicle Accident Situations 

 

E-13.3a Accident resulting from driver inattention. 

 

E-13.3b Accidents resulting from the driver’s inability to control the vehicle. 

 

E-13.3c The driver’s inability to maneuver around object or people. 

 

E-13.3d Accidents resulting from improper backing. 

 

E-13.3e Accidents resulting from improperly adjusted mirrors. 

 

E-13.4 Responsibilities of Vehicle Operator 

   

E-13.4a Operators will have a valid driver’s license or CDL, if required, in possession 

              while operating a Portsmouth City Public Schools vehicle. 

 

 E-13.4b Each operator is responsible for the physical appearance and general cleanliness 

              of his or her vehicle. 

 

            E-13.4c All Portsmouth City Public Schools vehicle operators and passengers will wear 

                          a safety belt at all time. 

 

            E-13.4d Operators must physically inspect assigned vehicle before and after each work  

                          shift to check lights, horn, windshield, wipers, brakes, tires, mirrors, and fluid 

                          levels. Any defect found will be reported to the Transportation garage, serious 

                          safety defects must be corrected prior to using the vehicle. 

 

             E-13.4e In the event of an accident the operator will report the occurrence immediately 

                          to the Transportation Department. 

 

 

E-13.5 Driver Response 

 

E-13.5a Remain calm.  Radio or call Transportation Dispatch at (757) 393-8269 to 

provide the following information 

i. Bus#  

ii. location  

iii. Number of students onboard 

iv. Injuries 

v. School students are being transported to or from 
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           E-13.5b Do not move the vehicle from the accident location unless directed by the Police  

or Supervisor. 

 

E-13.5c Do not get off the bus unless there is a safety hazard on the bus.  

 

E-13.5d Driver shall not make any comment until so directed by a transportation 

supervisor or police.  (Absolutely no statements to anyone) 

 

E-13.5e Write a statement on what happen to cause the accident. 

 

E-13.6 Transportation Office Staff Response 

 

E-13.6a Initiate notification:  

i. Transportation Coordinator/Supervisor 

ii. Directory of Auxiliary Services 

iii. Police and/or Ambulance, (if needed) 

iv. Assistant Superintendent of Budget & Planning 

v. Assistant Superintendent and or Director of Curriculum and Instruction (if 

students are involved) 

vi. Principal(s) of the affected school 

vii. School office to hold breakfast and excuse tardiness for students if bus is 

delayed in the morning 

 

E-13.7 Transportation Safety Specialist/Emergency Responder 

 

E-13.7a Upon arrival of scene, scan scene for any emergent hazards.  

 

E-13.7b Check all parties in the accident to see if there are any injuries 

 

E-13.7c Communicate with dispatch if bus additional tiers will need to be covered  

 

E-13.7d Obtain written statements from bus driver and monitor 

 

E-13.7e Take pictures, and investigate cause of accident.    

 

E-13.7f Contact Transportation Garage, give status of vehicle; dispatch a wrecker if 

needed. 

  

E-13.8 Post-Accident 

 

           E-13.8a Immediately transport the driver for mandatory drug screen if cited by police 

officer, unless otherwise directed by the Transportation Coordinator or 

Compliance. 

 

E-13.8b If driver or monitor is injured, notify supervisor and follow PPS policy for 

workman’s compensation policy.  
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           E-13.8c Provide complete report to dispatch/admin support staff upon clearance of the 

accident scene. 

 

           E-13.8d School administrators shall be responsible for notifying parents of all incidents 

and/or injuries of students. 

 

Section F: Driving In Emergencies 

 

F-1 Coping with Emergency Situations 

 

Expert drivers may use their skills to get them out of tight spots, but they depend more on their 

judgment to avoid tight spots in the first place. It is a lot easier to stay out of tight spots than to 

get out of them. However, you may still find yourself confronted with one of the following 

situations: Skidding, Tire Blowout, Brake Loss, Loss of Engine Power, Obstruction in Path of the 

Bus, Run Off the Pavement, or Other Emergencies 

 

Under these circumstances, you must know what emergency driving technique to draw upon.  

Your response must be automatic, because there will be little time to think about what to do. 

Obviously, you cannot practice an emergency driving situation while sitting in a classroom. So 

the next best thing is to develop the skills and know-how for coping with emergency situations 

beforehand -- in your mind. 

 

The following procedures are "last-ditch" measures to avoid a crash, if at all possible. Since it is 

impossible to eliminate human error in the performance of routine driving tasks, your skill and 

ability to take appropriate and immediate action under emergency conditions is critical. 

 

F-2 Skidding 
 

Many things can cause a school bus to skid. Skidding occurs when the tires lose proper traction 

with the road surface. Skidding reduces the effectiveness of steering, braking, deceleration, and 

acceleration. You must be able to detect a loss of traction in time to maintain or regain control of 

the school bus. Here are the basic types of skids: 

 

F-2.1 Braking Skid 

If you break too hard (jam on the brakes), your bus may go into a braking skid. In a braking skid, 

one or all of your brakes lock. If all the brakes lock you will have no steering control over the 

vehicle. If the rear wheels lock and the front do not, the vehicle will begin to rotate. 

 

F-2.2 Power Skid 

A power skid results from accelerating too hard. Power skids produce vehicle rotation and 

usually occur on a slippery or gravel surface. 

 

F-2.3 Cornering Skid  

If you over-steer or attempt to take a turn or a curve too fast, your vehicle may experience a 

cornering skid. In a cornering skid the vehicle begins to rotate or slide and it resists your attempts 
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at steering. 

 

F-2.4 Blowout Skid  

If a tire loses air suddenly, the vehicle will go into a skid. If a front tire blows out, the vehicle 

will pull sharply toward the side of the blowout. If a rear tire blows out, the vehicle may begin to 

fishtail, which is accented with steering input. Either of these conditions may produce a skid. 

 

F-2.5 Other Loss of Traction  

Loss of traction may also result from downshifting, poor tire maintenance, panic braking, 

excessive speed on wet roads, and slippery roadways (including film on the surface minutes after 

the beginning of rain). 

 

F-3 Skid Recovery  
 

Practicing good judgment and being proficient at the driving task will enable you to prevent most 

skidding situations. However, some situations are unique. One such situation is driving on a 

snow or ice covered downgrade. Skids may be prevented in this situation by shifting into the 

lowest gear and accelerating slightly while going down the hill. This forces the wheels to keep 

turning and gives better traction than you would get by braking or not accelerating in a higher 

gear. Also, downshift before you reach the spots where skids are likely. 

Once you lose traction and the bus goes into a skid, you must be able to regain directional control. 

To do this requires the proper application of steering, braking, deceleration and acceleration: 

 

F-3.1 Steering 

Immediately apply controlled steering, turning into the direction of the skid. Follow up with 

controlled counter steering to prevent fishtailing. Continue this sequence of steering until you 

regain control of the vehicle. 

 

F-3.2 Braking 

Apply no brake pressure or only gentle, intermittent braking, as appropriate until you regain 

control of the vehicle. 

 

F-3.3 Deceleration 

Remove pressure from the accelerator smoothly (not suddenly) and do not accelerate until you 

regain control of the vehicle. 

 

F-3.4 Acceleration 

Once you regain steering control, shift to a lower gear and accelerate gradually to maintain 

traction. 

 

 

F-4 Blowout: Front Tire 
 

When a tire blows out or the air pressure decreases suddenly, steering is affected. If a front tire 

blows out, the front wheels tend to be pulled in the direction of the blowout. To maintain control 

of the vehicle in a front blowout: 
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F-4.1. Grip the steering wheel firmly and steer the bus straight down the center of your lane. 

 

F-4.2 Immediately press down on the accelerator. This regains control rather quickly, prepare to 

release the accelerator. 

 

F-4.3  Steer the vehicle in the opposite direction of the deflated tire, as necessary. 

 

F-4.4  When the bus is stabilized, slowly let off the accelerator and bring the vehicle to a smooth 

stop. 

 

F-4.5  Turn on the hazard lights. 

 

F-4.6  Evacuate the bus if necessary. 

 

 

F-5 Blowout: Back Tire 
 

Your bus is not affected as severely with a rear blowout because of dual wheels. Follow these 

guidelines: 

F-5.1  Grip the steering wheel firmly and steer the bus straight down the center of your lane. 

 

F-5.2  Immediately press down on the accelerator. 

 

F-5.3  When the vehicle is stabilized, slowly let off the accelerator and bring the vehicle to a 

smooth stop. 

 

F-5.4  Turn on the hazard lights. 

 

F-5.5  Evacuate the bus if necessary. 

 

 

F-6 Brake Loss or Brake Failure 
 

F-6.1  The causes of brake failure are: 

F-6.1a  A leak in any part of the brake system 

F-6.1b  Loss of friction between the drum and the lining because of overheating, 

poor adjustment, defective components, or excessive moisture 

F-6.1c   Twisted or worn brake hoses 

F-6.1d   Breakdown of some mechanical linkage within the system 

 

F-6.2 Signs that alert you to brake problems: 

F-6.2a  Drop in air pressure. You will be alerted when air pressure falls below 60 

psi.  

F-6.2b  Spongy pedal 

F-6.2c  Swerving or pulling when the brakes are applied 
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F-7 Brake Loss with Air Brakes  

 

F-7.1 Partial loss of air allows the driver to slow the vehicle and gently pull to the side of the 

roadway. The bus should not be used to transport passengers until the system is 

functioning properly. 

 

F-7.2 Sudden, full air loss should be treated differently. When the air pressure drops below 60 

psi, the spring brakes will set. Secure the bus in the quickest safest area when you hear the 

low air pressure warning signal. 

 

F-8 Loss of Engine Power 
 

F-8.1 Recognizing Loss of Power 

 

Your ability to quickly recognize the problem of lost power will play a major role in how 

effectively you will be able to handle this dangerous situation. You must maintain your 

composure so that you can use your good judgment and skills to ensure the safety of you and your 

passengers. If you are confronted with the loss of engine power, you may encounter the 

following handling problems: 

F-8.1a Steering will become more difficult because the power steering system will not 

function with the engine not running. 

 

F-8.1b Your brakes will become less effective, thus increasing your stopping distance.  

 

F-8.1c Headlights will begin to dim initially. This will reduce your ability to see at night. 

Eventually you will lose your lights completely. 

 

F-8.1d Windshield wipers will be less effective from the onset. Eventually they will stop 

completely. 

 

F-8.2 What to Do  

 

F-8.2a  Grasp the steering wheel firmly and begin to look for a safe location to pull off the 

roadway. 

 

F-8.2b  Apply brake pedal firmly -- remember that your stopping effectiveness is reduced. 

 

            F-8.2.c Use the emergency brake if necessary. Be careful not to lose control of the 

vehicle while reaching for the emergency brake. 

 

F-9 Obstruction in the Path of the Bus  
 

If you suddenly see an obstruction in the path of the bus, evasive action should be taken to avoid 

impact. You must decide the correct action to take to avoid collision; controlled Braking, quick 
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steering to the right with or without braking, or leaving the paved portion of the road. 

 

 F-9.1 You must be careful not to "slam on" the brakes. Even though this is sometimes effective, 

sudden braking can lock the wheels and cause loss of steering control, making it impossible to 

steer away from a collision. 

 

F-9.2 A preferred braking technique is CONTROLLED BRAKING. In controlled braking you 

apply the brakes as hard as you can without locking the wheels. If the wheels do lock, release the 

brakes and then use them again as soon as possible. 

 

F-9.3 You may decide that braking to a stop is the best evasive action to take to avoid an 

obstruction. Such action will depend on how fast the bus is going, how far away the object is, 

how good the tires are, and whether the road is wet or dry. 

 

F-9.4 The sudden appearance of an obstruction doesn't leave you time to make lengthy 

calculations.  If you have any doubt about the correct course of action, you should steer the bus 

into an alternate path. To do this you should be able to recognize the best "escape route" and at a 

glance, decide whether: 

 

F-9.4a  The escape route is free of obstacles 

 

F-9.4b  The escape route can accommodate passage of the bus 

 

F-9.4c  The off-road surface will permit steering control 

 

F-9.4d Which escape route is safest 

 

F-9.5 The size and weight of the bus limits its capacity to swerve sharply to avoid an object or 

leave the road with any great degree of control. Overturning is always a danger. Steer firmly and 

as gradually as possible to clear the obstruction. Use only controlled braking. Your decision will 

probably be a split-second one. Remember these points: 

 

F-9.6 If you are traveling as fast as 40 mph, the obstruction has to be at least 200 feet away to 

stop safely. 

 

F-9.10 If a ball rolls in front of the vehicle, more than likely a child will be following. In cases 

where a collision is unavoidable, try to angle the bus to reduce the force of impact and avoid 

hitting human beings at all costs. 

 

F-10 Run-off the Pavement  

 

You may encounter an emergency situation that requires you to steer part or all the way off the 

roadway to avoid a collision. Returning from the shoulder (Off-Road Recovery), however, can be 

a hazardous maneuver. There is essentially one factor that will influence the technique you use 

for off-road recovery; that is whether the shoulder is even with the pavement or is lower than the 

pavement. In either case remaining calm will enable good judgment and skill to direct your 
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action. 

 

F-10.1 Off-Road Recovery: Even Pavement and Shoulder  
 

F-10.1a Firmly grip the steering wheel at the 9:00 and 3:00 positions 

 

F-10.1b If the way is clear, ease off the accelerator 

 

F-10.1c Brake very gently or not at all 

 

F-10.1d Continue to straddle the pavement edge until it is safe to return to the 

roadway. 

 

F-10.2 Off-Road Recovery: Uneven Pavement and Shoulder 

 

F-10.2a Firmly grip the steering wheel at the 9:00 and 3:00 positions 

 

F-10.2b Decrease speed by easing off the accelerator and gently braking (if at all) 

 

F-10.2c Bring the bus to a point where the right wheel is about 1 to 2 feet from the edge 

of the pavement, hold that course. 

 

F-10.2d Choose a spot where the shoulder and pavement are least uneven 

 

F-10.2e Steer sharply left about a quarter of a turn (90 degrees) until the right front tire 

  hits the edge of the pavement 

 

F-10.2f Quickly counter steer to the right to avoid entering the oncoming lane 

 

Caution: Beware of objects on the roadside (signposts, etc.) 

 

F-11 Windshield Wipers Fail 
 

F-11.a  Decrease speed and look out the side window to keep sight of the road 

 

F-11.b Activate right-turn signal 

 

F-11.c Steer out of the traffic lane and stop in a safe location off the road 

 

F-11.d Activate hazard lights 

 

 

F-12 Headlights Fail  
 

F-12.1a Decrease your speed 
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F-12.1b Depress dimmer switch to see if other beam (high or low) is operational 

 

F-12.1c Activate turn signal and hazard lights 

 

F-12.1d Use surrounding (ambient) light to keep a sense of direction 

 

F-12.1e Apply brakes, steer out of traffic, and stop in a safe location off the road 

 

 

F-13 Stuck Accelerator Pedal 
 

F-13.1a Place transmission in neutral 

 

F-13.1b Apply the brakes and leave the road as soon as possible 

 

F-13.1c When the bus is stopped, push the pedal hard two or three times or attempt to pull 

 it up with your foot 

 

F-13.1d If the accelerator remains stuck, turn the engine off 

 

NOTE: Do not attempt to free the pedal while the bus is in motion 

 Do not turn the engine off until you have stopped (you will lose braking and steering   

capacity) 

 

 

F-14 Hood Flies Up 
 

F-14.1a Decrease speed and try to look through the opening between the hood and the   

chassis 

 

F-14.1b Look out the left and right windows to help keep a sense of direction 

 

F-14.1c Apply the brakes 

 

F-14.1d Activate the hazard lights 

 

F-14.1e Steer out of the traffic lane and stop in a safe location off the road 

 

F-15 Reminders about the Use of Brakes 
 

F-15.1a A slight pumping action of the brake pedal serves to test the proper functioning of   

the brakes, and provides a brake-light warning to the traffic behind you. 

 

F-15.1b Avoid braking when you are steering into a curve or turn. Slowdown in advance 

of a curve and keep the wheels freely rotating (not decelerating) in the curve. 
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F-15.1c When stopping on slippery surfaces, begin the braking sequence early and use a 

pumping action. Wheels will lock up more quickly with less pressure on slippery 

surfaces. If you lock the wheels, you will have no steering control 

 

F-15.1d Select a lower gear before starting down a long, steep grade. This will give the 

engine braking power, which will take some strain off the brake lining and prevent 

brake fade-out. 

 

F-15.1e Light, smooth pumping instead of heavy pumping is preferable on a long 

downgrade. Too much pumping may use up air pressure. 

 

F-15.1f  Use CONTROLLED BRAKING when you must stop quickly. 

 

Section G: Driving Under Special Conditions 

 

Most drivers learn how to operate motor vehicles under ideal conditions; but when unfavorable 

road, lighting, traffic or weather conditions occur, they sometimes run into trouble. Special 

conditions put special responsibilities on the driver. The expert driver modifies driving 

approaches under unfavorable conditions. For example, the expert driver will reduce the speed of 

the bus when stopping distance has been increased by inclement weather. 

 

In all driving environments, the driver is responsible for the safety of the passengers and the bus. 

This is a difficult task since the driver operates the school bus over many types of roads and in 

varied conditions. It is necessary to be constantly prepared to adapt driving habits to the 

circumstances encountered. To do this requires a large part of the driver's attention being focused 

on the roadway and the traffic, especially while driving under special conditions. 

 

G-1 Urban Driving  
 

Driving in an urban setting requires constant vigilance due to the large frequency of intersections, 

other motor vehicles, pedestrians, and traffic control devices -- all of which are sources of 

potential conflict. Give yourself time to make decisions. 

 

In heavy city traffic, you may find your escape routes limited. During peak traffic hours, you 

may be hemmed in by other vehicles. In this type of traffic you should increase the distance 

between yourself and the vehicle ahead, giving room to see, maneuver, and stop. 

 

School bus drivers must always keep their vehicles in the proper lane of traffic. In city traffic, it 

is generally best to travel in the right-hand lane. On one-way streets, your choice of lanes 

depends on what you plan to do. If lanes are not marked, the driver should imagine that they exist 

and keep the bus in its proper place. 

 

The speed of the school bus should be consistent with the speed of other vehicles traveling in urban 

areas, subject to legal and safe speed limits. If the bus is driven too fast or too slow, it presents a 

traffic hazard to other drivers. The distance between the bus and the other vehicles should be 

sufficient to permit the bus to stop in emergencies without a collision. 
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G-2 Night Driving 
 

Driving at twilight is more dangerous than driving during daylight. During twilight hours, 

shadows increase the difficulty of judging speed and distance of other vehicles, and some drivers 

overestimate their ability to see clearly. At twilight, as soon as light begins to fade, turn on your 

headlights, not parking lights, to make your vehicle more visible to other drivers. You must use 

headlights from sunset to sunrise, but be aware that some other drivers may not have done so. 

 

G-2.1 Improve Your ability to See and Drive During Darkness  

 

G-2.1a Use the tail lights of the vehicles ahead to determine a safe following distance, 

particularly in rural areas. 

 

G-2.1b Be alert to the sudden appearance of dark or dim objects on the highway. 

 

G-2.1c Watch for slow moving or unlit vehicles, pedestrians, animals, and potentially 

dangerous highway conditions. 

 

G-2.1d When approaching a pedestrian or animal at night:  

i. Put lights on low beam 

ii. Decelerate 

iii. Prepare to take evasive action should they enter the highway 

 

G-2.1e When approaching an animal refuge or crossing area, decelerate and watch for 

animals on or near the roadway. 

 

G-2.1f  Never drive so fast that you cannot stop within the distance you can see ahead 

with your lights -- Never out-drive your headlights. 

 

G-2.1g  If drivers of oncoming vehicles fail to dim their headlights:  

i. Decelerate 

ii. Keep your headlights on low beam. Do not flash your headlights.  

iii. Avoid looking directly at the vehicle's bright lights 

iv. Focus your eyes on the right side of the roadway, beyond the oncoming 

vehicle. 

 

G-2.2 Night Driving Procedures 
 

G-2.2a Before starting, check to make sure that all interior and exterior lights on the bus 

are clean and working. 

 

G-2.2b Keep headlights on low beam in cities and towns, in fog or haze, and when 

approaching other motorists on a highway. 

 

G-2.2c Use high beams on highways when no other vehicle is coming toward you within 
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500 feet ahead. When following, use low beams whenever you are within 200 feet 

of the vehicle ahead of you. 

 

G-2.2d Keep interior overhead lights off while driving. See that lights on the instrument 

panel are not so bright as to interfere with vision. 

 

G-2.2e Schedule trips to allow for increased night driving time. 

 

 

 

 

G-3 Expressway Driving 
 

 

G-3.1 Entering an Expressway 
 

G-3.1a  Be sure you are entering the correct ramp. If you make a mistake, drive on to the 

next exit and get off. Never back up on an entrance ramp. 

 

G-3.1b Once on the entrance ramp, check traffic around you and on the expressway. 

Begin looking over your shoulder for a gap in the traffic large enough for your 

vehicle to fit into without crowding anyone. Turn on the proper turn signal and 

continue to check for an opening. 

G-3.1c As the ramp straightens, accelerate to the speed of the expressway traffic so that 

you can blend in smoothly. Continue to watch the gap in traffic. Remember, you 

must yield the right-of- way to traffic already on the highway. 

 

G-3.1d If you judged your speed and distance correctly, the gap should be near you as you 

reach the end of the acceleration lane. If you are traveling at the speed of the 

traffic, you can make a simple lane change to merge with the flow of traffic. 

However, since your school bus is often traveling slower than the speed of traffic, 

merging is more difficult, so practice extreme caution. 

 

G-3.1e If there is a solid white line between the entrance ramp and the expressway, wait 

until you have passed it before merging. Caution: Watch for vehicles in front of 

you in the acceleration lane that may have stopped or slowed without warning. 

 

G-3.1f  Once you have merged, cancel your turn signal and adjust your speed. Establish a 

good following distance and try to maintain a cushion of space to the sides and to 

the rear. 

 

G-3.2 How to Drive on an Expressway  
 

G-3.2a Drive smoothly at a steady speed. Give drivers of following vehicles the 

opportunity to pass the bus safely. Choose a lane and stay in it. Wandering from 

one lane to another is dangerous on a high speed expressway. In general, keep to 
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the right. If trucks and merging traffic make this lane hazardous, move to the next 

lane. 

 

G-3.2b Whether you are changing lanes, passing, entering or exiting an expressway, 

always use your turn signals and check traffic to the rear and sides. 

 

G-3.2c Leave enough room between your vehicle and the one ahead so that you will have 

time to react. Apply the "one second for every 10 feet of bus plus 1 second" 

following distance rule. For example, if the bus is 30 feet long, there should be a 4 

second gap between you and the vehicle ahead. 

 

G-3.2d If a vehicle cuts into the space ahead of you, just slow down a little and re-

establish a safe following distance. 

 

G-3.3 Emergencies on an Expressway 
 

G-3.3a If you are confronted with a vehicle approaching from the wrong direction, blow 

your horn and blink your lights. Drive the bus as far as possible to the right of the 

roadway. 

 

G-3.3b If you are faced with an emergency on the expressway and must stop the bus.  

i. Signal for a right-hand turn and decelerate. 

ii. Drive the bus completely off the right side of the road -- all four wheels and 

fenders. 

iii. If circumstances warrant, evacuate the bus, ensuring that your passengers are 

a safe distance from danger. 

 

G-3.4 Exiting an Expressway 
 

G-3.4a About a half mile before the exit, signal and move into the lane nearest the exit. 

Move into the deceleration lane. Do not slow down until you are in the 

deceleration lane. 

 

G-3.4b Cancel your turn signal and start braking. Maintain a cushion of space ahead and 

to the rear. 

 

G-3.4c Adjust your speed according to the posted ramp speed. 

 

 

G-4 Adverse Weather and Road Conditions  
 

During the school year a bus driver will face many hazardous driving conditions due to the 

weather. Such conditions as ice, snow, mud on the roadway, rain, and fog will demand alert and 

skillful driving. Conditions of the road may also change rapidly. Potholes develop over night; 

loose gravel appears; slick spots develop through accumulations of snow, ice, and oil deposits. 

Highway conditions may vary from day to day and the driver must be alert to these changes. 
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During inclement weather (rain, snow, etc.) and during periods of reduced visibility, (rain, fog, 

twilight, early morning hours, overcast days, etc.) buses are to be operated with headlight and 

clearance lights turned on. Virginia law requires that all vehicles must use headlights while 

windshield wipers are being used. Buses are never to be operated with only the parking lights 

and/or clearance lights. 

 

During periods of heavy rain, school buses are to be stopped with hazard lights on in a safe 

location until the rain subsides. Increase normal following distances to allow for adverse driving 

conditions. 

 

Drivers should make the best effort to get the students home. They should only drop off students 

in dry area with a clear walking path to their homes. Drivers must not require students to walk 

through deep water. The school bus driver should inform the  

Transportation Office of high water/flood zones. If there is any doubt, the driver must return the 

students to the safety of the school and inform Transportation Services. 

 

Rain, snow, sleet, fog or icy pavement makes driving more hazardous and drivers must adjust to 

these conditions. Crashes blamed on skidding or weather conditions are classed as "preventable." 

The following suggestions will help you drive more safely under adverse conditions: 

 

1. Reduce the speed of the bus and drive on the right-hand side of the road. 

 

2. Watch side roads closely for vehicles sliding into the path of the bus. 

 

3. Beware of patches of wet leaves, sand on the roadway, and traffic polished surfaces. 

 

4. Never look directly at the lights of approaching vehicles. 

 

5. Use windshield wipers and defrosters continually in fog. 

 

6. In fog, haze, or rain, drive with headlights on low beam and marker lights on. 

 

7. Avoid sudden stops. In advance of stopping, gently tap the brake pedal to warn those         

following of the impending stop. 

 

8. Remember the four "musts" in driving in bad weather and road conditions:  

A. Must be able to see    

B. Must be able to stop  

C. Must be able to turn  

D. Must be able to control the vehicle 

 

G-5 Driving on Ice and Snow  
 

Ice on the roadway significantly affects the driver's ability to control the vehicle. On completely 

ice covered roads, the driver has little control of the vehicle; especially during braking and 
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turning. 

 

When snow is present on the roadway, a vehicle's stopping distance is greatly increased. This 

increase is particularly significant during emergency braking. Since there is potential for a 

significant increase in stopping distance, following distance must be increased. If icing and/or 

snowy conditions exist the driver should: 

 

G-5.1 During the Pre-Trip Inspection  

 

G-5.1a If chains are used, make sure they are securely locked on the tires.  

 

G-5.1b Clear precipitation from lights, mirrors, and front and rear windows. 

 

G-5.1c Check to see if entrance and emergency doors are frozen (more pre-departure time 

may be needed). 

 

G-5.1d Warm up the vehicle for several minutes. 

 

G-5.1e Start the trip slightly earlier than usual to compensate for slower driving time. 

However, this should occur only when students have been forewarned. 

 

G-5.2 While on the Road  

 

G-5.2a When pulling onto the highway, allow for greater stopping distance from other 

vehicles. 

 

G-5.2b When stopping at intersections, modulate the brakes. Pressure on both hydraulic 

and air brakes should be proportioned to prevent the wheels of the bus from 

locking on the slippery snow or ice. 

 

G-5.2c To avoid skidding, disengage the clutch when the bus is nearly stopped. 

 

G-5.2d If snow or ice accumulates on the front or rear windows or headlights, stop the bus 

and clear it off. 

 

 

G-5.3 During the Post-Trip Inspection  

 

G-5.3a  Sweep water and snow out of the bus and off the steps.  

 

G-5.3b  Clear excess snow from the windows. 

 

 

 

G-6 Driving in Rain  
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When it rains, the road becomes slippery and dangerous. Oil on the highway, mixed with rain 

can create a driving hazard worse than snow. Wet roads can double your stopping distance -- 

reduce your speed and increase your following distance. 

 

Rain also increases the possibility of "hydroplaning." Hydroplaning occurs when the tires ride 

on a cushion of water when the vehicle is driven through water that is deeper than the grooves of 

the tire. Hydroplaning is accentuated by speed. Reduce your speed, avoid standing water if 

possible, and increase your following distance. During raining conditions you should: 

 

G-6.1 During the Pre-trip Inspection 

 

G-6.1a Clear windows, lights, and mirrors of mud and dirt.  

 

G-6.1b Make sure the windshield wipers operate properly. 

 

G-6.1c Plan to compensate for slower driving time by starting slightly earlier. 

 

G-6.2 While on the Road 

 

G-6.2a Drive slower, if necessary. 

 

G-6.2b Maintain a greater following distance. 

 

G-6.2c Make turns slowly, avoiding use of the brakes as much as possible. 

 

G-6.2d Be prepared for slippery roads due to oil film and watch for puddling during heavy 

rains. 

 

G-6.2e Deep water is to be avoided if at all possible. 

 

G-6.2f Use windshield wipers. 

 

G-6.2g Drive with the low beams and marker lights on. 

 

 

G-6.3 During the Post-trip Inspection 

 

G-6.3a Sweep water off the floor and steps of the bus.  

 

G-6.3b Clean mud off all lights. 

 

G-6.4 Driving Under Flooding Conditions 

 

 G-6.4a Try to keep the brakes dry. This can be done by driving with your foot lightly on 

the brake pedal while you are driving through standing water (and for a short time 

after you have passed through it). Always check your brakes after you pass 



87 
 

through deep water.  

 

G-6.4b Never drive through standing water that is high enough to hide the road. If you 

cannot see the road, it may have washed out. 

 

G-6.4c Never drive through standing water high enough to stall your engine. This may 

strand you in a flooding area. 

 

G-6.4d Driving through water high enough to submerge the wheels hubs may contaminate 

the lubricant of the bearings and can cause bearing failure. Any bus that drives 

through water high enough to submerge the hubs should have the bus inspected by 

the garage staff ASAP. 

 

G-6.4e Never cross a bridge that is covered with water. Keep in mind there may be times 

when bridges cannot be crossed due to high water. Never attempt to cross a bridge 

during high water if you think there is any danger involved. Re-routing the bus 

may take more time, but it could prevent a disaster. 

 

 

G-7 Driving in Fog 
 

Visibility can be considerably reduced by fog. When foggy conditions exist, the driver should 

proceed with caution and at a slower rate of speed. The driver should also: 

 

G-7.1a Activate the clearance lights and use the low beam headlights. 

 

G-7.1b Turn on the windshield wipers. 

 

G-7.1c Since moisture is often associated with fog, the vehicle's stopping distance will be 

increased. Reduce speed and increase your following distance under these 

conditions. 

 

G-7.1d Find a safe place to park off the roadway if the fog is too dense. 

 

 

 

G-8 Driving in High Winds  
 

Strong wind can make it difficult for you to control your vehicle, particularly if it is a crosswind. 

Wind is especially dangerous for school buses because of their size. To gain more control over 

your school bus in strong wind, you should: 

 

G-8.1a  Slow down. 

 

G-8.1b  Be alert for crosswinds, especially on bridges and coming out of tunnels. 
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G-8.1c  Be prepared to make steering corrections. 

 

 

 

G-9 Tornado Reporting 

 

G-9.1 Severe Weather Category 

 

A watch is issued when conditions are favorable. “It doesn’t mean severe weather is imminent. 

A warning means that severe weather is imminent and appropriate action should be taken.  

 

G-9.2 Appropriate Action 

 

G-9.2a If there is time to get the students into a well-constructed building, this should be 

done as quickly as possible. The students should move into the interior or 

basement of the building away from windows and doors. 

 

G-9.2b If no well-constructed building is available, highway underpasses can provide 

protection. Stop the bus just downwind from the underpass so that high winds do 

not blow the bus in the direction of the students. The students should be moved up 

under the overpass structure and positioned with their hands over their heads. 

 

G-9.2c If no building or underpass is available, the students should be directed to a ditch 

or low-lying area, preferably without water. Stop the bus just downwind from the 

selected location so that high winds do not blow the bus in the direction of the 

students. The students should be positioned with their hands over their heads. 

 

G-10 Weapon/Hijacking on the Bus Response Plan 

 

G-10.1 Weapon Onboard 

 

In the event of a weapon being present near or on the school bus which presents a clear and 

imminent danger to school bus occupants, these procedures must be followed by the bus driver: 

 

G-10.1a Upon seeing or having reasonable suspicious that a weapon is on the bus,  

The driver will immediately contact Transportation. 

 

             G-10.1b The driver will find a safe place to pull off of the road (out of traffic),  

secure the bus and tell students that the bus has a mechanical problem.  The driver 

would remove keys from ignition, set out triangular reflectors, then return to the 

bus and wait with students for assistance.  The driver is not to discuss suspicion or 

confront student in anyway. 

 

G-10.1c Upon receiving the call, the transportation department will contact the police, 

Coordinator of Transportation, Assistant Superintendent of Budget and Planning 

and the school concerning the event.  When the police officer arrives, they will 
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approach the bus from the rear.  The driver will turn bus off, remove keys, exit the 

bus and speak to the officer and explain the situation.  At that point, the officer 

will decide on a course of action and the driver will follow direction as given by 

the officer. 

 

G-10.1d Remember that the care and safety of your passengers is your primary concern.  

Use good judgment in unusual situations or unanticipated stops. 

 

G-10.2 Hijacker Situation DO NOT TRY TO RESIST! 

 

Do not allow unauthorized person to board your bus.  However, if an armed person carrying a 

weapon or threatening with a concealed weapon takes control of your bus, you should do exactly 

as the person directs you to do so.  Do not do or say anything that may irritate or antagonize the 

hijacker. 

 

G-10.2a Driver/Monitor Responsibility 

  

i. Give up any personal belongings, if demanded, without a struggle.  You and your 

passengers should do everything possible to observe and remember the person and the 

entire incident so that details for an investigation can be provided later. 

ii.  

iii. Follow up with a written report to your supervisor. 

 

G-10.2b Dispatcher Responsibility: 

 

i. Immediately respond to the distressed radio call. 

ii. Ask the driver to give the bus location and status of injuries. 

iii. Try to help the driver maintain confidentiality if the person with the weapon is not 

aware of the radio call. 

iv. Avoid asking further question if the driver is trying to keep the radio call secret and 

has provided a location. 

v. Notify the Police and/or Ambulance, the Coordinator of Transportation, Assistant 

Superintendent of Budget and Planning and the school.  

vi. Contact the school with student list information. 

 

G-10.2c Transportation Coordinator/Supervisors  

 

i. As soon as possible determine if anyone is being threatened or are there injures. 

ii. Have the driver remain calm and keep students calm. 

iii. Try to determine if the individual with the weapon will cooperate or not. 

iv. Do not challenge or provoke anyone with a weapon.  Never attempt to disarm an 

emotional and disturbed person. Wait for authorities to arrive. 

v. Help the bus driver to prepare a list of all students on the bus and their condition. 

vi. Ensure that dispatch contacted the school with the student list information.  The 

school office will notify parents as needed, and send a representative to the scene 

if there appear to be students with injuries. 
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vii. Assist emergency personnel if need be. 

viii. Arrange a recovery vehicle or additional buses through Dispatch as needed to 

minimize delay of uninjured students.  Release only after medical check. 

ix. If parents report to the scene, keep a name, check I.D. and release students only to 

their own parent(s)/guardian. 

x. Collect the armed person and students’ information and file an after action report. 

xi. Transportation Coordinator must respond to the hospital if anyone is injured and 

transported for treatment. 

 

Section: H Employee Incentive and Disciplinary Program 

 

H-1 Virginia Safe Driving Award Program 
 

This is a state program intended to provide a means of recognizing outstanding accomplishments 

and “better than average” driving performance. Qualification for this award is based on criteria 

applied uniformly by school divisions participating in this safety program. To be eligible for the 

safe driving awards a bus driver must drive a school bus for 80 percent of the regular school 

session (or 144 instructional days in regular term and summer school sessions) and operate 

without a preventable school bus accident or proven violation of safe driving practices. The time 

frame for Safe Driving awards begins the day after the school year ends for students to include 

the summer months and continues through the new school year (from the first day of school until 

the last day). 

Drivers who operate without a preventable school bus crash during the previous school year will 

be eligible for a safe driving award pin. These pins will typically be awarded to the drivers by 

their supervisor at the In-Service Meeting in August of the following year. 

 

H-2 School Bus Road-E-O 

 

Each year, the Safety Specialist conducts a School Bus Road-E-O with other school districts. 

This event is open to all drivers who wish to participate. When a Regional Road-E-O is held, the 

Department sends the first, second, and third place winners to compete. The winner of the 

Regional event will compete in the State Road-E-O, which is usually held in conjunction with 

the State Conference. 

 

H-3 School Bus Safety Week 

 

The governor of Virginia annually recognizes one week in October as School Bus Safety Week. 

The Office of Transportation strives to recognize all drivers and monitors during this week, 

typically with small gifts and tokens of appreciation, as the budget allows. 
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H-4 Driver of the Month 

 

H-4.1 Driver of the Month Requirements  

 

a. Have outstanding attendance (cannot miss more than 3 days) 

b. Meet paperwork deadlines (pre-trip forms, monthly reports, etc.) 

c. Attend all required trainings and other CDL requirements when assigned (physicals, in-

service, safety meetings, etc.) 

d. Have no habitual tardiness noted in official records 

e. Exhibit a good attitude when dealing with co-workers, office staff, administrators, 

parents, and students 

f. No disciplinary actions 

g. No Preventable Accidents 

f. Cover routes when assigned 

 

 

H-5 Driver and Monitor of the Year Recognition 

H-5.1 Driver of the Year Requirements  

a. Be employed for the entire school year 

b. Have outstanding attendance (cannot miss more than 3 days) 

c. Have an excellent evaluation (professional or exemplary in all areas) 

d. Meet paperwork deadlines (pre-trip forms, monthly reports, etc.) 

e. Attend all required trainings and other CDL requirements when assigned (physicals, in-

service, etc.) 

f. Have no habitual tardiness noted in official records 

g. Exhibit a good attitude when dealing with co-workers, office staff, administrators, 

parents, and students 

h. No disciplinary actions 

i. No Preventable Accidents 
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H-5.2 Monitor of the Year Requirements  

a. Be employed for the entire school year 

b. Have outstanding attendance (cannot miss more than 3 days). 

c. Have an excellent evaluation (professional or exemplary in all areas) 

d. Demonstrate extensive knowledge of equipment, as well as safety and emergency 

procedures 

e. Communicate effectively with drivers, teachers, and parents 

f. Demonstrate an understanding of student needs 

g. Attend all required training and meetings 

h. Have no habitual tardiness 

i. No disciplinary actions 

 

H-6 Perfect Attendance Recognition  

Employees who are present at work for 100 percent of their scheduled shifts are valuable 

resources to this Division. This award is earned by those drivers and monitors who exemplify 

professionalism, dedication, and perseverance. 

 

H-7 Employee Discipline 

 

H-7.1 Disciplinary Authority 

Supervisors are mandated to follow departmental, district protocols and procedures and federal 

guidelines to properly document and issue disciplinary action.  All employees are expected to 

report any observations of handbook violations or other inappropriate behavior to a supervisor. 

  

7.2 Progressive Discipline 

All employees are expected to conduct themselves in a professional and ethical manner. 

 A. Disciplinary Process: 

 Verbal warnings and counseling’s will first be used to correct 
employee conduct, when appropriate.  These actions are not 
grievable. 

 Formal disciplinary actions shall be progressive in nature, ranging from 
a written documenting letter for an initial infraction to stronger actions 
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that may include recommendations for dismissal when corrective 
behavior fails to occur. 

1.    Progressive discipline may not always be appropriate and 
supervisors and administrators may recommend a more or less 
stringent action based on the severity of the violation, including 
dismissal for the first offense. 

B.   Examples of Misconduct: This is not an all-inclusive list 

 Insubordination, including intentional misconduct or refusal to perform 
work in the manner assigned/directed; 

 Engaging in obscene or abusive language or conduct in the presence 
of students or employees; 

  Engaging in any interaction/activity of a sexual nature or intent with a 
student; 

 Possession of firearms, other weapons or dangerous material on school 
property as outlined in School Board policies GBEB: Staff Weapons in 
School and JFCD: Weapons in School; 

 Using school property without proper authorization; 

 Being under the influence of alcohol or illegal drugs; 

 Behaving in any inappropriate manner which adversely affects the 
employee’s ability to perform his/her duties; 

 Using time granted for leave, planning, and workshops for purposes for 
which it is not intended; 

 Falsification of any PPS documents; 

 Failure to follow established safety policies and procedures; 

 Failure to maintain confidentiality 

 Leaving the worksite, during scheduled work hours without proper 
authorization 

 Fighting or the deliberate harming of another; 

  Engaging in threatening or intimidating behavior, or treating others in a 
discourteous, inattentive, or unprofessional manner to include making 
malicious, false or harmful statements about others or creating conflict 
with others; 

 Use of school division computers and communication services for 
storing, sending, receiving, viewing or downloading illegal material via 
the internet. 

 

H-7.2a Verbal Warning – These warnings will be documented by the supervisor 

but not placed into the personnel file. If a subsequent infraction warranting 

a written warning is necessary, any previous verbal warnings will be 

referred to in the written warning. 

 

H-7.2b Written Warning – A written warning will be placed in the personnel file. 

Any written disciplinary action must include a notification to the 
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employee that a copy of it will be placed in the permanent personnel 

record of the employee. The employee will be asked to sign the document 

to acknowledge receipt of the documentation. The employee may refuse to 

sign, in which case, the supervisor will annotate the fact that the employee 

refused to sign and place it in the personnel file. 

 

H-7.2c 45-Day Performance Development Plan (PDP) - The PDP details the 

specific reasons for the disciplinary action. In addition, it will include 

measurable, achievable goals for the term of the PDP along with details 

regarding what support will be provided by the Transportation Department 

to help the employee meet his/her goals. The plan shall also include a 

close-out meeting at the end of the period whereby the supervisor and the 

employee shall discuss the success or lack of success of the employee’s 

PDP. Subsequent actions, if appropriate, will be identified during this 

meeting. 

 

H-7.2d Suspension and Termination - Recommendations may be made by 

supervisors and/or the Coordinator of Transportation for suspension or 

termination based on prior disciplinary actions. Recommendations for 

suspension or termination will be made for three reasons: 

 

1. Repeated instances meriting disciplinary action 

2. Egregious individual offenses that merit automatic or immediate 

suspension or termination 

3. Infractions for which immediate suspension or termination are 

recommended in accordance with the Transportation Employee 

Handbook 

 

 

 

H-7.3 Observed Misuse of Cellular Devices 

Possession of cellular telephone is permitted for bus drivers and monitors on the school bus.    

Use of cellular telephones is prohibited while operating the school bus. This includes the use     

of hands-free devices for cell phones. Use is permitted when the school bus is parked in a safe 

location and driving duties are not being performed and no students are on the bus. The bus 

driver will not use any object that may distract from the safety of the public, the driver, and 

property. 

 

H-7.4  Personnel Absences 
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By agreeing to drive a school bus or serve as a bus monitor each professional employee accepts 

the responsibility of being available each day while school is in session. 

 

1. All requests for absences must be made through your assigned Zone/Lot Leader no less 

than 48 hours in advance. If you are unable to reach your Lot Leader during the day, you 

may call the office 757-393-8269, to speak with a supervisor. If after normal duty hours, 

call the office to record your message to advise of your emergency absence.  This does 

not necessarily approve the absence, but allows transportation to begin planning to cover 

your runs. Absences covered under FMLA must also be coordinated through your chain-

of-command.  

 

2. Indicate the length of absence AM/PM or All Day and type of absence.   

 

3. Indicate all assignments and additional runs that you have assigned (i.e., shuttles, 

activities, afterschool, and athletics.) 

 

4. Excessive absences are subject to disciplinary action to include time off without pay up to 

separation from Portsmouth Public Schools. Excessive absence is defined as using more 

leave time than what the School Board has authorized during one school year causing a 

leave without pay status.  

 

5. Unapproved leave in a Leave without pay (LWOP) status is subject to disciplinary 

actions.  

 

H-7.5  Second Jobs (See Portsmouth School Board Policy GCQA) 

 

Employees may, during the hours not required of them to fulfill their responsibilities to 

Portsmouth City School Board, engage in other employment as long as such employment does 

not detract from or interfere with their employment by Portsmouth City School Board.  

 

An employee who is on leave from Portsmouth City School Board, in a paid or unpaid status, 

may not be employed by the School Board or any other employer in any capacity during the 

period of leave except with the prior written authorization of the superintendent. 

 

H-7.6  Education (See Portsmouth School Board Policy GCQA) Employees may, during the 

hours not required of them to fulfill their responsibilities to Portsmouth City School Board, 

engage in higher education as long as such schooling does not detract from or interfere with their 

employment by Portsmouth City School Board.  

 

At a minimal, professional monitors and drivers must cover their regularly assigned morning and 

afternoon route and or be present during their regularly scheduled 6.5 hours daily.  

 

H-7.7 Safety-Related Infractions 

Warnings related to safety offenses, such as vehicle accidents, failure to complete necessary 

safety paperwork, or Accident Review Panel (ARP) results may be issued directly by the Safety / 
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Trainer Specialist. The Safety Specialist may refer ARP recommendations for termination to the 

Coordinator for action. 

H-7.8  Payroll Infractions 

Employees violating clock-in and clock-out authorized times will be subject to disciplinary 

action for payroll infractions. “Stealing time” is grounds for immediate dismissal.  

H-7.9 Recommendation of Time off Without Pay 

Certain infractions committed by an employee will be cause for an automatic recommendation 

for Time off Without Pay  

The infractions that will be cause for immediate recommendation for time off without pay 

include (up to 5 days): 

1. Failure to report any incident or accident causing damage or moving violations involving 

a school bus to the Transportation Department. (1 day off w/o pay) 

2. Deviation from the assigned authorized bus route unless emergency conditions exist and 

radio contact has been made with the Transportation Department. (1 day off w/o pay) 

3. Not checking for students left on board at the end of each run. (3 days off w/o pay) 

4. Leaving students on the bus unsupervised while loading/unloading. (1 day off w/o pay) 

5. Knowingly making false statements. For example: on employee application, payroll time 

sheets, field trip forms, headcount or arrival time logs, sign in and sign out sheets. (1 day 

off w/o pay) 

6. Conviction of speeding and/or reckless driving a loaded or unloaded school bus. (2 days 

off w/o pay) 
7. Being found at fault for bus accident based on the severity of accident or your accident 

history. (1 day off w/o pay) 

 

H-7.10 Recommendation for Separation 

 

Certain infractions committed by an employee will be an automatic recommendation for 

Separation and/or immediate referral to Human Resources Department. The infractions that are 

cause for immediate recommendation for separation and/or Immediate Referral to Human 

Resources include: 

 

1. Violation of the Portsmouth Public Schools Illegal Substance Abuse Policy   

2. Allowing any unauthorized person to drive the school bus.  

3. Any action identified by the Department of Motor Vehicles as cause for revocation of a 

bus driver’s license  

4. Not checking for students left on board at the end of each run, student found on bus.  

5. Physical altercations of any kind with another PPS employee while on Portsmouth Public 

Schools property and/or during working hours.  

6. Theft of Portsmouth Public Schools property.  

7. Report of Discrimination (Immediate Referral to Human Resources) 

8. Report of Sexual Harassment (Immediate Referral to Human Resources) 
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H-7.11 TABLE OF INFRACTIONS AND RECOMMENDED CONSEQUENCES  

While the Transportation Department normally uses a progressive disciplinary program (see 

Section H 7.2), the department reserves the right to skip the lower steps if the individual offense 

is judged to warrant immediate, more severe action. In most cases where the recommended 

consequence is termination with no alternatives, the first offense will result in a recommendation 

for termination unless extenuating circumstances exist.  

 

ITEM INFRACTION DESCRIPTION  
RECOMMENDED 

CONSEQUENCE(S)  

1 Allowing another person/non-PPS employee to drive the school bus  6 

2 
Use of intoxicating beverages, illegal, over the counter and or controlled drugs 

prior to or while driving a bus  
6 

3 Dropping off a Pre-Kindergarten without an authorized designee to meet them  6 

4 
Use of a cell phone, ear piece or other electronic device while bus is in motion 

or not secured 

1st Offense: 4  

2nd Offense: 6  

5 

Failure check the bus for students at the completion of every run, resulting in:    

· a student being left beyond his/her drop-off spot or school  2-5 

· a student being left unattended on the bus 6 

6 

Failure to report:    

· discovery of a child left on the bus after leaving school or student’s stop 

immediately upon discovery  
1-5 

· a child left unattended on the bus 6 

7 Speeding 15 mph over the speed limit while driving a school bus 6 

9 Any action identified by DMV as cause for revocation of license  6 

10 Tampering with or making adjustments to the speed governor on a bus 6 

11 Failure to submit to drug/alcohol tests 6 

12 Physically striking or threatening any student 6 

13 Third instance of no-call, no-show 6 

14 Flagrant repetitions of any of infractions  6 

15 Failure to comply with any of the provisions of the Handbook  1-6 

16 
Dropping a student off at Bus stop other than his or her own assigned stop 

without authorization  
2-6  

17 Insubordination  2-6  

18 
Failure to report any incident, crash, or moving violation involving a school 

bus to the Department and failure to complete required forms  
3-6  
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19 
Deviation from assigned, authorized bus route unless emergency conditions 

exist and dispatch has been contacted  
2-6  

20 

Any action or behavior determined to be inappropriate, including but not 

limited to: Poor attendance, use of profanity, operating bus improperly, 

slander, tardiness, refusing assignment to fulfill contractual obligations, using 

bus for personal reasons, failure to report vandalism or damage to bus  

2-6  

21 Knowingly making false statements on payroll forms or Trip Tickets  2-6  

22 Conviction of speeding and/or reckless driving in a school bus  2-6  

23 
Allowing students to cross medians, etc. to board or disembark the bus on 

divided highways  
2-6  

24 
Posting or distributing any memo, flyer, advertisement, or other non-School 

Board material without authorization from a Supervisor  
2-6  

25 Failure to follow dress code.  1-4  

26 Failure to perform daily pre-trip/post-trip inspection on assigned bus  2-4  

27 Allowing bus/spare bus to run out of fuel  2-4  

28 Missing preventive maintenance inspections  2-4  

29 
Failure to report maintenance problems to shop resulting of costly damage to 
the bus  

2-4  

32 
Failure to keep proper documentation on bus at all times, including pre-trip 

forms and route sheets  
1-4  

33 Smoking on bus or on school property  1-4  

34 
Denying transportation to any student or removing any student from the bus 

without authorization from Transportation or the School Principal  
2-4  

35 
Preventable crash (multiple incidents within 12 calendar months may result in 

retraining or termination)  
1-4  

36 
Failure to submit any required reports or other documentation late, early, or 

not at all  
2-4  

37 Misuse of 2-way radio  1-4  

38 
Knowingly making false reports on any incident / accident report or any other 

report required by Supervisors  
2-4  

39 Speeding while driving a school bus, 1-5 miles per hour over limit  

1st Offense 2  

2nd Offense 4  

3rd Offense 6  

40 Speeding while driving a school bus, 5-10 miles per hour over limit  
1st Offense 4  

2nd Offense 6  

 

Infraction System Guide: 

1-3  Verbal/written warnings  

4  Suspension without Pay: 1-3 Days 

5  Suspension without Pay: 4+ Days 

6  Recommendation for Termination 
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APPENDIX 

 

INFORMATION TELEPHONE NUMBERS 

 

 

 

DAY 

 

Transportation Office    393-8269 

Bus Trainer / Safety Specialist  264-3286 (cell) 

 

Coordinator of Transportation  408-3460 (cell) 

Transportation Supervisor   403-0027 (cell) 

 

Churchland Zone/Lot Supervisor  943-0771 (cell) 

TRT Zone/Lot Supervisor   477-9918 (cell) 

Wilson Zone/Lot Supervisor   477-9911 (cell) 

 

Bus Garage Office (6 am-6pm)  393-8620 

Portsmouth Police Non-Emergency  393-5300 

Portsmouth Fire Department   911 

Portsmouth Police Dispatcher   911 

 

 

 

EVENING 

 

  

Bus Garage – Cell (after 6pm)  329-7251  

Transportation Office (Voice mail)  393-8269 (voice mails reviewed 6:30 a.m.) 

Coordinator of Transportation - Cell  408-3460 (cell) 

Transportation Supervisor   403-0027 (cell) 

 

 

 

 

SCHOOLS 

 

 

Elementary Schools     Telephone 

Brighton Elementary     393-8870 

Churchland Academy Elementary   686-2527 

Churchland Elementary    686-2523 

Churchland Primary and Immediate   686-2519 

Douglass Park Elementary    393-8646 

Hodges Manor Elementary    465-2921 
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James Hurst Elementary    558-2811 

Lakeview Elementary     465-2901 

Park View Elementary    393-8647 

Simonsdale Elementary    465-2917 

John Tyler Elementary    393-8879 

Victory Elementary     393-8806 

Westhaven Elementary    393-8855 

 

 

Middle Schools   

Churchland Middle     686-2512 

Cradock Middle     393-8788 

Waters Middle      558-2813 

 

 

High Schools 

Churchland High     686-2500 

I.C. Norcom High     393-5442 

Woodrow Wilson High    465-2907 

 

Preschool Centers   

Churchland       686-2533 

Mount Hermon     393-8825 

Olive Branch      465-2926 

 

Special Centers 

New Directions     393-8728 

SECEP – S. H. Clarke     393-6428 

SECEP – Norfolk     892-3960 


