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PURPOSE 
 

The purpose of this handbook is to assist the school bus driver with the safe operation 
of the school buses for the A-M Public School District.  This manual shall be read and 
followed by all transportation employees. 

 
 
 
TRANSPORTATION DEPARTMENT 
 

The primary function of the Transportation Department is the safe and efficient 
transportation of the district’s students, to and from school and school events.  Each 
year, the department transports approximately 225 students over approximately 490 
square miles, twice a day.  The department is responsible for the operation and 
maintenance of a fleet of 8 buses. 

 
The department currently consists of bus drivers, substitute bus drivers and 
supervisor.  The bus drivers in this department work only during the school year. 

 
 
 
TRANSPORTATION ADMINISTRATION 
 

The (School District) Board of Education assumes the responsibility of providing safe 
and economical transportation of all eligible students in the (School District). Option 
students may be transported to and from school upon parental request and after 
permission from the Transportation Supervisor or Superintendent has been granted. 
The school does provide a pick up at the West Trotter’s in Broken Bow for option 
students. Students that wish to ride another route (besides their assigned route) may 
do so only if the parents have asked for permission, there is room on the bus, and the 
Transportation Supervisor has approved it. The general transportation policies of the 
district shall be in keeping with the recommended practices of the Nebraska 
Department of Education (Pupil Transportation Guide) and the Nebraska Motor Vehicle 
Code. 

 
The safe transportation of the districts students shall be of primary concern and 
importance to school officials in the administration of the transportation program.  
Drivers, students and other district personnel shall observe all state laws and 
regulations pertaining to the use of the districts buses and other vehicles. 

 
 
 
QUALIFICATIONS OF AN A-M SCHOOL BUS DRIVER 
 
 1. Be a minimum of 18 years of age. 
  

2. Properly licensed to operate a school bus: 
     Class “B” CDL with P (Passenger) and S (School bus) endorsements 
  

3. Acceptable annual DOT physical examination. 
  

4. Submit to random drug and alcohol testing. 
  

5. Acceptable driving record as determined by an annual license check    with the 
Nebraska Department of Motor Vehicles. 
  



6. Successful Completion of Level 1 or 2 State Certification Course. 
  

7. Annual Criminal History Check. 
 
 
 
DRUG AND ALCOHOL TESTING 

 
All A-M Public School employees that may drive a district owned vehicle must submit 
to random drug testing.  Drug and alcohol testing are required for pre-employment, 
post accident, random testing and reasonable suspicion.  Any driver shall submit to a 
urine test on demand of the Transportation Supervisor, the Superintendent of the 
School or his representatives.  Refusal to submit to a urine test given by a licensed 
doctor, nurse or hospital shall be grounds for immediate dismissal. 
 
 
 

GENERAL OPERATING PROCEDURES 
 

1. Recognize and respect the rights and property of students and coworkers and 
maintain confidentiality in all matters relating to students and coworkers. 

 
2. Report to work in accordance with school schedule. 

 
3. Only authorized personnel, registered Anselmo-Merna School students or identified 

sponsor may ride the school bus. 
 
4. The Transportation Supervisor has the authority to reassign a bus driver to routes or 

activities if deemed in the best interest of A-M Public School regardless of seniority. 
 

5. You will be expected to clock in/out before/after each route/activity.  Failure to clock 
in/out may result in disciplinary action. 

 
6. If you are ill and can't be at work, it is your responsibility to notify the Transportation 

Supervisor at least 1 hour before your schedule. 
 
7. It is imperative to the Transportation Department operation that employees have 

excellent attendance and are punctual.  Employees are expected to be at work 
every day and on time to fulfill their assigned duties to the best of their ability.  Any 
long term illness and/or major surgery will be reviewed on an individual basis.  
Confidentiality will be respected and observed. 

 
8. Bus drivers must be present and supervising students as they load/unload on the 

bus.  In the event of an emergency, the bus driver will not leave students unattended 
until another person is present to supervise the students. 

 
9. Use district time, funds, and property for authorized district business and activities 

only. 
 
10.If needed, make seating assignments for all students.  Use the seating chart form 

and have one copy on file in the office and another on the bus at all times.  
Reassign seats anytime you need to make adjustments and complete a new seating 
chart form for your bus and one for the office. 

 
11. No driver shall change his or her route without the approval of the Transportation 

Supervisor.  Temporary changes due to emergency or construction situations will 



be at the driver’s discretion; however, the changes shall be dispatched to 
Transportation Supervisor immediately. 

 
12. No bus driver shall change designated bus stops without the approval of the 

Transportation Supervisor. 
 
13. Bus drivers are expected to keep the inside of their bus clean, swept, and mopped 

weekly.  Spot inspections may be done and if buses are found to be unclean, 
appropriate disciplinary actions will be taken. 

 
14. An employee who is arrested for any felony or any offense involving moral 

turpitude must report the arrest to the Transportation Supervisor in writing within 
three (3) calendar days of the arrest.  An employee who is convicted of or receives 
deferred adjudication or pleads no content for such offense must also report that 
event to the Transportation Supervisor in writing within three (3) calendar days of 
the event. Failure to provide such notification may result in termination of 
employment. 

 
Moral turpitude includes but is not limited to the following: 

 
  Dishonesty 

Fraud 
Deceit 
Deliberate Violence 
Misrepresentation 
Drug or alcohol related offenses 
Theft 
Base, vile or depraved acts that are intended to arouse or gratify the 
sexual desires of the actor. 

 
15. It is the bus driver’s responsibility to park bus in fuel line when fuel is needed after 

route. 
 
16. Personal use of District property is prohibited. 
 
17. Bus drivers shall park their personal vehicles in assigned parking areas.  Bus 

drivers are not to park personal vehicles in spaces within the bus parking area. 
 
18. Bus drivers are responsible for the documentation of any accident occurring while 

on the bus as well as any incident involving a student who is injured for any reason. 
 
19. School employees should be aware that they are in a position of influencing young 

people at their most formative years and their conduct and appearance should meet 
an accepted taste and standard of the community. 
 

20. Bus drivers are required to do a daily pre-trip inspection of their bus.  This includes 
Under Hood, Interior, Exterior, and Operational checks.  Pre-trip inspection forms 
will be filled out daily and turned in to the supervisor at the end of each week.  The 
bus drivers will arrive at the barn 10 minutes prior to the time the buses leave for the 
routes in order to do the pre-trip inspection. 
 

21. Bus drivers are required to do a post-trip inspection of their bus after each route.  
This involves checking the bus for students left on the bus, items left on the bus, 
and damage to the interior of the bus.  Remember the flags (except the 2000 and 
2001 bus) that are to be put in the rear window of the bus after the post-trip 
inspection.  Inspections will be done after you get back to the bus parking area. 



 
§ Failure to do a post-trip inspection, which results in a student being left 

stranded on the school bus, will result in termination of employment. 
 

§ Failure to do a pre-trip or post-trip inspection, which does not endanger 
any students: First time will result in a write-up, which will be put in the 
driver’s employment record.  Additional times could result in termination 
of employment. 

 
22.  Bus drivers will report any problems with their bus to the supervisor and write the 

problem on the inspection forms. 
 
23.  Do not leave the buses idling for any longer than 5 minutes unless the ambient air 

temperature requires heat for the interior of the bus.  The bus warms up faster if the 
bus is being driven rather than sitting idling.  This will save the district money. 

 
 

 
EMPLOYEE CONDUCT 
 

No employee shall use, or be under the influence of tobacco, alcohol or drugs while on 
school property or while working in the scope of assigned duties or while attending any 
district-sponsored activity. 
 
Employees shall demonstrate a cheerful attitude and cooperative working relationship 
while on duty. 
 
Gossiping, using vulgar language, profanity, and the spreading of rumors are 
prohibited. 
 
All employees shall control their temper and display self-discipline while on duty. 
 
Drivers should accept communication, observation, and direction of any safety 
concerns from all district employees. 
 

 
 
DRESS CODE 
 

Dress and grooming should be clean, neat and appropriate for the position held. 
 
Shorts and dresses must cover three-quarter of the thigh at all times. 
 
No cut off shorts. 
 
No muscle shirts or tank tops, all shirts must have at least a cap sleeve. 
 
Appropriate under garments shall be worn. 

 
 
 
BUS MAINTENANCE AND SAFETY EQUIPMENT 
 

Bus drivers are responsible for reporting mechanical problems to the Transportation 
Supervisor. 
 



Bus drivers are responsible for keeping the bus assigned to them clean. 
 
Bus drivers will not take a bus that is considered to be unsafe. 
 
It is the bus driver’s responsibility to see that all safety equipment is maintained on the 
bus.  State law requires that every school bus be equipped with a first aid kit, reflective 
triangles and a fire extinguisher.  Notify the transportation Supervisor if you are 
missing any safety equipment. 
 

 
 
ACCIDENTS 
 

Bus drivers are responsible for the documentation of any accident occurring while on 
the bus as well as any incident involving a student who is injured for any reason. 
 
What to do if you are involved in an accident: 
 
1. Stop bus immediately, check for injuries, and radio supervisor. 
 
2. Give supervisor location and notification of injuries (if students on bus). 
 
3. Make certain all students are in a safe place away from traffic. 
 
4. Set up safety reflectors to warn traffic. 
 
5. Take accurate notes of the incident including information such as names, license 

numbers, registration numbers, location, time, road conditions, and weather 
conditions. 

 
6. On returning to office, bus driver must make a full report of incident.  Drug testing 

will be administered per DOT requirements.  Depending on the severity of the 
accident, the Transportation Supervisor reserves the right to administer disciplinary 
action. 

 
 

 
BREAKDOWNS 
 

What to do if bus breaks down on route: 
 
1. If possible, stop the bus on the side of the roadway, out of traffic.  Set out reflective 

triangles. 
 
2. Radio Dispatch, if no electronics work use cell phone. 
 
3. Tell location, nature of breakdown and if you have students on board. 
 
4. Do not let students leave the bus unless it needs to be evacuated. 
 

STUDENT ILLNESS OR INJURY 
 

When students are injured on the bus, radio base, and proper personnel will be 
notified. 
 



Morning route, if student is ill, take to school and have student report to office.  Do not 
take student back home. 
 
Evening route, if you know before you leave the school, tell student to go back in to 
office. 
 
 

 
PARENT NOTIFICATION 

 
It is the goal of this department to keep parents informed whenever there is a concern 
with student behavior.  Parents generally support good discipline if they feel they have 
an opportunity to assist in solving the concerns before ultimate discipline is exercised. 
 

 
 
STUDENT DISCIPLINE (PHILOSOPHY) 

 
   Always be consistent and fair. 

Always discipline behavior - Never discipline the child. 
Always discipline - Letting behavior slide gives mixed messages and causes confusion 
and resentment. 
Never threaten - Discipline should be straight forward and according to policy. 
Discipline is most effective when it is not done in anger. 
Whenever possible, discipline in private - Speak with student(s) as they exit the bus at 
the buildings in the A.M. or at their stop in the P.M. 
Use the School Bus Incident Report for problems that can't be easily corrected. 
 

 Bus drivers will report any problems with their students to the Transportation 
Supervisor.  The bus driver will obtain and fill out an incident report on the student and 
give it to the Transportation Supervisor.  Additional incident reports will go directly to 
the Principal after it is reported to the Supervisor.  
 

 
 
STUDENT DISCIPLINE PROCEDURES (SCHOOL BUS INCIDENT REPORT) 
 

Step One - Verbal warning / by bus driver (may involve retraining, reseating, or other 
action) 
 

Step Two - Referral to Principal / by bus driver and Transportation Supervisor (parents 
will be notified by bus driver or Principal) 
 

Step Three - Loss of Bus Privileges for one week (parents will have a meeting with 
Principal) 
 

Step Four - Loss of Bus Privileges for remainder of semester (parents will have a 
meeting with Principal) 
 

Step Five - Immediate Removal: When the student’s behavior is a threat to the safety of 
other passengers, the bus driver will take appropriate action to insure the safety of all 
passengers. 
 

 
 



ACTIVITIES 
 
All bus drivers are eligible to take activities.  At the beginning of the school year bus 
drivers will place their name in drawing for list placement.  As new bus drivers are 
added, their name will go at the bottom and they will become part of the rotation.  The 
Transportation Supervisor will then assign the bus drivers to the activities. 
 
Activity drivers will be responsible for finding a driver to drive their activity if they are 
unable to drive the activity they have been assigned to. Activity drivers may switch 
activities or surrender their activity if they are unable to drive. 
 
Activity drivers must pre trip their bus before leaving the lot. 
 
Activity drivers must be at the departure site 10 min. prior to departure time. 

 
 

 
SCHOOL BUS ROUTE RULES (see student – parent handbook P 24-25) 
 

1.  General Conduct Rules Apply:  While riding school buses you are expected to 
follow the same student conduct rules which apply when you are on school property 
or attending school activities, functions or events.  There are also special conduct 
rules for riding school buses.  These rules also apply to riding other school vehicles. 

 
2.  Special Conduct Rules for Riding School Buses. 
 

A.  Rules for Getting On and Off the Bus 
 
1.  Parents:  Please call 643-2226 (bus barn) in the morning if your 
children will not ride.  The bus barn may also be called in case of 
schedule breakdown because of weather or mechanical failure. 
 
2.  Be on time.  Don’t expect the bus driver to wait for you.  A strict 
schedule must be maintained. 
 
3.  When boarding the bus the students should find their seat quickly and 
remain seated. 
 
4.  Students are to walk to and from the buses. 
 
5.  While waiting for the bus the students need to stay at least 12 feet 
away from the street, road or highway.  Wait until the bus comes to a 
complete stop before approaching the bus. 
 
6.  Students may exit the bus only at your approved destination (your 
school or your approved bus stop).  Exit the bus as directed by the bus 
driver.  Do not run. 
 
7.  If students must cross the street after exiting the bus, always cross in 
front of the bus where the bus driver can see you.  Wait for the bus driver 
to signal to you before crossing the street. 
 

B.  Rules on the Bus 
 
1.  Be respectful of the bus driver.  Immediately follow all directions of the 

bus driver and any Para educator or adult on the bus. 



 
2.  Sit in your seat facing forward.  Use seat belts in vehicles in which 

they are available. 
 
3.  Talk quietly and use appropriate language. 
 
4.  Keep all parts of your body inside the bus. 
 
5.  Keep your arms, legs and belongings to yourself. 
 
6.  No fighting, harassment, bullying, intimidation or horseplay. 
 
7.  Do not throw any objects. 
 
8.  No use of tobacco, alcohol, drugs or flammables. 
 
9.  Do not bring any weapons (real or imitation) or dangerous objects on 

the school bus. 
 
10.Do not damage the school bus. 
 
11.Keep all items out of the aisle.  This includes bags, legs and feet. 
 

3.  Getting the Bus Driver’s Assistance:  If you need assistance from the bus driver, 
wait until the bus is at a full stop.  If you are close enough, tell the bus driver what 
you need.  If you are too far away for the bus driver to hear you, ask a student in 
front of you to get the bus driver’s attention.  If necessary, walk up to the bus driver, 
while the bus is at a full stop.  If you need immediate assistance for an emergency, 
take all action needed to safely get the help of the bus driver. 

 
4.  Consequences for Rule Violations:  Consequences for school bus misconduct may 

include restriction or suspension of bus privileges and other disciplinary measures, 
up to and including expulsion from school. 

 
 

 
SCHOOL BUS ACTIVITY RULES (see teacher handbook) 

 
1. The school bus rules and regulations are to be enforced by all school sponsors. 

School bus sponsors are required to maintain order in the bus at all times, 
regardless of the lack of a specific regulation dealing with the problem.  The 
following are the rules of conduct to be upheld by students while riding a bus: 

  
A.  The sponsor is in full charge of the students on the bus.  Students shall 

comply promptly and cheerfully with his/her requests. 
  

B.  The sponsor may assign the students seats and hold them responsible for 
their seats. 

 
 C.  Students must be on time.  The bus cannot wait on those who are tardy. 
 
 D.  Unnecessary conversation with the bus driver is prohibited. 
 
E.  Except for ordinary conversation, students shall observe quiet conduct on 

the bus; singing and cheering in unity will be allowed, but no screaming or 
unnecessary yelling. 



 
 F.  Students shall not throw waste on the floor of the bus or out the window. 
 
 G.  No part of the body shall be extended out the bus windows at anytime. 
 
 H.  Students shall remain in their seats while the bus is in motion. 
 
 I.  Damage to the bus shall be reported to the driver. 
 
 J.  Seats may not be reserved. 
 
 K.  Students must be quiet while the bus is stopped for railroad crossings. 
 
L.  Students shall not leave the bus through the emergency door except in an 

emergency. 
 
M.  Food... fine, but don’t make a mess.  All trash must be picked up and 

brought to the front of the bus and deposited in the trash container there. 
 

N.  If tobacco or alcohol is suspected to be on the bus, the sponsor in charge of 
the bus shall have the bus stop and resolve the issue before continuing to 
the event.  If the issue can't be resolved, the bus will be returned to the 
school and the administration will deal with the problem at the time. 

 
O.  Buses hauling students on activities will have a sponsor on the way to 

supervise students, as this is not the responsibility of the bus driver. 
 

2.  Students are expected to ride to all school activities on school-provided 
transportation.  They will return with the same activity sponsor.  Students will only 
be permitted to check off the bus when: 

 
 A.  A parent signs the check off sheet provided by the coach. 
 

B.  A parent sends a written note or phone call 1 day prior to the activity with 
other arrangement explained.  The individual they are leaving with must sign 
the check off sheet.  The note must be signed by the activities director, 
principal, or superintendent and then given to the coach/sponsor. 

 
3.  Students who fail to cooperate with the sponsor or bus driver will forfeit the 

opportunity to ride the bus to further activities. 
 
4.  At the beginning of each school year the transportation director reviews with all bus 

drivers, new and experienced, just what their responsibilities are when driving to 
and from activities.  These are as follows: 

 
A.  The activity bus driver’s basic responsibility is to transport the students to 

and from their destination as safely and economically as possible.  The bus 
driver is required to know the route, but not required to know the specific 
destination within the town. 

 
B.  Before departure, the bus drivers for activity trips are directed to talk to the 

bus sponsor regarding existing bus rules.  In case of an accident and the 
bus driver is injured to a degree that he/she is not able to function, the 
sponsor is to be responsible for evacuating students and getting them to 
safety. 

 



C.  The bus drivers are informed that the sponsor is responsible for student 
conduct and making certain that all students are on the bus when returning 
from the activity.  In the event that the sponsor does not control the students, 
the bus driver is directed to specifically request that the sponsor take the 
necessary action to eliminate the disturbance.  In the event that the sponsor 
is still unable to control the students, the bus driver is then directed to speak 
to the students.  If this does not work the bus driver is then to return 
immediately to Merna with the load of students. 

 
D.  Prior to departure from Merna, the bus driver is also directed to obtain from 

the sponsor directions to the specific site of the activity.  If the sponsor is 
unfamiliar with their destination, they are to use the Internet (Google, Map 
Quest, etc.) to provide directions to the bus driver. 

 
E.  The bus driver is responsible for the bus at all times.  He/she is directed to 

make certain that the safety equipment is working properly.  Seats are to be 
checked for cuts and other vandalism, and the driver is responsible for 
cleaning the vehicle upon return from the activity to make certain that the 
vehicle is clean for the next trip and to see that no vandalism has occurred 
during the trip. 

 
F.  Personal belongings left on the bus are not the responsibility of the bus 

driver.  By law, buses cannot be locked and the bus driver cannot be held 
responsible for lost articles. 

 
G.  If, for any reason, the bus driver leaves the bus when it is parked, he/she is 

to inform the sponsor of this.  The bus driver is responsible for giving the 
sponsor specific information regarding when he/she will return and where 
they are going and how they can be reached if they are needed. 

 
H.  Bus drivers will not leave the bus idling for an extended period of time.  The 

bus driver is not required to attend games but usually there is a place for the 
bus driver to sit somewhere inside the building.  If weather requires it, the bus 
can be started a short period (15-20 minutes) prior to leaving the activity.  
Unnecessary idling is a waste of fuel and any reduction in unnecessary idling 
will save the district money. 

 
***In order for a driver to be assigned activity routes, they must be willing 

to serve as substitute route drivers as needed. 
 

5.  Good communication between the sponsor and the bus driver is stressed in regard 
to any of the previously mentioned items, in order to make certain that problems do 
not arise.  It is all-important that all parties involved work closely together to 
guarantee student welfare and safety when riding to and from activity events. 

 
Equal Opportunity Employer  (Policy 402.01) 

 
It is the policy of Anselmo-Merna School not to discriminate on the basis of race, color, 
national origin, creed, age, marital status, sex or disability in it’s educational programs, 
activities, or employment policies as required by Titles VI and VII of the 1964 Civil Right Act, 
Title IX of the 1972 Educational Amendments, the Federal Rehabilitation Act of l973, the 
American with Disabilities Act of 1990, and the Nebraska Equal Educational Opportunity Act. 
 
Any person who believes he or she has been excluded from participation in any district 
education program or activity on the basis of sex, race, or handicap in violation of this policy 
may grieve such matters using the adopted grievance procedures of this district.  Such 



procedures shall provide or prompt an equitable resolution of complaints alleging acts of 
discrimination. 
 
Inquires regarding compliance with Title IX, the Nebraska Equal Opportunity in Education Act, 
Section 504, or Title VI, may be directed to: 
 
Jason Mundorf, Superintendent/Program Compliance Director 
Anselmo-Merna School 
PO Box 68 
Merna, NE  68856 
(308) 643-2224 
 
Or in case of the Title IX and the Rehabilitation Act to: 

 
Director of Region VII 
Office of Civil Rights 
601 East 12th Street, Room 353 
Kansas City, MO 64106 
(800) 368-1019 

 
 

 
 
 
 
 

Driver Notes: 
 
 
 
 
 
 
 

 
 

 
Anselmo-Merna Public School 

 
JOB DESCRIPTION FOR SCHOOL BUS DRIVER 

 
TITLE:    SCHOOL BUS DRIVER 
 
 
QUALIFICATIONS:  

1. Be a minimum of 18 years of age. 
2. Properly licensed to operate a school bus: Class “B” CDL with P 
(Passenger) and S (School bus) endorsement. 
3. Acceptable annual DOT physical examination. 
4. Submit to random drug and alcohol testing. 
5. Acceptable driving record as determined by an annual license check 
with the Nebraska Department of Motor Vehicles. 
6. Successful Completion of Level 1 or 2 State Certification Course. 
7. Annual Criminal History Check. 

 
 



REPORTS TO: Transportation Supervisor or her/ his designee. 
 
 
JOB GOAL: To provide safe and efficient transportation so that students may enjoy 

the fullest possible advantage from the District’s curricular and 
extracurricular programs. 
 

 
PERFORMANCE RESPONSIBILITIES: 

1.  Conduct pre-trip inspection of school bus prior to every trip and route 
as prescribed. 
2.  Only use established routes and designated bus stops. 
3.  Operate bus/District vehicle on approved time schedule. 
4.  Obey all traffic laws, regulations and procedures. 
5.  Observe all mandatory safety and radio check regulations. 
6.  Maintain discipline when students are on bus. 
7.  Report bus accidents and pupil injuries to authorities. 
8.  Conduct emergency evacuation drills in keeping with school policies 
and laws. 
9.  Instruct riders regarding being responsible passengers. 
10.Report undisciplined students to the proper authority. 
 

 
DRIVER ACKNOWLEDGMENT: 

I acknowledge that I have read and understand the work rules, 
regulations and procedures included in the Transportation 
Department Employee Handbook.  I acknowledge that it is my 
obligation to abide by the same and that my failure to do so will 
result in my being held responsible for the consequences of my 
actions. 
 

 
Employee Signature: ____________________________ Date: ______________ 
 
 


