
 

Calcasieu Parish School System 
Division of Transportation 

 

 
 

School Bus Driver and Bus Aide Handbook  
2011 



 

DEDICATION 

 

We in the Transportation Division would like to dedicate this booklet to the men and women who have 

gone before us. They, as school bus drivers, school bus aides, mechanics, transportation clerks, 

supervisors, directors, assistant superintendents, superintendents, and board members have blazed 

a path for us to follow. They have taught us that our students who ride the yellow school bus are the 

most important people in our work day. To these men and women, we say thank you for a job well 

done in the past and we hope that what you have taught us, we can continue to carry forward for the 

benefit of our students. The one resounding theme that has occurred in the past is:  Our duty to the 

students of the Calcasieu Parish School System is to provide them with safe, punctual, and caring 

transportation to school and home. 



 

SPECIAL THANKS 

to the School Bus Driver and Bus Aide Handbook Committee 

 

Don Augustus, Bus Driver 

Kelly Cowan, Bus Driver 

Dustin Cradeur, Bus Driver 

Deborah Crosby, Bus Driver 

Sandra DeWitt, Assistant Principal, SJ Welsh Middle School 

Jason Fuselier, Bus Driver 

Janet Gilpin, Assistant Principal, Gillis Elementary School 

Beth Istre, Special Needs Bus Driver, State Department Certified Instructor 

Willona Jackson, Assistant Principal, College Oaks Elementary School 

Diana Kersten, Route Supervisor, State Department Certified Instructor 

Kim Monceaux, Bus Driver, OMV Third Party Tester 

Andy Patton, Assistant Principal, Sulphur High School 

Charles Sellers, Route Supervisor, State Department Certified Instructor 

Gary Martin, Supervisor, St. Charles Parish School System 

 

TRANSPORATION PRIORITIES 

 

Students first 

Schools second 

System third 

Employee fourth 

 

Always use common sense when student safety is involved. 



 

DIRECTORôS COMMENTS 

 

This manual presents just a small overview of the Federal and State laws as well as Board policies 

that affect the operation of student transportation of the Calcasieu Parish School System. 

 

Thank you to the men and women who spent the many months working on the School Bus Driverôs 

and Aideôs Handbook, the time that you donated and the dedication you have shown is appreciated 

by all. 

 

You as the school bus driver/bus aide have an awesome responsibility of transporting our students 

that cannot and should not be taken lightly.  Your primary responsibility in transporting our students 

should be their safety and well being.  This all depends on you, the school bus driver/school bus aide, 

in doing your job in a professional manner, observing all safety rules and traffic laws.  By your 

operating your school bus on the roadways of Calcasieu Parish in a safe and prudent manner, it is a 

reflection of your professionalism towards your students and the motoring public. 

 

You as the school bus driver/school bus aide should be proud of your profession.  You transport more 

than 15,480 of our regular education students to and from school on a daily basis with 248 school 

buses.  You travel 18,932 miles a day for the AM and PM routes.  That is a total of 3,407,760 miles a 

school year for the regular education programs.  For the special needs programs, you transport 524 

special needs students on 70 buses.  You travel 4,880 miles a day for your AM and PM routes.  This 

is a total of 878,400 miles a school year for the special needs program routes. You as school bus 

drivers and bus aides travel a total of 4,286,160 routes miles in the Parish of Calcasieu.  This does 

not include the mileage for the 100 plus platoon routes as well as all of the TRIPS that you have 

completed for the School System. 

 

You have done a great job, but as with all jobs, you must continue to sharpen your driving skills, 

increase your knowledge of laws and policies and continue to provide professional services to the 

students of Calcasieu Parish. 

 

I urge you as an employee of the Calcasieu Parish School System to know your students who ride 

your school bus, get to know the school administrators of the schools you service, and most 

important, keep the lines of communication open with your students and their parents.  Treat your 

students and parents with respect and dignity at all times. 

 



 

On a closing note, remember: 

 

1. On your worst day of your job as a bus driver/aide, you are still some studentôs best hope to get to 

school. Author Unknown 

 

2. Students donôt care how much you knowéuntil they know how much you care. 

Author Unknown 

 

Andy Ardoin 

 

 

 

Director of Transportation 

Calcasieu Parish School System 

2011 



 

 

 

FORWARD 

It is the responsibility of the Calcasieu Parish School System Transportation Department to provide 
safe and dependable transportation for the students in our school district.  The Transportation Bus 
Driver Procedure Handbook has been designed with the purpose of providing useful and relevant 
information to all Transportation employees.  Much of the information will be familiar; however, all 
Transportation employees are required to read the Handbook and be familiar with existing policies 
and procedures.  Its content is not intended to replace or supersede state department or School 
System policies, but to address specific situations concerning Transportation employees.  A copy of 
the Handbook is also available online at www.cpsb.org.   Click on the department tab and 
Transportation is listed at the bottom.  
 
The Transportation Bus Driver Procedure Handbook will continue to evolve as information and 
situations change.  Updates will be provided to each transportation employee.  You will be notified of 
any revisions in rules or regulations that shall become effective during the school year.  
 
As a school bus driver, aide, or substitute bus driver for Calcasieu Parish School System, your job is 
as critical as any job in the district.  You are expected to develop your skills to the best of your ability, 
maintain a positive outlook and take pride in your performance. 
 
This handbook is to be used as a guideline.  It is not intended to be all-inclusive.  Procedures 
included are subject to change.  Calcasieu Parish School System Policies should be consulted as the 
official source of information. 
 
In addition to the guidelines found in this handbook, all drivers and aides are subject to the rules and 
regulations governing bus drivers and aides, which are found in the Louisiana Commercial Driverôs 
License Manual, the Louisiana Department of Education Bulletin 119: Louisiana School 
Transportation Specifications and Procedures and the Calcasieu Parish School System Policy and 
Procedure Manual. 
 
Calcasieu Parish School System is an equal opportunity employer.  The School System members 
and staff shall not discriminate on the basis of race, age, disability, color, religion, sex, or national 
origin in making decisions regarding employees or students. 



 

MEDIA USE STATEMENT 

All graphics used in this handbook are free from copyright infringement. The graphics contained in this 

handbook were used by subscription or purchase of software. This notice is to comply with the Calcasieu Parish 

School System Policy on copyright usage of graphics in media. The locations those graphics were used from 

are: 

 

1. Microsoft Corporation Clipart Gallery 

This clipart is part of the Microsoft Office suite of applications 

http://office.microsoft.com/en-us/images/??Origin=EC790014051033&CTT=6 

 

2. Open Clipart  

These clipart are open source and therefore free to use as needed by the terms of agreement set forth by 

openclipart.com 

http://www.openclipart.org/ 

 

3. Clipart.com 

This clipart was retrieved under a subscription service and are free to use under that subscription as  agreed 

upon by the terms of agreement set forth by clipart.com 

http://www.clipart.com/en/ 

 

http://office.microsoft.com/en-us/images/??Origin=EC790014051033&CTT=6
http://www.openclipart.org/
http://www.clipart.com/en/
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TELEPHONE CONTACT NUMBERS 

Calcasieu Parish School System 3310 E. Broad Street, Lake Charles, Louisiana 70615 

 

Superintendent of School    Wayne Savoy  337-217-4000 ext 1704 

Asst. Supt. of Auxiliary Services   Gary Anderson  337-217-4040 ext 2001 

 

Transportation Office Personnel 

Transportation Director    Andy Ardoin   337-217-4330 ext 5401 

Transportation Route Supervisor   Diana Kersten  337-217-4330 ext 5406 

Transportation Route Supervisor   Charles Sellers  337-217-4330 ext 5412 

Secretary      Lynell Broussard  337-217-4330 ext 5404 

Preventive Maintenance Clerk   Candice Frugeô  337-217-4330 ext 5410 

Special Needs Coordinator/Field Trips  Wilma Jones   337-217-4330 ext 5403 

Shop Supervisor     Nick Soileau   337-217-4330 ext 5409 

Assistant Shop Supervisor    Joseph Thomas  337-217-4330 ext 5408 

Mapping Coordinator    LaJoyce Washington 337-217-4330 ext 5405 

Mechanics      Alexis Cagle   337-217-4330 ext 5408 

       Randy Dartez 

       Brian Davis 

       Fredrick Franklin 

       Linton Freeman 

       James K. Gaudet 

       Antoine Guillory 

       Darius Lemalle 

       Rodney Semar 

       Jody Spell 

   

EMERGENCY NOTIFICATION NUMBERS AFTER HOURS 

Andy Ardoin  337-478-7653 (home) 337-794-5305 (cell) 

Diana Kersten 337-855-4871 (home) 337-794-5202 (cell) 

Charles Sellers 337-853-1955 (home) 337-502-2215 (cell) 

Nick Soileau  337-309-6097 (home) 337-274-6028 (cell) 

Joseph Thomas 337-855-0012 (home) 337-661-3109 (cell) 
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TRANSPORTATION OVERVIEW  

 

 
The purpose of this handbook is:  
  
1. To set forth rules, regulations and guidelines which will result in an improved transportation 

system 
 

2. To provide the basis for an overall improvement in the school transportation program 
 
3. In general, to guide all persons concerned with a more enriched program of education 
 
The school bus driver and aide assume an important role in all phases of the transportation program, 
but of special significance is the driverôs role in connection with the safety aspect of transportation.  
The safest highways and the very best buses are important, but a complete safety program can be 
developed only in direct relation to the safety of the operation of the bus. 
 
The school bus driver and aide play a very important role in our educational system.  The school 
system can only serve its purpose if the students are present to be educated.  Therefore, 
transportation is a vital part of the educational process. 
 
Since the bus driver and aides care for the lives of many students, the major responsibility is their 
safety.  Toward that end, the driver is morally, as well as legally responsible to conduct themselves at 
all times in the discharge of duties in such a manner that every precaution can be taken to afford 
maximum protection to the students.  The school bus driver and aide are responsible to the School 
System, the Superintendent, the Transportation Director, the Transportation Route Supervisors and 
the Principal in all his/her actions insofar as the safe and efficient handling of the bus is concerned. 
 
You are responsible for the student from the time the student boards the bus until the time the student 
arrives at school or home.  A student should never be unloaded at any place other than at the bus 
stop nearest their home or at the studentôs local school unless instructed by the School System to do 
so. 
 
The school bus driver and aide are responsible for familiarizing themselves with policies of the School 
System concerning transportation to get acquainted with state and local traffic laws governing the 
operation of motor vehicles and to participate in all meetings, conferences and training courses which 
will improve pupil transportation in the Parish. 
 
You must be able to communicate and work well with students and parents.  Precious human lives 
depend upon your driving experiences, skills, judgment and attitude.  The driver and aides affects the 
life and welfare of students more than any other in the area of education.  You are the first 
representatives of the School System to meet the students in the morning and the last to see them in 
the evening.  You are in a position to have a major influence in a studentôs attitude towards school. 
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It is of vital importance that the school bus drivers and aides maintain the highest efficiency as far as 
health is concerned if maximum safety is to be afforded those who ride the bus daily.  You are the 
front line in the field of public relations.  The general public and parentôs opinion concerning the 
School System is often based on the efficiency of the Transportation Department.  The entire School 
System enjoys a good reputation when buses are well-maintained, driven by safe congenial drivers 
who make their stops on time. 
 
The vital link to safety, proper driver attitude, knowledge and skill is not just acquired but must be 
developed through your interest in safe driving.  Not only with intensive pre-employment training, but 
also with continual in-service activities you upgrade your ability to cope with the constantly changing 
driving environment. 
 
It is hoped that this Handbook will provide direction and guidance to all those involved in the safe, 
efficient and economical school bus transportation of the students of Calcasieu Parish School 
System. 
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CALCASIEU PARISH SCHOOL SYSTEM 
EMERGENCY PREPAREDNESS PROCEDURES 

 

  

CPSS Emergency Hotline -  217 - INFO (4636)  
Hotline activated during parish evacua tions only.  

 
The goal of Emergency Response Crisis Management is that schools are safe and conducive 

to learning.  

 

School safety is EVERYONEôS responsibility. Staff, students, parents and the entire 

community need to report any safety concerns to a school administrator.  

 

The Calcasieu Parish School System is committed to providing safe school environments for 

all students, staff members, and visitors. We work closely with our community partners -  

police, fire, medical, public health, and mental health -  to ensure that we are prepared for 

emergencies. Schools have comprehensive Emergency Response Crisis Management plans 

that are in alignment with local, state, and federal responders for swift response to any crisis 

that may occur in our schools.  

 
School Messe nger  is a communication system that allows school district administrators to 

deliver important information immediately via telephone to parents and employees for both 

emergency and non -emergency situations. Up to six phone numbers are allowed for each 

pers on.  

 

When a school emergency occurs...  

 

Parents can get critical information and directions by doing the following BEFORE GOING 

TO THE SCHOOL OR SCENE OF THE EMERGENCY.  

 Visit www.cpsb.org  website   
 Tune into KPLC television station for news alerts   
 Listen t o radio stations  

KYKZ 96.1 FM  KBIU 103.3 FM  KKGB 101.3 FM  

KQLK 97.9 FM  KAOK 1400 AM  KXZZ 1580 AM  

KNGT 99.5 FM  KHLA 92.9 FM  KJMH 107.5 FM  

KTSR 92.1 FM  KLCL 1470 AM  KJEF 1290 AM  

KZWA 104.9 FM      

It is critical that accurate and timely information and directions be delivered by school 

officials during an emergency. The Calcasieu Parish School System is committed to releasing 

such information to parents, the public, and the news media as soon as it is available.  

 

How can parents prepare for a school emer gency?  

1.  Remember in any crisis situation, a student can be released only to an adult that is 

documented as an emergency contact and can show proper identification.  

2.  Provide accurate emergency contact information to your student ôs school and notify 

the schoo l if it changes.  

3.  Keep updated by reading messages on the Calcasieu Parish School System website 
www.cpsb.org  or in school newsletters, websites, or notices.  
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Emergency Descriptions  

 

LOCKDOWNS  occur when internal or external threats exist. Exterior and  interior doors are 

locked with staff and students in secured areas until an all clear is given. If possible, signs 

are posted to alert parents and visitors about the lockdown.  

 

SHELTER - IN - PLACE  assures student safety when schools are alerted that hazardou s 

materials may have been released into the atmosphere and evacuation or dismissal is not 

advisable. Safe areas are identified in schools where refuge can be taken until it is safe to 

release students.  

 

EVACUATION  procedures at each school include alterna te locations and procedures where 

parents can be reunited with their student . Parents will be directed through the news media 

or district website to a specific location where they will be required to show proper 

identification such as a driverôs license or other photo identification.  

 

RECOVERY  is the longest phase of emergency management, lasting until the physical 

environment, students, and staff  have returned to a sound physical and emotional state. 

Trained school and volunteer community mental health pr ofessionals will assist students, 

staff, and families in the event that a school emergency occurs.  

 

Other Links  

 Homeland Security & Emergency Preparedness  ï  
 http://www.cppj.net/index.aspx?page=121 
 In the event of a natural threat to Calcasieu Parish, this  site will convert to a special 

emergency portal, providing only essential information related to the emergency at 
hand.  

 
 

 
 This information was retrieved from the Calcasieu Parish School System web site and is subject to 

change as necessary by the Calcasieu Parish School System  
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FREQUENTLY ASKED QUESTIONS 

 
 
Active substitute bus driver 
 
This is a driver that has driven at least 60 days in the previous year. 
 
Inactive substitute bus driver 
 
 This is a driver that has not driven at least 60 days in the previous year. 
 
Open position   
 
An open position is when a permanent driver is going to be out more than 10 days for various 
reasons. 
 
How are open positions offered?   
 
An open position is offered to the senior substitute bus driver in the same ward as the open position.  
If we have used all substitute drivers in that ward, it is then offered to the senior substitute in the 
nearest ward. 
 
What is the rate of pay for a substitute bus driver?   
 
$57.00 per day 
 
What is the rate of pay for a substitute bus driver in an open position?   
 
The rate of pay for a substitute in an open position is $57.00 per day.  On the 21st consecutive day 
without an absence, the rate of pay will increase to $71.58 per day.  The days will carry over if you 
are assigned by Transportation to go from one open position to another open position without a break 
in service. 
 
Can I apply for a permanent route?   
 
No, a substitute bus driver can't apply for a permanent route. If a permanent driver doesn't bid on an 
advertised route, it is then offered to the senior active sub in that ward. If a senior active sub is not 
available in that ward, it is then offered to the senior active sub parish wide. If a senior active sub 
parish wide is not available, it is then offered to the senior inactive sub in that ward. 
 
What if my check is wrong?   
 
Please contact the payroll department at 217-4060 
 
What is the pay for a field trip?   
 
$12.00 show up fee and $10.00 per hour minimum of $32.00 
 
What if I need the phone number for another department/school?   
 
Please contact the switchboard at 217-4000 
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YOUR WORK AS A SCHOOL BUS DRIVER 
 

 
YOUR RESPONSIBILITY:  
Safety and efficiency in transporting precious lives daily requires dedicated personnel.  It is your 
responsibility to be prepared for work each and every day and to carry out your assigned duties to the 
best of your abilities. 
 
YOUR PASSENGERS:   
 
You must have a sympathetic understanding of the problems, moods, and individual differences of 
the students. 
 
PARENTS:   
 
Your communication with parents promotes a cooperative atmosphere between you and the parent.  
You should be knowledgeable of school policy and bus safety rules so that you can discuss them with 
parents and other concerned citizens. 
 
YOUR FELLOW EMPLOYEES:  
  
You should have a sincere respect of others and be cooperative in your relationship towards those 
with whom you work. 
 
YOURSELF:  
 
You must be sure you are in proper physical and mental condition each day and that you are capable 
of performing your jobôs duties. 
 
YOUR SCHOOL BUS: 
   
You must make sure that your bus is in good working condition prior to making any trip. 
 
THE PUBLIC:  
  
The community will judge the School System by the way you drive, talk, and look while driving your 
school bus.  You are a public relations agent. 
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BECOMING A SCHOOL BUS DRIVER 

 
 

To become a school bus driver in Calcasieu Parish a person must: 
 
1. Application completed and approved ï Personnel Dept 

 

 Personnel will complete a criminal history check and driving record check 
 

 You must be fingerprinted - Check with Personnel Dept 
 

 You must be at least 21 years old as required by CDL 
 
2. You shall attend and complete the Louisiana School Bus Operators 
 

 Course ï 40 hours ï NO COST 
 
3. You will have to take and pass a C.D. L. Physical Examination 
 

 If you use our physicians ï NO COST 
 
4. You will have to take and pass a pre-employment drug test 
 

 You will be notified when to appear for testing ï NO COST 
 
5. You will proceed to the D.M.V. to take a General Knowledge test    for C.D.L./School  

Bus/Passenger/Air Brake ï Learners Permit 
 

 Test can be given ï written, on a computer, or orally 
 

 The cost for the Learners Permit - CASH (contact OMV @ 337 491-2533 for your cost) 
 

 Bring a copy of your C.D.L. physical, a copy of your private vehicle insurance, and a copy of 
your Social Security Card 

 

 When you are issued a Learners Permit ï Bring it and your physical examination to the 
Transportation Office to make copies 

 

 When training on the school bus ï keep your permit and physical card on you at all times.  
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6. Upon Issue of Permit ï You will be assigned a trainer for the next 3 weeks 
 

 1st week observation of trainer and the route 
 

 2nd week driving the bus empty and practice skills course 
 

 3rd week driving the bus route, loading and unloading students on the bus route 
 

 Upon your completion of driver training, your trainer will complete an evaluation report for the 
Transportation Office 

 

 After ï you may call in the Transportation Office, to schedule your skills test at 337- 217-4330 
 

 Skills Test ï NO COST 
 
7. When you have successfully completed your Skills Test, you will be given a SEALED  

ENVELOPE to take to the D.M.V.  DO NOT OPEN THE SEALED ENVELOPE.  After three 
failed attempts of the Skills Test, trainee must meet with the Director of Transportation or a 
Transportation Supervisor. 

 

 You will go to the D.M.V. for your new C.D.L. License 
 

 BEFORE YOU LEAVE THE D.M.V : 
Check your license and make sure that it shows that you now have a Class B license with 
endorsements for P ï passenger, S ï School Bus and make sure there is NO L endorsement 
to indicate that you can drive a school bus that has air brakes installed or 54 restriction which 
prevents you from driving an airbrake bus 
 

 Cost for your C.D.L. is (contact OMV @ 337 491-2533 for your cost) ï CASH - YOUR COST 
 
8. After you receive your C.D.L., you will need to proceed to the Transportation Office 
 

 A copy of your C.D.L. will be made for your file 
 

 You will be issued a personal identification number, PIN, to use to fuel buses you drive 
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INFORMATION FOR SUBSTITUTE DRIVERS 
 

 
 

Whenever a substitute driver is contacted, it is his/her responsibility to get all of the necessary 
information to conduct the route. Information that should be obtained includes the following: 
 
1. Bus driverôs name 

 
2. Bus number 
 
3. Bus driverôs address or where the bus is located 
 
4. Route structure -- all bus drivers should have a map or computer printout of their route 
 
5. Schools serviced 
 
6. Does the regular driver have an extra route such as a platoon route or field trip? 
 
7. When does the regular driver depart his/her house? 
 
8. What time is the first pick-up? 
 
9. What is the regular driverôs sign in school? 
 
10. Does the driver have any maintenance scheduled for the bus? 
 
Notes: 
 
1. Substitute drivers shall abide by the exact pick-up times, bus stops, and route as the regular 

driver.  It is a cardinal sin to run a bus route early. 
 
2. Substitute drivers are responsible for providing their own transportation to and from the regular 
driverôs home. 
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ROLE AND RESPONSIBILITIES OF THE SUBSTITUTE BUS DRIVER 
 

The first responsibility of all substitute drivers is to make themselves available to any regular bus 

driver who is unable to make their route for emergency or other reasons.  The Transportation 

Department is very much aware that substitute drivers, like regular drivers, have situations which 

occur whereby they cannot make themselves available because of their own emergencies.  However, 

when it is brought to the attention of the Transportation Department that a substitute driver is 

habitually not available to perform his/her duties, that substitute driver will be contacted to determine 

if he/she needs to reevaluate their employment for the School System. 
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LOCAL POLICIES YOU SHOULD KNOW 

 
Other Employment 
 
The School System has no problem with any permanent or substitute bus driver having other 
employment besides the Calcasieu Parish School System, provided that the other employment does 
not conflict in any way with availability or create time conflicts. 
 
Annual Certification 
 
All bus drivers and substitute drivers must meet certain requirements annually in order to maintain 
their status as a school bus driver.  These requirements include: 
 
1. Possess a valid Class B Commercial Driverôs License, with school bus, passenger and airbrake 

endorsements. 
 
2. Have successfully completed a CDL physical exam within 45 days prior to the start of each school 

year. 
 
3. Have a driving record check. 
 
4. Have completed eight hours of in-service training within the last two years. 

 
Remove Keys 
 
Always remove the keys from the ignition and take them with you when you leave your bus 
unattended. 
 
Never get out of your seat and leave the keys in the ignition when students are in the bus. 
 
When the bus is empty, you should not leave the bus when the engine is running except when 
inspecting the bus. 
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Responsibilities to Principals 
 
Bus drivers are directly responsible to the school administrators of the schools which they serve.  
Whenever a school administrator gives an order to a bus driver, that order should be followed unless 
it is in direct violation of School Board policy.  After a driver performs his/her duties for the school 
administrator, and the driver feels that there is a conflict with the aforementioned policy, the driver 
should contact the Transportation Office for clarification.  A school principal is the direct supervisor on 
the school campus for all bus drivers.  If a principal mandates any changes in routes, stop locations, 
or arrival or departure times that conflicts with existing route structures, that situation should be 
brought to the attention of the Transportation Department immediately. 
 

Speed Limits 
 

Follow the posted speed limits at all times. Never exceed 55 mph as mandated by the State of 

Louisiana on interstate highways.  School zone speed limits apply to school buses. 
 

Criminal History 
 
The School System shall require, in accordance with state law, certain applicants for employment to 
submit necessary information regarding their backgrounds.  A prospective employee that may be 
employed in a position having responsibility for the care, supervision and/or discipline of minor 
students shall be required to provide authorization for the disclosure of any information regarding past 
criminal activities.  The School System is forbidden to hire any applicant who has been convicted of, 
or who has pleaded nolo contendere to, crimes outlined in state law.  Said prohibition applies to such 
positions as teacher, substitute teacher, bus driver, substitute bus driver, bus aide janitor, or any 
school employee who might be expected to be placed in a position of supervisory or disciplinary 
authority over school students. Applicants may be employed prior to the results 
of the inquiry, on a contingency basis, pending receipt of the reports. 
 
CPSS Drug and Alcohol Testing Policy 

 
DRUG/ALCOHOL TESTING OF EMPLOYEES 

REQUIRED TO POSSESS COMMERCIAL DRIVERS LICENSES 
 
 

The Calcasieu Parish School System, as a result of its responsibilities to its employees and to the 
public it serves, has a compelling obligation to eliminate illegal drug and alcohol use from its 
workplace.  The School System recognizes the increased risks and dangers when employees use 
drugs/alcohol in the workplace.  This policy will establish the administrative scope, personnel 
procedures, employee training, drug testing guidelines, and employee assistance related to achieving 
a drug free workplace.  It is the intent of this policy to comply with current federal statutes and U.S. 
Department of Transportation regulations concerning drugs in the workplace and drug testing of 
employees. 
 
 
 
 
 
 
 
 



Page 26 

CONTACT PERSON 
 
Questions regarding this policy may be directed to the following individual: 
 
Mr. Gary Anderson 
Assistant Superintendent 
Calcasieu Parish School System 
3310 Broad Street 
P.O. Box 800 
Lake Charles, Louisiana  70602-0800 
(337) 217-4300 
 
APPLICATION 
 
This policy shall apply to every person employed by the School System who operates a commercial 
motor vehicle in interstate or intrastate commerce and is subject to the commercial driverôs license 
requirements of 49 CFR Part 383.  The School System requires compliance with this policy as a 
condition of employment, continued employment, and continuation of contractual agreements with the 
School System in the capacity of a driver. 
 
SAFETY-SENSITIVE FUNCTIONS 
 
ñSafety-sensitive functionò means any of those on-duty functions set forth in 49 CFR Parts 395.2 ñOn-
Duty time,ò paragraphs (1) through (7). 
 
ñPerforming a safety-sensitive functionò means a driver is considered to be performing a safety-
sensitive function during any period in which he or she is actually performing, ready to perform, or 
immediately available to perform any safety-sensitive functions. 
 
PROHIBITIONS 
 
Department of Transportation agency drug testing programs require that employers test for 
marijuana, cocaine, opiates, amphetamines and phencyclidine. 
 
The Department of Transportation prohibitions (49 CFR 382 Subpart B) require the following: 
 
Alcohol Concentration 
 
No driver shall report for duty or remain on duty requiring the performance of safety-sensitive 
functions while having an alcohol concentration of 0.04 or greater shall permit the driver to perform or 
continue to perform safety-sensitive functions. 
 
Alcohol Possession 
 
No driver shall be on duty or operate a commercial vehicle while the driver possesses alcohol, unless 
the alcohol is manifested and transported as part of a shipment.  No employer having actual 
knowledge that a driver possesses unmanifested alcohol may permit the driver to drive or continue to 
drive a commercial motor vehicle. 
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On-duty Use 
 
No employee shall use alcohol while performing safety-sensitive functions.  No employer having 
actual knowledge that a driver is using alcohol while performing safety-sensitive functions shall permit 
the driver to perform or continue to perform safety-sensitive functions. 
 
Pre-duty Use 
 
No driver shall perform safety-sensitive functions within four hours after using alcohol.  No employer 
having actual knowledge that a driver has used alcohol within four hours shall permit a driver to 
perform or continue to perform safety-sensitive functions. 
 
Use Following and Accident 
 
No driver required to take a post-accident alcohol test under 49 CFR Section 382.303 shall use 
alcohol for eight hours following the accident, or until he/she undergoes a post-accident alcohol test, 
whichever occurs first. 
 
Refusal to Submit to a Required Alcohol or Controlled Substances Test 
 
No driver shall refuse to submit to a post-accident or controlled substances test required under 49 
CFR Section 382.303, a random alcohol or controlled substances test required under 49 CFR Section 
382.305, a reasonable suspicion alcohol or controlled substances test required under 49 CFR Section 
382.307, or a follow-up alcohol or controlled substances test required under 49 CFR Section 382.311.  
No employer shall permit a driver who refuses to submit to such tests to perform or continue to 
perform safety-sensitive functions. 
 
Controlled Substances Use 
 
a. No driver shall report for duty or remain on duty requiring the performance of safety-sensitive 

functions when the driver uses any controlled substance, except when the use is pursuant to the 
instructions of a physician who has advised the driver that the substance does not adversely affect 
the driverôs ability to safely operate a commercial motor vehicle. 

 
b. No employer having actual knowledge that a driver has used a controlled substance shall permit 

the driver to perform or continue to perform a safetyðsensitive function. 
 

c. An employer may require a driver to inform the employer of any therapeutic drug use. 
 
Controlled Substances Testing 
 
No driver shall report for duty, remain on duty or perform a safety-sensitive function, if the driver tests 
positive for controlled substances.  No employer having actual knowledge that a driver has tested 
positive for controlled substances shall permit the driver to perform or continue to perform safety-
sensitive functions. 
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ENFORCEMENT 
 
The School System reserves the right, in certain circumstances, to require employees to submit to 
medical or physical examinations or tests.  These procedures may be required at any time as 
condition of employment or continued employment.  The procedures used may include, but are not 
limited to, urine drug tests, blood alcohol tests, breathalyzer tests, or other medical examinations to 
determine the use of any substance prohibited by this policy or to determine satisfactory fitness for 
duty.  The tests may be announced or unannounced and may be utilized under the following 
circumstances: 
  
Pre-employment Testing 
 
a. Prior to the first time a driver performs safety-sensitive functions for an employer, the driver shall 

undergo testing for alcohol and controlled substances.  No employer shall allow a driver to perform 
safety-sensitive functions unless the driver has been administered an alcohol test with a result 
indicating an alcohol concentration less than 0.04, and has received a controlled substances test 
result from the medical review officer indicating a verified negative test result.  If a pre-employment 
alcohol test result under this section indicates an alcohol content of 0.02 or greater but less than 
0.04, the provisions of 49 CFR Part 382.505 shall apply. 
 

b. An employer is not required to administer an alcohol test and/or a controlled substances test 
required by paragraph (a) of this section if the requirements of 49 CFR Part 382.301 (b) and (c) are 
complied with. 

 
Post-accident Testing 
 
As soon as practicable following an accident involving a commercial motor vehicle, each employer 
shall test for alcohol and controlled substances each surviving driver. 

 
a. Who was performing safety-sensitive functions with respect to the vehicle, if the accident involved 

the loss of human life; or 
 

b. Who receives a citation under state or local law for a moving traffic violation arising from the 
accident; or 

 
c. Damage caused in the accident is value of $1,000 or greater. 
 
Random Testing 
 
Except as provided in paragraphs (b) through (d) of 49 CFR Part 382.305, the minimum annual 
percentage rate for random alcohol testing shall be 25 percent of the average number of driver 
positions.  The minimum annual percentage rate for random controlled substances testing shall be 50 
percent of the average number of driver positions.  The employer shall randomly select a sufficient 
number of drivers for  alcohol testing and for controlled substances testing during each calendar 
year to equal an annual rate not less than the minimum annual percentage rates indicated above. 
 
 
 
 
 
 
 



Page 29 

Reasonable Suspicion Testing 
 
a. An employer shall require a driver to submit to an alcohol test when the employer has reasonable 

suspicion to believe that the driver has violated the prohibitions of subpart B of 49 CFR Part 382 
concerning alcohol, except for 49 CFR Part 382.304.  The employerôs determination that 
reasonable suspicion exists to require the driver to undergo an alcohol test must be based on 
specific, contemporaneous, articulable observations concerning the appearance, behavior, and 
speech or body odors of the driver. 

 
b. An employer shall require a driver to submit to a controlled substances test when the employer has 

reasonable suspicion to believe that the driver has violated the prohibitions of Subpart B of 49 CFR 
Part 382 concerning controlled substances.  The employerôs determination that reasonable 
suspicion exists to require the driver to undergo a controlled substances test must be based on 
specific, contemporaneous, articulable observations concerning the appearance, behavior, speech 
or body odors of the driver.  The observations may include indications of the chronic and 
withdrawal effects of controlled substances. 
 

c. The required observations for alcohol and/or controlled substances reasonable suspicion testing 
shall be made by a supervisor or company official who is trained in accordance with 49 CFR Part 
382.603.  The person who makes the determination test reasonable suspicion exists to conduct an 
alcohol test shall not conduct the alcohol test of the driver. 

 
Return-to-duty Testing 
 
a. Each employer shall ensure that before a driver returns to duty requiring the performance of a 

safety-sensitive function after engaging in conduct prohibited by Subpart B of 49 CFR Part 382 
concerning alcohol, the driver shall undergo a return-to-duty alcohol test with a result indicating an 
alcohol concentration of less than 0.02. 
 

b. Each employer shall ensure that before a driver returns to duty requiring the performance of a 
safety-sensitive function after engaging in conduct prohibited by Subpart C of 49 CFR Part 382 
concerning controlled substances, the driver shall undergo a return-to-duty controlled substances 
test with a result indicating a verified negative result for controlled substances use. 

 
Follow-up Testing 
 
a. Following a determination under 49 CFR Part 382.605(b) that a driver is in need of assistance in 

resolving problems associated with alcohol misuse and/or use of controlled substances each 
employer shall ensure that the driver is subject to unannounced follow-up alcohol and/or controlled 
substances testing as directed by a substance abuse professional in accordance with the 
provisions of 49 CFR Part 382.605(c) (2) (ii). 
 

b. Follow-up alcohol testing shall be conducted only when the driver is performing safety-sensitive 
functions, just before the driver is to perform safety-sensitive functions, or just after the driver has 
ceased performing safety-sensitive functions. 

 
PROCEDURES 
 
Collecting and testing procedures shall conform to all applicable federal guidelines and particularly 
those as prescribed by the Department of Transportation at 49 CFR Section 382 et al. 
Any pre-employment applicants with confirmed positive test results shall be removed from the list of 
available to applicants for job positions. 
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REQUIREMENT OF SUBMISSION TO ALCOHOL OR CONTROLLED SUBSTANCES TESTS 
 
All employees to whom this policy is applicable are required to submit to alcohol and controlled 
substances tests administered in accordance with applicable laws. 
 
REFUSAL TO SUBMIT TO TESTING 
 
Refusal to submit to an alcohol or controlled substances test means that a driver: 
 
a. Fails to provide adequate breath for testing without a valid medical explanation after he or she has 

received notice of the requirement for breath testing in accordance with the provisions of this part. 
 

b. Fails to provide adequate urine for controlled substances testing without a valid medical 
explanation after he or she has received notice of the requirement for urine testing in accordance 
with the provisions of this part, or 

 
c. Engages in conduct that clearly obstructs the testing process. 
 
Any employee refusing to consent to testing or to submit a saliva, urine or blood sample for testing 
when requested by the School System shall be subject to disciplinary action, up to and including 
termination of employment.  Attempted or actual substitution or adulteration of samples shall be 
equivalent to refusal to submit to testing or equivalent to a positive drug test. 
 
NOTICE OF DISCIPLINARY ACTION FOR POLICY VIOLATIONS 
 
The consequences for drivers found to have violated Subpart B of the Rules and Regulations 
promulgated at 49 CFR Section 382.201 et seq and/or to comply with the provisions of this policy are 
as follows: 
 
a. Except as provided in Subpart F of 49 CFR Parts 382, et al, no driver shall perform safety-sensitive 

functions, including driving a commercial motor vehicle, if the driver has engaged in conduct 
prohibited by Subpart B of 49 CFR Parts 382, et al or an alcohol or controlled substances rule of 
another Department of Transportation agency. 
 

b. No employer shall permit any driver to perform safety-sensitive functions; including driving a 
commercial motor vehicle, if the employer has determined that the driver has violated the above 
provisions. 

 
No driver who has engaged in conduct prohibited by Subpart B of 49 CFR Part 382 shall perform 
safety-sensitive functions, including driving a commercial motor vehicle, unless the driver has met the 
requirements of 49 CFR Section 382.605.  No employer shall permit a driver who has engaged in 
conduct prohibited by Subpart B of 49 CFR Part 382 to perform safety-sensitive functions, including 
driving a commercial motor vehicle, unless the driver has met the requirements of 49 CFR Section 
382.605. 
The requirements of 49 CFR Section 382.605 include the following: 
 
a. Each driver who has engaged in conduct prohibited by Subpart B of 49 CFR Part 382 shall be 

advised by the employer of the resources available to the driver in evaluating and resolving 
problems associated with the misuse of alcohol and use of controlled substances, including the 
names, addresses and telephone numbers of substance abuse professionals and counseling and 
treatment programs. 
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b. Each driver who engages in conduct prohibited by Sub part B of 49 CFR Part 382 shall be 
evaluated by a substance abuse professional who shall determine what assistance, if any, the 
employee needs in resolving problems associated with alcohol misuse and controlled substances 
use. 

 
The consequences for drivers found to have an alcohol concentration of 0.02 or greater but less than 
0.04 are as follows: 
 
a. No driver tested under the provisions of Subpart C of 49 CFR Section 382, et al who is found to 

have an alcohol concentration of 0.02 or greater but less than 0.04 shall perform or continue to 
perform safety-sensitive functions for an employer, including driving a commercial motor vehicle, 
nor shall an employer permit the driver to perform or continue to perform safety-sensitive functions, 
until the start of the driverôs next regularly scheduled duty period, but not less than 24 hours 
following administration of the test. 
 

b. Except as provided in paragraph (a) of this section, no employer shall take any action under this 
part against a driver based solely on test results showing an alcohol concentration less than 0.04.  
This does not prohibit an employer with authority independent of this part from taking any action 
otherwise consistent with law. 

 
In addition to the above, violations of Subpart B of the Rules and Regulations promulgated at 49 CFR 
Section 382.201 et seq and/or the failure to comply with the provisions of this policy shall be grounds 
for disciplinary action including but not limited to written reprimands, changes in job assignments, 
suspensions from work, and termination. 
 
An employee shall be subject to immediate discharge if the employee refuses to cooperate with any 
of the enforcement provisions of the policy or is believed to have tampered or purposefully tried to 
alter the outcome of drug or alcohol test. 
 
EFFECTS OF ALCOHOL AND CONTROLLED SUBSTANCES 
 
The Calcasieu Parish School System shall continue to provide all employees drug awareness 
programs focusing on the following: 
 
1. The dangers of drug abuse in the workplace; 

 
2. The specifics of the parish Drug-Free Workplace Policy; 

 
3. Available treatment centers/hospitals for employees in need. 
 
The costs for services of assessment and/or treatment will be the responsibility of the employee. 
 
Public Law 102-143 Title V, Omnibus Transportation Employees Testing Act requires that the School 
System comply with certain guidelines in order to limit substance abuse in the workplace.  The Law 
requires the School System to provide training and continuing education on drug abuse related 
issues.  The School System shall also provide its employees with a list of resources where the 
employee may go for drug abuse counseling and rehabilitation.  The Law also requires that the 
employee notify his employer of any conviction for drug related offenses within five days of such 
conviction. 
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SAFE BUS DRIVING TECHNIQUES 

 
 

Use Caution at Bus Stops 
 
1. When approaching and departing bus stops make sure that no one is in front of or around the 

sides of the bus.  Make it a habit to use the front cross-over side mirrors. 
 
2. Students should cross only in front of the bus in view of the driver.  They should not be allowed to 

cross behind the bus.  (See 10 foot crossing rule in this handbook). 
 
3. Allow students to get on or off the bus only at their assigned bus stops unless they have a note 

signed by their parents and the school administrator and provided to the bus driver. 
 
4. Do not block or stop intersections or cross walks for pick-up or drop off.  Stop the bus only in the 

right lane.  Do not straddle lanes in order to stop traffic. 
 
5. Bring the bus to a complete stop before allowing students to get on or off the bus. 
 
6. Account for each student as they load and unload the school bus. 
 
7. Make adjustments for rainy days. 

 

Use Courtesy 
 

Since your position requires direct contact with the public, their opinion of our School System 
depends a great deal on your courtesy, patience, and willingness to serve.  Bus drivers are the first 
person representing the School System that students see each day before starting school.  The 
manner in which you greet these individuals can make or break the day for them.  It can determine 
whether you will have more or fewer problems on your bus. 
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GENERAL OPERATING PROCEDURES 

 
General Operating Procedures Overview 
 

 Recognize and respect the rights and property of students and co-workers and maintain 
confidentiality in all matters relating to students and co-workers. 

 

 Report to work in accordance with your assigned schedule. 
 

 Only authorized personnel, registered school-age students or identified sponsors or chaperones 
may ride the school bus. Children of School Transportation employees are not allowed to be 
transported on field trips unless approved by the school administrator. Transportation employees 
are not permitted to ride a route or go on a field trip with another driver without approval. 

 

 Transportation employees are not allowed to leave their own children unattended at the 
Transportation Office for any reason. Children or other family members are not allowed 
unattended at the Transportation Office while on duty or during luncheons.  Remember that this is 
a place of business. 

 

 If you are ill and cannot be at work, it is your responsibility to contact a substitute bus driver or to 
notify and speak personally to the Transportation Department for a route split.  AM runs (1 hour 
before scheduled departure) and PM runs (before noon). 

 

 It is imperative to the Transportation Department 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. 

 

 Drivers must be present and supervising students as they load/unload or are on the bus.  In the 
event of an emergency, the driver will not leave students unattended until another adult is present 
to supervise students.  At no time should students be onboard without supervision. 

 

 Buses are not to be driven or parked on private property (business, etc.) or used for personal 
business.  Buses are not to be taken to a 2nd job without approval from the Transportation 
Department.    

 

 Re-assign seats anytime your load is adjusted and turn in new seating chart to the office. 
 

 Be courteous at all times. Courtesy should be practiced at all times on streets with heavy traffic 
patterns as well as on campuses and in subdivisions. 

 

 Observe all speed limits. Speeding will result in disciplinary action 
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 Never take chances.  Think student safety at all times. 
 

 No driver shall change his or her route without approval.  Notify a route supervisor in the event of 
any temporary emergency or permanent route change. 

 

 Drivers are expected to keep the inside of their buses clean and swept daily.  Spot inspections 
may be done and if buses are found to be unclean, appropriate actions will be taken.  Sweeping, 
cleaning and fueling your bus are included in your route time.   

 

Employee Conduct 

 

 No employee shall possess, use, or be under the influence of alcohol or drugs while on school 
property, while working or while attending any school or parish sponsored activity. The School 
System has a Zero Tolerance Policy.  
 

 Employees shall demonstrate a cheerful attitude and cooperative working relationship while on 
duty.  We are a team! 

 

 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. 
 

 Any employee refusing to follow a directive or assignment from an administrator will be considered 
insubordinate and may be subject to recommendation for disciplinary action. 
 

Mechanical Breakdowns 

 Turn on hazard lights (not loading lights).  

 Move bus off roadway when possible. 

 Notify transportation by radio. 

 Place in neutral. 

 Set parking brake.  

 Turn off ignition switch. 2-way radio may not work. 

 Turn off master switch. 

 Use warning devices (reflectors, etc.) 

 Keep students on the bus unless safety conditions 
warrant their removal. 

  

 Wait for spare bus. 
 

 Upon arrival, the spare bus should stop in line with bus, as close as possible, to the rear of the 
disabled bus. 
 

 Drivers of both buses shall activate the alternating red loading lights prior to transferring students 
from one bus to another. 
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 The driver of the disabled bus shall open door, get out of the bus and stand to the right of the 
disabled bus. 

 

 The driver of the spare bus should open the door, get out of the bus and stand to the right of the 
spare bus. 
 

 The driver of the disabled bus shall instruct pupils to change buses in an orderly manner, staying 
in single file. 
 

 The alternating red loading lights on each bus shall be deactivated as soon as all students are on 
the spare bus. 
 

 After all pupils have been loaded on the spare bus, the regular driver should count all students 
before completing the route. 

 

 The driver of the spare bus shall assist getting the loaded bus back on the roadway. 
 

 The driver of the spare bus should be responsible for the disabled bus. 
 

 Students are not to be released from the bus unless identification is provided by the 
parent/guardian. Identification must be a valid state driverôs license and studentôs name and 
parent/guardian recorded. 
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ROUTE SELECTION AND ASSIGNMENTS 

 

Route Selection Procedures 

If an open route becomes available during the school year; a long term sub will be assigned by the 
Transportation Department.   
 
The assignment of open routes will be determined by Transportation.  Seniority will be a factor in the 
selection process.  
 
Initial Route Selection Process 

a. Drivers will be notified when permanent open routes are available.  This information is provided by 
the Personnel Department and posted at each school and in the Transportation Department.  

 
b. Route information may be obtained from the mapping coordinator. The routes are subject to being 

increased or decreased throughout the school year. 
 
c. As temporary open routes become available during the school year, they will be assigned to a long 

term substitute bus driver by Transportation. 
  

Route Revision Procedures 

The routing and scheduling of bus routes is a dynamic, ongoing process that results in fine-tuning.  
Changes may be made to routes throughout the school year.  A number of factors could contribute to 
the changes: students moving in, students moving out, program changes and verification of students 
scheduled for service versus those actually riding the bus.  These factors sometimes result in time 
increases, time decreases, route elimination or new route formation. 
 

Summer Employment 

Drivers and aides wishing to apply for summer employment may do so by signing the list in person in 
the Transportation Department in April of the previous school year. Drivers are eligible for driving 
positions as well as aides.  All positions are assigned by seniority in the program.  
 
Proper attire applies to summer employment as it does for regular school year employment. 
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IN-TRANSIT PROCEDURES 

 

 

 

 

 

Railroad Crossing Procedures  

Railroad crossings are always dangerous.  All crossings must be approached with the expectation 
that a train is coming. 

 

   School buses must stop between 15 and 50 feet from the nearest train track and   
determine if it is safe to cross.  Bus operators observed by Transportation Safety 
personnel, Transportation Supervisory personnel, law enforcement or railroad officials 
violating these requirements or crossing when it is unsafe to do so are subject to 
immediate disciplinary action. 

 

  Reduce speed on the approach to the tracks to avoid a fast stop that could invite a rear 
end collision.  Use your hazard flashing lights on the approach, about 100 feet before 
the stop and tap your brake lights to alert following traffic. Generally, the railroad 
crossing warning road signs are posted about this distance before the track.  
Remember to cancel your hazard flashers after clearing the track. 

 

   Educate your students to become silent during the approach and as the bus crosses the 
tracks. 

 

    Turn off noisy equipment. 
 

  Open the service door and driverôs window for better listening and visibility. close door 
before moving forward. Proceed with caution. 

 

 Double tracks require a double check.  Remember that a train on one track may hide a 
train on the other track.  After one train has cleared the crossing, make certain that 
another train is not approaching on the other track before starting across the tracks. 

 

   Remember that the train itself overhangs the track by about four feet on each side. 

 

 

ALWAYS EQUALS 
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  Never race a train to a crossing. 
 

 Do not cross a train track when a train is approaching within a distance of 1500 feet or 
less. 

 

 Do not begin to cross the track until the entire space the bus needs to occupy on the far 
side of the track is clear.  Do not assume traffic on the far side of the track will clear out 
in time.  Never get trapped on a crossing. 

 

 If the warning bells and lights are activated and the gates are down, you SHALL NOT 
cross the tracks UNLESS directed to do so by a law enforcement officer or railroad 
official.  CPSS transportation personnel are not legally authorized to allow you to cross 
the tracks if the lights, bells and gates are operating.  If the lights/gates are 
malfunctioning: 

 
  a)  Radio Transportation and report the location of the crossing so that the   
   malfunction can be reported. 
 
  b) If you can safely turn around or turn onto another road to bypass the   
   malfunctioning crossing, do so to avoid any unnecessary delays. 
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Two-Way Radio Procedures 

 

 

 

All Transportation personnel are directed to use proper radio etiquette. No personal 
conversations are to be held. Inappropriate language will not be tolerated.  Unnecessary radio 
traffic will delay emergency calls to Transportation.  All radio communications are for 
Transportation purposes only, for the safety of students and employees. Radios are monitored 
by the Superintendent, Assistant Superintendent, School Administrators, Transportation 
personnel, Calcasieu Parish Sheriffôs Department, and Federal Communications Commission.  

  
 Drivers are instructed to follow basic rules when using the radio: 
 

1. Monitor the air before transmitting.  Transmitting while someone else is transmitting will 
block his/her transmission, your transmission, or both. 

  
 2. Keep message brief.  Plan what you are going to say. 
  
 3. Wait your turn to talk.  You can only talk when you press the microphone button down.   

You can listen only when the button is released.  The other party must be finished 
before you can begin speaking.  Honor all requests to ñSTAND BY.ò 

  
 4. Speak clearly and in a normal conversational voice.  Speak into the face of the      

microphone.  Shouting will reduce the clarity of the message. 
 
 5. Be familiar with procedures for emergency calls. 
  
 6. Refrain from non-emergency conversation on bus channel with other drivers. 
  
 7. Always identify yourself by bus number. 
  

8.   Always acknowledge that you understand information and/or complete your message by 
saying ñ10/4ò.  Never assume that your message was heard and understood. 

  
 9.   Always place your microphone in its mounting clip. 
  
 10. Use the radio only when time is of the essence.  Problems or questions that can be   
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addressed later should be handled upon arrival at the Transportation office. 
  
 11. When reporting an accident, it is imperative that drivers immediately identify: 
 

a. Location 
 

b. Injuries 
 

c. Whether or not a school bus is involved.  If yes, provide bus driverôs name as well as 
the bus number 

  
 12.   Remember STUDENT CONFIDENTIALITY! 
  

13. Intentionally or habitually ignoring the radio will result in disciplinary action. 
 
14. When using the two-way radio, always be cautious of your driving environment. 

 
Law Enforcement Assistance Policy 
  
After law enforcement has been dispatched to assist you, STAY WHERE YOU ARE.  You must 
not move after law enforcement has been called even if the situation is resolved. 
 
Law enforcement is called to assist with problems on your bus ONLY in the following 
instances: 
 
1. Uncontrolled Physical Altercations 

 
2.  Major Disruption 
 
3.  Extreme Safety Concerns 
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Parking Lot Procedures 
 

 Make sure your back-up alarms are working.   
 

 Make sure back up lights are working.  
 

 Look through your bus windows for any approaching buses.  If 
windows are fogged up along the side of the bus, wipe the windows 
before attempting any maneuvers.   

 

 Slide side windows open so you can hear any outside noise. 
 

 Check side and rearview mirrors for buses, or headlights if dark.  
Also, turn your head and look. 

 

 Back very slowly! 
 

 Do not idle your bus for more than five minutes, even in cold 
weather. 

 
While Operating Your Bus 
 
1. All CPSS bus drivers shall wear a seat belt while driving. 
 
2. Drivers must be alert and careful at all times.  They must know 

what is happening. 
 

3. The maximum speed limit inside the bus yard, district property and any school campus is 5 MPH. 
 
4. Bus doors shall remain closed while in transit. 
 
5. Headlights and strobe light shall be required to remain on at all times. 

 
6. No student shall be allowed to ride in front of the seat dividers at the front of the bus or in the bus 

aisle or stairwell. 
 

7. Students are not allowed to operate any electrical/mechanical device on the bus.  There shall be 
no exceptions to this rule. 

 
8. Students are not allowed to get off the bus except at their regular bus stop, unless the student 

provides written permission from their parent, signed by a school administrator to the bus driver. 
Once the student(s) board the bus, they will not be allowed to get off for any reason until their 
destination has been reached, unless an emergency situation requires a bus evacuation. 

 
9. Students are not allowed to ride any bus except the bus to which they have been assigned.  Due 

to insurance coverage, only registered CPSS or parochial students are authorized to ride buses. 
 
10. It is the driverôs responsibility to transport students to and from school. Discipline problems are 

going to arise.  Under NO conditions is it permissible to remove a student from the bus for 
discipline reasons in the middle of a route by a school bus driver.  If a student becomes unruly, 
call the studentôs school administrator for instructions and/or assistance.  School administrators 
are the ONLY authorized personnel who can remove a student from the bus. 
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11. Drivers will check the interior of the bus after each route and upon completion of any trip for 

damage to seats, articles left on buses, and for students. 
 
12. IF A STUDENT IS FOUND ON THE BUS AFTER THE BUS DRIVER DEPARTS THE BUS, THE    

DRIVER IS SUBJECT TO RECOMMENDATION FOR DISCIPLINARY ACTION 
  
13. FOLLOWING DISTANCE 
  

 There must be a following distance of at least one full bus length (40 ft.) between buses.  
Maintain proper following distance for the speed traveled. 

 

 Increase following distance in inclement weather conditions. 
 

 When buses are stopped, the driver shall be able to see the rear wheels of the bus on the 
ground in front of them. 

 
14. When changing lanes, move the turn signal lever to the point where resistance to movement is 

felt.  Unless this is done, the rear signal lamps may not flash  even though the dash indicator 
lamp is flashing. 

 
15. The bus horn should not be used to tell students that the bus has arrived. 
 
16. Keep a constant watch on all gauges. Gauges, which indicate improper functioning on the bus, 

must be reported. 
 
17. Buses shall not be driven on private property (business, etc.) unless written permission has been 

given and authorized by the Transportation Director or Transportation Route Supervisor. 
 
18. If it is necessary to leave the bus at the school, these procedures will be followed: 

 
a. Place gear lever in neutral. 

 
b. Apply parking brakes.  

 
c. Turn off all lights and accessories. 

 
d. Shut off engine after proper cool down. 

 
e. Remove key from ignition 

 
f. Complete Post Trip Inspection 

 
g. Close door securely.  Lock doors if applicable. 

 
h. Turn ñoffò battery switch if you are at the end of your route. 

 
19. Never back a bus, unless it is absolutely necessary and then only by following these steps: 

 
a. Get off bus if no students are onboard, or walk to rear of bus inside if loaded with students, and 

check area behind bus before backing 
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b. Utilize side and overhead mirrors to check bus position on road 
 

c. Backing on school grounds is prohibited unless adult help is available 
 

d. Look around blind spots created by side mirrors, and then back with caution 
 

e. If necessary to back some distance, stop part way and check progress 
 

f. If possible, have another adult stand in a safe place and guide the driver by signaling 
 

g. The only exception to this policy will be on a route scheduled turn around. If your back-up 
alarm is properly functioning, you will not be required to get off the bus. However, it will be 
necessary to make a visual check prior to backing. If there are no students on the bus, walk to 
the rear of the bus, look for any problem objects and then watch very carefully from your seat 
as you proceed to back up. Always know your exit before you enter or park your bus. 

 
20. Vehicles from all directions meeting a bus with flashing red lights (loading or unloading) must 

come to a complete stop unless roadway is separated by a median. When the bus and vehicle are 
separated by a median, it is not necessary for the vehicle to stop. If approaching the rear of a bus 
with flashing red lights (loading or unloading students), stop approximately ½ bus length behind 
the bus, moving the bus as far to the right side of the roadway as possible. If buses face each 
other or follow one another, each bus should put out their stop arms.   

 
21. Loading and unloading students 

 
a. Turn on amber loading lights 500 feet or ½ block from the stop 

 
b. Stop at least ten (10) feet from students 

 
c. Open door 

 
d. Load or unload students 

 
e. Make sure all students are loaded and seated before you proceed 

 
Load:  (If students are across roadway, check mirrors, then motion for students to cross. Make 
sure all students are on bus and seated before you close door) 

 
Unload: Have students walk to a distance where they can see driver, check mirrors,                                 
and then motion students across, leaving door open until students are completely across 
roadway. 

 
22. Inclement Weather 

 
a. In the event of an emergency such as a tornado, thunderstorms, explosions, hazardous road   

      conditions, etc., you will be instructed by Transportation as to what procedure to follow. It is   
      important to remain calm and cooperative in an emergency. ON FOGGY AND/OR WET   
      DAYS, REDUCE SPEED ACCORDINGLY.   

 
b. When driving through water, drive very slowly.  After driving through high water, when you are 

on dry ground, check brakes. Press down on the brake and hold while accelerating slowly. 
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Bus Evacuation 

 

Federal law requires transportation to conduct two (2) bus 
evacuations each school year. Please read and be familiar 
with the following details of evacuations and the forms 
required.  Drivers will be notified of the date and times for 
these evacuations which are conducted by the School 
Administrator.  LA RS ï T-7 & T-8 forms are due in the 
Transportation Department the first six weeks and the fourth 
six weeks. 
 
Three types of emergency evacuations: 

 
A. Front Door Evacuation 

 

 Front door assistant shall be seated next to the aisle on the front right-hand side of the bus and 
shall assist the driver in the event he or she is incapacitated 

 

 Front door assistant should depart bus first and lead the passengers to a safe place 
 

 If driver is injured, assistant should make sure everyone is off the bus 
  
B. Rear Door Evacuation 

 

 Passengers will be evacuated through the rear door until all students are out 
 

 There are two (2) rear door assistants, one on each side of the aisle in the seat nearest the 
rear door 

 

 Assistants should prevent students from touching the emergency door 
 

 Assistants will open door on driverôs command.  The rear door assistant should exit the bus 
first and assist passengers off the bus.  All passengers should sit on the floor of the bus and 
edge off rear doorway and exit with door assistantôs help 

 
C. Front and Rear Door Evacuation 

 

 Passengers in front half exit front door, and passengers in the rear half exit through the rear 
door. 
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STUDENT MANAGEMENT GUIDELINES 
 

See:  Calcasieu Parish School System Manual 
Re:  Student Code of Conduct 

 
Student Management Basic Procedures 

 
As the bus driver, you are the key component in providing a successful bus ride for your students.  
The whole bus riding experience starts and ends with you.  Your job plays a very important role in the 
daily education of each student. 
 
1.  The first contact a bus rider has with our Parish each day is the bus driver and bus aide.  Be 

positive and consistent as you deal with your students. 
 
2. You should be friendly with your students; however, there is a difference between being 

friendly and being familiar. Show an interest in each of your students by learning their name 
and being concerned for them.  Sometimes the key is to learn an interest they have and build 
on it. 

 
3. Never discipline the entire group for the action of an individual student.  If an individual student 

cannot be identified, it is better to wait and see if you can identify the individual student(s) after 
further investigation (i.e. view the tape, talk to the school, etc.) and then take action. 

 
4. Become informed with the procedures and sequence of events used in disciplining 
 students. This knowledge should decrease misunderstanding and help you change 
 unacceptable behavior. 
 
5. Never back students into a corner.  If you do, they may act in an unpredictable manner  or 

respond negatively.  Treat your students with respect and dignity and they will generally return 
it. 
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6. Screaming or yelling at students is not an effective method of dealing with them.   Always be 
professional in correcting students.  Avoid using a negative voice. 

 
7. Never hit a student.  Never touch a student when correcting them. Be careful and 
 professional. 
 
8.   Be firm, fair, and consistent. 
 
9. Maintain poise at all times.  Do not lose your temper! 
 
10. Look for good qualities in students; they all have some. 
 
11. Do not use students as patrols or monitors on your bus. 
 
12. Post rules that help prevent inappropriate behavior. Think ahead and consider all possible 

consequences. Look for possibilities that provide positive results. These are traits of good 
leadership. 

 
13. Follow the district assertive discipline plan with clear consequences and positive rewards. 
 

a.  Communicate your plan clearly so students know what you expect. 
 

b. Communicate the studentôs responsibilities to other passengers which will allow for a safe 
and pleasant trip for all. 

 
14. Students Shall Not: 
 

a. Behave in a disruptive manner or make excessive noise 
 

b. Put any part of their body outside a bus window 
 

c. Throw objects out bus windows or on the floor 
 

d. Touch the emergency doors or tamper with any part of the school bus 
 

e. Use unsafe items such as school supplies on the bus (i.e. pencils, compasses, etc.) 
 

f. Eat or drink on the bus 
 

g. Use or possess tobacco products, drugs, drug paraphernalia, or alcohol on the school bus 
 

h. Shall not possess any item which may be used as a weapon (i.e. gun, knife, glass, mace, 
etc.).  

 
15.   Be clear and up front about what is and is not acceptable on YOUR bus and why. 
 

a. Establish your bus rules from day one and review periodically 
 

b. If you have too many rules, students will not remember them 
 

c. The more you encourage and recognize appropriate behavior, the less often you will have 
to deal with inappropriate behavior 
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d. Basic rules should focus on safety, respect, cleanliness, and courtesy towards others. 

Vandalism, harassment, gang related behavior or actions which are sexual in nature shall 
not be tolerated. 

 
Driver -Student Relationship 

 
The relationship between the bus driver and the student is a very important part of the school 
experience.  Each driver must strive constantly to achieve good student relations.  The relationship 
between the bus driver and the student has a strong impact on maintaining proper discipline.  Proper 
behavior is learned, not inherited. 
 
a. Earn student respect by showing respect. 

 Driver should address the student by proper name. 
 

 Students should address the driver by proper name (i.e. Mr. Smith, Mrs. Jones, Miss. Green). 
 
b. Be courteous, cheerful and reserved; never lose your cool. 

 
c. Greet students:  ñGood Morningò and ñGood-byeò 
 
d. It is your responsibility to inform students of the rules on your bus and to administer these rules 
consistently as found on the ñBus Riders Rules and Regulationsò form distributed at the beginning 
of school or when a new student begins riding the bus. 

 
e. Listen and observe carefully to avoid problem situations. 

 
f. Do not use derogatory remarks, vulgar or abusive language when speaking with students. 

 
g. Avoid reprimanding a student in front of other students. 

 
h. Avoid using threats; threats only antagonize students and often cannot be carried out. 

 
i. Get to know your students. 

 
j. Praise good behavior. 

 
k. Show an interest in things that interest them. 

 
l. Compliment positive behavior and attitudes. 

 
m. Be honest in what you say or do. 

 
n. Be aware of your body language. This includes posture, movements, gestures, and facial 

expressions. 
 

o. Be mindful of your studentôs personal space. 
 
p. Be familiar with your studentôs normal behavior. Watch for body language cues that might tell you a 

student is anxious or upset. 
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Seating Charts 

 
a. You shall establish a Bus Seating Chart for these basic reasons: 

1. State law requires you to produce a seating chart at any time 
 

2. Safety 
 

3. Proof of Vandalism 
 

4. In the event of an Accident 
 

5. Accountability 
 

6. Discipline 
 
b. The following guidelines should be considered when making seating assignments: 

 
c. Make sure they understand assignments will be for the entire school year 

 

 Male and female students should only be segregated by seating assignments. 
 

 Pre-K students are generally placed up front by the driver. 
 

 Completed copies of seating assignments will be given to the school. An additional copy should 
be kept with your emergency information on your bus, and on file in the Transportation 
Department. 

 

 Seating charts must be updated as changes are made. 
 

 Drivers are to check the bus for vandalism after each run. Damage caused by inappropriate 
student behavior (i.e. cut or torn seats, broken windows, etc.) should be reported to the school 
administrator and provide Transportation with an incident report. The cost to repair the damages 
to a public vehicle may be required.  

 
Student Discipline 

 
1. Deal with unacceptable behavior right away. 
 

a. Never hit a student.  Do not touch a student when angry 
 

b. Do not argue with a student.  You are the adult 
 

c. Do single out the ringleader for discipline and isolate them from the group 
 

d. Keep the situation under control.  You are the adult 
 

e. Be prepared to backup what you say. Do not inform a student of a consequence to any action if 
it is a consequence you can not enforce 

 
f. Never use inappropriate language 
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g. Follow through.  If you say you are going to report misbehavior, do it 
 

h. Do not nit-pick 
 

i. Recommend discipline for serious or safety related behavior 
 

j. Try a change of seats 
 

k. Talk to the student away from the other students. 
 

l. Contact the parent/guardian 
 

m. Send a ñBus Conductò referral to the parent/guardian 
 

n. Record discipline by documentation 
 

o. Be very specific and explicit when writing a discipline referral.  You must state exactly what was 
said.  Take your time and give the administrator all of the facts related to the problem 

 
p. Always be professional in dealing with administrators, parents and students 

 
q. Use only the name of one student on each referral.  Do not use another studentôs name on a 

referral 
 

r. Turn in referrals to school administrators 
 

s. Get to know your school administrators and become familiar with the procedures they use in 
disciplining their students. This knowledge should decrease misunderstandings about what is 
expected.  These administrators can be a tremendous help to you 

 
t. Contact the Transportation Director/Supervisors if assistance is needed in completing a report. 
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Guidelines for Maintaining Confidentiality of Student Information  - FERPA 

 
Education records are defined in 34 CFR Part 99, Family Educational Rights and 
Privacy Act of 1974 (FERPA).  These include records directly related to a student 
and cover any information that would make the studentôs identity traceable.  This 
includes the studentôs disabilities and health condition.  Disclosure of this 
information to school officials, including bus drivers and aides, is made on a 
need-to-know basis.  This Act covers both Special Education and Regular 
Education students. 
 
All Transportation Department employees who have knowledge of confidential information related to 
a student shall not disclose the information to anyone not in a ñneed-to-knowò position. 
Transportation administrative staff will make determinations of need-to-know status within the 
department. 
 
Be aware that ñinformalò discussions with family, friends, neighbors, other coworkers who are 
not in a position of ñneed-to-knowò, or across the restaurant table, that reference a studentôs 
disability or health condition or other protected information in a manner that identifies the 
student constitutes a violation under FERPA. 
 
At no time (except in the case of an emergency or ñneed-to-knowò) may a school official or 
transportation employee identify or provide information about a student to any individual other than 
the parent or legal guardian. 
 
Information may be released to appropriate persons without parental consent in an emergency.  This 
may be done if the knowledge of such information is necessary to protect the health and safety of the 
student or other person. Drivers and aides need to be aware that disclosing information regarding 
students could result in civil penalties.  
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VEHICLE OPERATIONS 
 

 
 

Vehicle Operations Overview, Policies, and Procedures 

 
School Parish/Districts across the nation place the name of their Parish/District in big bold letters on 
the side of each school bus.  Some citizens in our community have no other contact with our school 
district except with the school bus they see.  This impression reflects the quality of our Transportation 
Department and of our Parish as a whole.  We are counting on you, as Calcasieu Parish School 
System professional bus drivers and bus aides, to make certain that the impression you give is 
always a favorable reflection on our department and our School System. 
 
1. All CPSS bus drivers MUST properly wear their seat belt while driving. 

 
2. CPSS buses are to be operated only by authorized employees of the Transportation Department.  

The school bus driver or bus aide is to be the only person operating bus equipment (i.e. students 
shall not be allowed to operate the door controls, etc.) 

 
3. Pre-Trip Inspection:  Prior to driving any bus the operator is required to perform a thorough pre-trip 

check.  (See Pre-Trip Inspection Procedures.)   As the driver of the bus, YOU have the ultimate 
responsibility to ensure that you are operating a safe, mechanically defect-free vehicle.  CDL 
School Bus Driver policy, department policy, and federal regulations require you to perform a 
thorough pre-trip inspection each time before you drive your bus. 

 
4. Pre-trip inspection forms will be used to document the pre-trip check and request any needed 

repairs.  A bus driver is not, under any circumstances, to drive a bus that is not safe in every 
respect. 

 
5. Post-Trip Inspection:  Drivers shall check the inside of the bus at the conclusion of EVERY run.  

The purpose of this check is to discover the presence of sleeping students, seat damage, lost 
articles, etc. 

 
6. Failure to check the vehicle after your route may result in a recommendation for disciplinary 

action.  
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7. ñLIGHTS ON FOR SAFETYò means that any time the bus engine is running, the clearance lights, 
strobe lights, and headlights shall be on.  Not only does this provide the obvious benefit of 
increased visibility when the vehicle is operating on the road, it is also a visible signal when buses 
are parked in close proximity that the engine in a particular unit is running.  This helps protect our 
mechanics and other service personnel from accidental injury. 
 

8. The bus shall not be used to transport any person other than students, teachers  or staff of 
Calcasieu Parish School System without authorization from a Transportation Department 
Administrator or a School Administrator.  This means that spouses, non-CPSS enrolled 
children or grandchildren, friends, unassigned students, or  other drivers are not allowed to 
ñride alongò on your bus.  A student with the designated permission from his/her principal is 
allowed to ride the bus. 

 
9. A school bus may not be driven on personal errands as these vehicles are limited by law to 

serve school children and school employees on school business.  
 
10. The bus driver shall not make unauthorized stops at stores, fast food restaurants, or other places 

of business. The only exception would be if a driver has radioed for permission to make an 
ñEmergency Stopò or the bus has a School Employee as a chaperone.  Emergency Stops are 
intended to be utilized when the operator has an emergency restroom need.  It is expected that 
requests for Emergency Stops will not be a regular occurrence from any individual operator.  
Requests for Emergency Stops shall be avoided altogether while students are aboard which would 
leave students unattended.  In every instance of an approved Emergency Stop, the bus shall be 
parked in a safe location and secured with the keys removed from the vehicle. Emergency Stops 
should be of minimal time duration. 

 
11. Drivers must abide by the route time schedule. Do not vary more than 5 minutes from the 

established schedule under normal circumstances. If you anticipate arriving at a stop more than 5 
minutes before your scheduled arrival time, find a safe place to pull over and wait to proceed until 
you are within the acceptable arrival time.  If your entire route is running late, you only need to 
 make an initial notification to Transportation.  You must stop at each designated stop whether you 
see students waiting or not. ñNEVER RUN THE ROUTE EARLYò. 

 
12. Complying with departure times both initially from the Transportation office and subsequently from 

campuses, is critical to our ability to provide quality and  timely service. It is the driverôs 
responsibility to communicate with Transportation if corrections need to be made. 

 
13. Drivers must maintain an accurate and up to date route stop card and bus roster as well as 

provide copies to schools serviced and to Transportation.  
 
14. Students will be loaded and unloaded only at their designated stops. Any student who disembarks 

at an unauthorized location shall be written up. 
 
15. In the interest of optimum safety for students, it is the driverôs responsibility to be extremely 
observant of the surroundings, especially at drop off times. If something appears ñout of the 
ordinaryò or gives you concern for the well being of students, radio the studentôs school or 
Transportation for assistance. 

 
16. Drivers will assign seats on all bus routes.  Drivers shall ensure  that students sit in their 

assigned seats. 
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17. Drivers will not allow students to stand while the bus is in motion. All students shall be properly 
seated.  Sitting on the floor or in the step well is not permitted. 

 
18. Railroad Crossings: All Bus Drivers must follow state law, which requires every school bus to 

STOP (whether transporting students or not) before crossing a train track. 
 
19. Cell Phones: Use of cellular phones, with or without ear or blue tooth devices are prohibited while 

the bus is in motion.  You may use a cell phone during a lay over if you park your bus in a safe 
place to notify Transportation of your location and type of emergency.  

 
20. Bus Good Time Radio:  Playing music on radios or ipods at excessive volumes is not permitted. 

Drivers should be able to hear emergency sirens, whistles, bells and dispatch communication at all 
times. 

 
21. Drivers shall not idle engines for five minutes or more while in school loading zones or other 

public locations.  In addition to the unnecessary fuel consumption and exposing students and co-
workers to unnecessary fumes, we must be sensitive to environmental concerns with exhaust 
emissions.  As a general rule, if you will be  sitting in one place for more than 5 minutes, turn the 
engine off. 

 
22. Effective immediately, the following ñNO IDLE Procedureò is in effect for all CPSS buses.    
 
23. Route and or trip buses are to be started only long enough before route/trip departure to allow for 

completion of pre-trip inspection.  BUSES ARE NOT TO BE STARTED AND LEFT 
UNATTENDED PRIOR TO DEPARTURE, nor are they to be allowed to run for excessive times 
beyond what is necessary to complete the pre-trip. 
 

24. Upon arrival at a campus or other destination, engines are to be turned off this includes trip 
locations) unless there is a special needs student on board with a documented requirement for 
A/C.  Buses shall not idle while parked and waiting for students to load.  Buses may be started 
midway through the loading process. 

 
25. Drivers should never allow the fuel level in a bus to drop below ¼ of fuel in the tank.  Running out 

of fuel on the road is an inexcusable oversight resulting in delayed service that would have 
otherwise been avoided. Buses should be fueled on Thursdays or  Fridays. 
 

26. It is the driverôs responsibility to keep the inside of the bus (including the inside of the windows) 
clean. 

 
27. The windows, windshield, or mirrors shall never be covered by anything. Windows must be kept 

clean and obstruction free.  No articles are to be placed on the dash, side sliding window, or back 
windows of the bus. 

 
28. Students are not permitted to eat or drink on the school bus with the exception of plastic bottled 

water. Drivers should not eat or drink or have food or drink visible when students are onboard with 
the exception of plastic bottled water. 

 
29. Drivers must have all windows up and doors closed at the conclusion of the PM run.  If the 

weather indicates rain, all windows, and doors should also be closed after the AM and midday 
runs. 

 
30. Distribution of unauthorized materials to students is prohibited. 
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31. Video/Audio monitoring devices may be used to assist the department in monitoring student 

behavior and driver performance.  Drivers are cautioned that a video/audio monitoring system 
does not lessen your responsibility in monitoring and managing student behavior. This capability 
provides a tool to assist you in this responsibility. 

 
Pre-Trip /Post-Trip  Vehicle Inspection Procedure Overview 

 
Prior to driving any bus, the operator is required to perform a thorough pre-trip check.  As the person 
in charge, YOU, the bus driver have the ultimate responsibility to ensure that you are operating a 
safe, mechanically defect-free vehicle.  As a CDL School Bus Driver you are required by State and 
department policy, as well as federal regulation to perform a thorough pre-trip inspection each time 
you drive your bus. 
 
Pre-Trip /Post-Trip  Inspection 

 
As you approach the vehicle, take a good overall look at the bus.  Check for oil, fuel, water/antifreeze 
or transmission fluid leaks. Any leak means something is not functioning properly and must be 
reported and repaired immediately. 
 
1. First inside Bus Check 
 

A. Check Emergency Equipment (any loose equipment should be secured) 
 

1. Three Triangle Reflectors 
 

2. Fire Extinguisher (charged, secure; inspection tag current) 
 

3. Body Spills Cleanup Kit 
 

4. First Aid Kit (check contents at least weekly) 
 

B. Adjust Driverôs Seat 
 

The driver must sit comfortably in his/her seat without shifting position to see out of the mirrors. 
The vehicle seat should permit the driver to sit erect with the mid-back supported and the line 
of vision well above the steering wheel. 

 
C. Make certain brake is set and bus is in neutral or park 

 
D. Start Engine 

 
1. Look and listen for trouble signs and warning lights 

 
2. Turn on headlights (Lights on For Safety!!), clearance lights, strobe light, and two way 

communication radio 
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3. Check gauges 
 

a) Oil pressure ï Diesel bus 30 ï 60 idling and on road 
 

b) Air pressure ï 90 ï 120 
 

c) Temperature ï Normal range; 170 ï 190 after warm-up 
 

d) Voltage ï green or normal range 
 

e) Amps ï on ñ-ò or ñ+ò side 
 

f) Fuel ï Never less than ¼ tank 
 

g) Check Windshield Area 
 

1. No damage ï no obstructions ïclean 
 
2. Inspection sticker current 
 
3. Mirrors ï all mirrors clean and adjusted 

 
a. Overhead 

 
b. Left windshield 

 
c. Left Fender 

 
d. Cross over 

 
e. Fish eye 

 
f. Right windshield 

 
E. Control Panel Switches (as they appear, could vary with bus model) 

 
1. All heaters (Hi/Lo) Valve for heat 

 
2. All defrosters (Hi/Lo) 

 
3. Master switch/Manual (amber/red loading lights) 

 
4. Dome lights 

 
5. Clearance lights (may be attached to headlights) / strobe lights 

 
6. Windshield wipers/washers (Hi/Lo) 

 
7. Control panel/dash lights 
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F. Steering Wheel Area 
 

1. Head lights (Hi beam/Lo beam; also dash indicators) 
 

2. Turn signals (inside and out; also dash indicators) 
 

3. Hazard lights (also dash indicators) 
 

4. Horn 
 

5. Steering play ï 2 inches or about 10 degrees maximum before wheels  
 
2. Outside Bus Check 
 

A. Before going outside the bus: 
 

1. Make sure engine is running, parking brake set. 
 
2. Make sure headlights, strobe light, and clearance lights are on. Confirm proper 

operation at all locations as you complete the outside bus check. 
 

3. Turn on right turn signal and loading lights.  Confirm proper operation as you 
complete the outside bus check. 

 
B. Front of Bus (Top to Bottom) 

 
1. Antenna 
 
2. Clearance lights, loading lights (Proper color lens cover for position, proper 

operation) 
 

3. School bus lettering (all letters present and clearly visible) 
 

4. Windshield (any damage, inspection sticker, gasket) 
 

5. Hood area 
 

6. Head lights, hazard/turn signal lights 
 

7. Grill 
 

8. Bumper, license plate, bus number 
 

9. Tires inflation, proper tread (4/32-inch minimum), any objects in the tire? 
 

10. Axle seals ï not leaking; proper fluid level 
 

11. Leakage under bus 
 

a. Amber/clear ï power steering 
 

b. Red ï transmission 
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c. Green ï radiator 

 
d. Brown ï oil 

 
e. Clear ï gas, diesel or water 

 
C. Right Side of Bus (look down and then walk along side) 

 
1. Mirror bracket 
 
2. Side marker light 

 
3. Tires ï right front 

 
a. Tread depth 4/32 inches minimum; even wear; no damage to tread or sidewall 

 
b. Proper inflation ï no bulging 

 
c. Side walls ï no bulges/cuts 

 
d. Rims ï not bent; no welds 

 
e. Lug nuts ï no rust, corrosion 

 
f. Valve stems and caps ï present and not damaged 

 
g. Hub oil seal ï not leaking.  If sight glass equipped, proper fluid level 

 
4. Frame (not bent or cracked) 
 
5. Spring mounts (bolted to frame) 

 
6. Leaf springs (not broken or missing) 

 
7. Hoses (properly secured; not touching tires or hanging down) 

 
8. Drain fluid from air brakes 

 
9. Windshield step up secured; Hood latches secured 

 
10. Clearance lights and reflectors ï present, proper color for position and working 

 
11. Passenger windows ï no breaks/cracks; frames secure 

 
12. Fuel cap ï secure; no leakage 

 
13. Under Bus 

 
a. Exhaust pipe and brackets 

 
b. Check inside of tires front and back 
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c. Check fuel tank and bracket 

 
d. Check frame ï not bent or cracked 

 
14. Spring mounts (bolted to frame) 
 
15. Leaf springs (not broken or missing) 

 
16. Hub odometer (mileage reading) 

 
D. Rear (Top to Bottom) 

 
1. Lights and Markings 

 
a. Clearance 
 
b. Loading lights and lenses 

 
c. School bus lettering 

 
d. Windows (no breaks, cracks, gaskets secure, clean for visibility) 

 
e. Hazard, turn signals, brake lights and back up lights (Get assistance to check brake 

lights and backup lights.  If no assistance is available, check operation by reflection). 
 

f. Tail lights 
 

g. License plate and light 
 

2. Tailpipe secure and extends to or slightly past rear bumper 
 
3. Check bumper for damage/secure 

 
4. Open and close rear emergency door. Make sure buzzer is working 

 
5. Check dual tires (inflation, free of damage, nothing wedged between tires 

 
6. Check differential ï no leaks 

 
E.  Left Side of Bus (look down and then walk along side) 

 
1. Clearance lights and reflectors ï present, proper color for position and working 

 
2. Tires ï left rear 

 
a. Tread depth 2/32 inches minimum; even wear; no damage to tread or sidewall 
 
b. Proper inflation ï no bulging 

 
c. Side walls ï no bulges/cuts 
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d. Rims ï not bent; no welds 
 
e. Lug nuts ï no rust, corrosion  

 
f. Valve stems and caps ï present and not damaged 

 
3. Frame (not bent or cracked) 

 
4. Spring mounts (bolted to frame) 

 
5. Leaf springs (not broken or missing) 

 
6. Under the bus  

 
a. Drive shaft ï looks o.k.; not resting on bracket 

 
b. Fluid pans ï no leakage 

 
c. Check muffler and tailpipe ï secure; no rusted through spots 

 
d. Frame ï not cracked or bent 

 
7. Battery box ï make sure the door is closed securely 

 
8. Passenger windows ï no breaks/cracks; frames secure 

 
9. Stop arm ï mounted securely, lights working, no damage 

 
10. Driverôs side windshield mirror bracket secure and not damaged 

 
11. Windshield step up secured; hood latches secured 

 
12. Tires ï left front 

 
a. Tread depth 4/32 inches minimum; even wear; no damage to tread or sidewall 

 
b. Proper inflation ï no bulging 

 
c. Side walls ï no bulges/cuts 

 
d. Rims ï not bent; no welds 

 
e. Lug nuts ï no rust, corrosion 

 
f. Valve stems and caps ï present and not damaged 

 
g. Hub oil seal ï not leaking.  If sight glass equipped, proper fluid level 

 
h. Check frame ï not bent or cracked 

 
i. Spring mounts (bolted to frame) 
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j. Leaf springs (not broken or missing) 
 

k. Driverôs side crossover mirror bracket secure and not damaged 
 

F.  Second Inside Bus Check  
 

A. Close door ï cancel hazard lights 
 
B. Before walking down aisle turn on: 

 
1. Amber loading lights 
 
2. Left turn signal 

 
C. Walk the aisle ï shake the seats to ensure they are secured to the floor and frames are 

not broken.  Open back emergency door ï door must open from the inside and warning 
device must work.  Check amber loading light and left turn signal. On the way back, 
check to make sure that each seat bottom is secured to the frame. 

 
D. Check all other emergency exits and warning devices (windows, roof hatches, side 

doors, etc.)  All must open and warning devices must work. 
 

E. Return to driver seat.  Check Brake lights, back up lights by reflection, or get another 
driver to help.  Check backup beeper. 

 
F. Double-check for proper air pressure (90 ï 120 lbs.) before releasing parking brake. 

 
G. Double check seat for proper adjustment.  Fasten seat belt and adjust for proper fit. 

 
H. Check brake lights as you exit. 

 
I. Make sure the driver seat belt is worn properly as shown. 

 
Correct:    

The shoulder belt should cross the Chest and collarbone and be snug. 
The belt should never cross the front of the face OR be placed behind 
your back. 

 
Incorrect:    

The shoulder belt should never be placed behind your back or under your arm. 
  
Post-Trip Inspection 

 
The procedures outlined below must be completed at the end of each driverôs route daily.  There will 
be no exceptions. 

 
a. To park bus, set parking brakes, put transmission in park/neutral, and turn all instrument switches 

and radio off, and remove the keys. 
 
b. Close all windows. 
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c. Be sure to do a final walk through of the bus. Be sure to complete a final walk through of the bus 
looking for students, property damage or contraband. 

 
d.  Maintain a clean bus at all times. 
 
e. Drivers who use a spare bus on a given day should leave the bus clean and fueled. 
 
f. Any defects, malfunctions, or deficiency noted on any bus should be noted on a bus condition 

report. 
 
g. Cut off the battery switch. 
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REPAIR AND MAINTENANCE  

 
Repair and Maintenance Overview 

 

 Transportation has a system to assure that the defects and deficiencies of school transportation 
vehicles are reported.  All repairs and regular maintenance shall be documented utilizing the Work 
Order. 

 

 Be sure the Work Order is complete and explains the problem adequately when you turn it in.  The 
completed work order should have the items repaired signed by mechanic, the Shop Supervisor or 
Assistant Shop Supervisor and you as the bus driver.  

 

 Do not drive a bus if you suspect a mechanical problem that you think may be a safety problem or 
may damage a bus.  If you are on your route and you encounter a mechanical problem, radio the 
shop, be as specific as possible, and wait for instructions as to whether to continue or not.  Use 
your senses (smell, touch, hearing and sight), experience, and education to determine if you are 
having trouble.  Do not drive an unsafe bus. 

 

 When your bus is disabled, remain with it.  Make contact with the bus garage and wait for 
assistance. 

 
Towing 

 

The shop staff will make the decision if the disabled bus needs to be towed. 
 

Spare Buses Assignment 

 

The shop will assign spare buses to be used for a platoon route or if kept overnight.  It is the 
responsibility of any driver who drives a spare bus to leave the bus ready for the next driver.  The 
need to use a spare bus while your regular bus is under repairs will usually be brief.  For this reason, 
each driver needs to do the following after using a spare bus: 

 

 Fuel bus 
 

 Park bus in designated area and set brake 
 

 Turn off the radio and all other equipment 
 

 Turn off master batter switch 
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 Close all windows 
 

 Sweep and clean 
 

 Check for items or students/passengers left behind 
 

 Empty trash 
 

 Complete a bus condition report 
 

 Complete a pre-trip/post-trip report 
 

Bus Vehicle Work Orders 

 

It is extremely important that each driver pay very close attention to the condition of his/her bus.  
When a problem occurs with his/her bus, it is imperative that the bus be brought to the Bus Garage.  
Please explain the problem as accurately as possible. 
 
1. When a problem occurs, a work order will be completed including your bus number, date and time 

the report was completed. 
 
2. Drivers are not allowed in the shop area 
 
3. If a repair is not done properly, return to the bus garage and speak with the Shop Supervisor.  If 

there is still a problem, speak with a Route Supervisor. 
 

Policies and Procedures for Fueling Buses 
 
Under no circumstances is a bus or other district vehicle to be left unattended while fueling.  Buses 
need to be lined up single file to enter the fuel bay.  Above all, everyone needs to use common 
courtesy. 
 
1. School buses shall not be fueled while passengers are on board 
 
2. Fuel is for CPSS use only.  CPSS fuel may not be used for personal vehicles 
 
3. All electrical items must be turned off while fueling the bus 
 
4. Buses shall not be swept at the pumps. This is private property; you could be ticketed for littering 

private property 
 
5. Cellular phones may not be used while fueling 
 
6. Pre-trip inspections will not be conducted while fueling 
 
7.   Never leave a bus less than ¼ tank full 
 
8. Never leave your school bus unattended while fueling 
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Fueling Procedures 

 
1. No smoking 

 
2. Turn the key to the off position 

 
3. Set emergency brake 

 
4. DO NOT EVER PUT THE FUEL NOZZLE INTO THE FUEL TANK AND WALK AWAY LEAVING 

THE BUS UNATTENDED. 
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GENERAL PERSONNEL PROCEDURES 

 
Seniority  

 
Drivers are placed on a seniority scale based on length of employment only as a full time bus driver 
with CPSS.  If a route is open, drivers will become eligible for advancement should they bid on the 
position based on seniority.   
 
Resignation or termination at any time constitutes a break in service for seniority  purposes. Leave of 
absence due to a workerôs compensation claim does not constitute a break in service.  An approved 
leave of absence does not affect seniority status. 
 

Duty to Drive 

 

 It is required that drivers drive anywhere they are asked to drive while on duty. 
 

 Bus drivers, bus aides, and non-system employees, employeeôs children are not permitted to go 
on a trip with another driver without the approval of the school administrator requesting the trip. 
 

Traffic Ticket Procedure 

 
1. It is the driverôs responsibility to immediately report to the Transportation Department any  traffic 

ticket issued to them. 
 
2. Any traffic violation ticket issued to a school bus driver while driving their bus or any other vehicle 

may result in disciplinary action. 
 
3. The bus driver must notify the Transportation Director/Supervisor immediately upon suspension 
or revocation of their driverôs license. 

 
4. Upon any criminal or traffic conviction, the bus driver/ bus aide shall notify the Transportation 

Director/Supervisor immediately. 
 
Cell Phone Policy 

 
The use of electronic communication devices, including Bluetooth ear pieces/hands free and/or 
cellular phones is prohibited while the bus is in motion.  Cell phones may only be used when bus is 
parked with the engine off in the event of an emergency. See Act 235/House Bill 402.  
THIS IS A STATE LAW. 
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Smoking Policy 

 
CPSS is a tobacco free work place.  Smoking or other use of tobacco is not permitted on any CPSS 
property, which includes school buses. Smoking materials must be secured and out of sight. 
 
Meetings ï Annual Pre-School and/or In-Service  

 
Meetings will be held throughout the year.  Employees will be notified when they are required to 
attend these mandatory meetings.  Employees will be responsible for implementing all information 
covered.  Should you need to leave early for a route, please notify the Transportation 
Director/Supervisor.  If you cannot attend the mandatory meeting, you must notify the Transportation 
Director/Supervisor. 
 
Driving Regulations 

 
All drivers are subject to the rules and regulations contained in the following: 
 
1. Louisiana Department of Education Bulletin 119 

 
2. Louisiana Office of Motor Vehicles, DOT CDL Manual 
 
3. Calcasieu Parish School System Transportation Bus Driver and Bus Aide Procedure Handbook 
 
4. Calcasieu Parish School System District Policies, Procedures and Guidelines 
 
5. United States Federal Motor Carrier Safety Act, Louisiana Traffic Code 
 
6. Louisiana Traffic Codes 
 
Employee Conduct 

 
1. No employee shall possess, use or be under the influence of alcohol, alcoholic  beverages, 

or drugs and/or narcotics while on school property or while working in the  scope of assigned 
duties or while attending any school or District sponsored activity. You are always on duty from 
the departure to the return of your trip. 

 
2. Employees shall demonstrate a cheerful attitude and cooperative working relationship while on 

duty. 
 
3. Gossiping, using vulgar language, profanity, and the spreading of rumors are  prohibited. 
 
4. All employees will control their temper and display self-discipline while on duty.  A driver refusing  

to follow a directive or assignment by the School Administrator, Transportation Director, or the 
Transportation Supervisor will be considered insubordinate and  subject to disciplinary action. 

 
5. All injuries, regardless of seriousness, will be reported immediately to your School Administrator 

and the Transportation Department.  A workers comp report must be filled out and you may be 
required to visit the doctor. 
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Use of School Systemôs District  Property  

 
1. As governmental employees, certain obligations are placed on public school employees that 

employees in the private sector do not experience concerning the use of parish owned property. 
 
2. Personal Use of District property is prohibited. 
 
3. Calcasieu Parish Public Schools employees are not authorized to give away or discard obsolete 

equipment or materials.  Such items must be either sold at auction or disposed of as approved in 
accordance with Board Policy.  Any other means of disposing of District property is prohibited.  

 
4. Staff members may not conduct personal business for profit during working hours nor  may 

they use District supplies or equipment to advance the cause of their personal  business. 
 
ID Badges  

 
All Calcasieu Parish Public School personnel are required to wear an identification badge at all times 
while on duty. Badges will be issued at the start of employment by the Risk Management Department.  
 

Dress Code 

(Refer to Calcasieu Parish School System Policy Manual) 

 
1. Transportation employees are expected to exhibit neat, clean, well-groomed, professional 

appearances. 
 
2. Transportation employees will wear clean; neat clothing that will reflect an image with personal 

and professional pride.  Transportation personnel members shall refrain from wearing extreme 
garments that are unsafe or disruptive to the work environment.  Employees shall not wear very 
fitted, very loose, revealing or suggestive garments.  Very short dresses, skirts or shorts are not 
acceptable.  Unacceptable clothing  includes, but is not limited to, halter tops, tube tops, tank 
tops, crop tops, see-through blouses, and mini-skirts. 

 
3. Jewelry or accessories that could become a safety hazard or that could be disruptive to the 

instructional or work environment should be avoided. 
 
4. During warm weather, staff members may wear shorts that are of a length that approaches the 
knee, such as ñwalking shortò. They should be no shorter than 2ò above the knee. 

 
5. Appropriate underclothing must be worn but not seen at all times. 
 
6. Shoes must be worn at all times.  For safety reasons, footwear must have straps.  Heels over 2 

inches are unacceptable.  Sandals without backs or straps, shower thongs, FLIP FLOPS or house 
slippers are unacceptable.  Shoes must be secured with ties or straps. 

 
7. Clothing which advertises alcoholic beverages or drugs is unacceptable.  Obscene  patches on 

clothing are not permitted. 
 
8. Facial piercings are unacceptable. 
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9. Violation of the dress code will be subject to the following disciplinary action 
 
a. Verbal Warning 
 
b. Written Warning 

 
c. May be considered willful neglect of duty 

 
Personal Hygiene 

 
All staff members are required to follow the rules of good grooming and personal hygiene.  
Cleanliness and personal neatness are expected at all times. 
 
1. Hair shall be neat, clean, and not worn in a style which disrupts the work environment. 
 
2. Male staff memberôs facial hair shall be neatly trimmed and shall not be worn in a way to disrupt  
    the work environment. 
 
3. Care shall be taken to prevent reporting to work with offensive body odor. 
 
Absences 

 
Absenteeism is defined as not reporting to work as scheduled.   
 
If an employee is absent six (6) days, in succession, even if he/she has notified the supervisor, the 
staff member must submit a letter from a doctor to your sign-in school stating that the staff member 
has been examined by a doctor and is under a doctorôs care. 
 
An absence of more than ten (10) days must be reported to the Transportation Department.  Upon 
return to work, a doctorôs release must be provided. 
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TRIP PROCEDURES 
 

 
 

Trip  Overview 

 

We have 16 activity buses. They are available to athletic endeavors first as a priority and then if 
available to other trips for other purposes. If a bus is needed for an out of town trip, it must be a bus 
approved by the bus garage. As a Calcasieu Parish School System bus driver, you are required to 
loan your assigned school bus for an out of parish trip when asked to do so. The ONLY exception is if 
you, yourself are conducting an out of parish trip on that date.  
 
NO ONE SHALL RESERVE THEIR ASSIGNED BUS FOR THEIR PERSONAL CONVENIENCE! 
 
TRIP TYPES 

 
1. Athletic Trips 

It is our belief that physical development is as important as academic development and to that end 
we provide all school athletics with the opportunity to have transportation to and from events in 
and around the state. 

 
2. Field Trips 

Field trips to reinforce subject matter are real necessities giving the students the real-life 
experiences they have been studying about, such field trips may include places that emphasize 
history like the Old and or New State Capitals in Baton Rouge, the Acadian Village, Avery Island; 
or Science like NASA or special events promoting the open mind to possibilities concept, like 
McNeese State University's hands-on engineering demonstration for students to encourage the 
study of engineering in college. Field trips are limited to 8:00 AM until 2:00 PM during the school 
day. 

 
3. Scholastic Trips 
 All non-athletic club related events have the opportunity to receive transportation to and from 
 the occasion such as Beta Club and Quiz Bowl competitions, Choir and Band concerts, 
 community service related club events such as cleaning the park or helping to restore public 
 areas for recreational use. 
 
 
 
 



Page 70 

4. Civic/Community Trips 
Trips scheduled for community improvement and/or character development such as events  whose 
intrinsic value is the active experience of participation without the expectation of a  reward, 
point, or grade.  
 
Example:  
Working with Habitat for Humanity to help with the clean up of homes devastated by  hurricanes 
Rita and Katrina 

 
Driver Assignment to an Approved Trip  

 
1. School Administrators will hire drivers required to do the trip. 
 
2. FIELD trips shall be between the hours of 8:00 AM ï 2:00 PM when schools are in session. 
 
3. Activity buses are limited based on how many are available on the day they are requested. We at 

Transportation reserve the right to limit the amount of activity buses a school may use. 
 
Driver Responsibilities 

 
1. Drivers should expect the same basic standard of student behavior for trips as on routes. 

 
2. Drivers are expected to exhibit good judgment and courtesy while following department and 

district policies and procedures. 
 

3. Driving safely and getting cooperation from passengers and teachers concerning appropriate bus 
behavior are the two primary responsibilities of drivers on trips. 
 

4. Multiple buses traveling together on a trip must stay together. 
 

5. Plan the route to and from your trip site before you leave.  
 

6. Student roster with emergency information must be on each bus.  
 
Additional Passengers 

 
Only authorized personnel, registered school-age students authorized for the trip, identified 
teachers/sponsors, and chaperones may ride the school bus.  Drivers not driving the trip are not 
allowed to ride the bus as an additional passenger without approval from the school administrator.   
Drivers are not allowed to take their own children on a trip as extra passengers without administrator 
approval.  
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Leaving the Trip Site 

 
1. Authorization from the sponsor of the trip must be given in order for a driver to leave a trip site. If a   

driver leaves a group at a trip site, the driver shall leave their name, phone number, bus number, 
where they are going and how long they will be gone for to the teacher/sponsor and be available 
to be contacted should the groupôs return transportation needs change.  In return, the 
teacher/sponsor should provide their name and phone number to the school bus driver. 

 
2. When required to remain at a trips site for a long duration trip, with the teacher/sponsors 

knowledge and agreement, the driver and bus may leave briefly at appropriate time for meals. 
 
3. Drivers must stay with the trip unless cleared by the teacher in charge.   
 
4. Drivers are on duty the entire time; from beginning to end of trip. 
 
Bus Condition 

 
1. Driver should make sure all items are taken off the bus when unloading at school.  Driver is to 

notify the teacher/sponsor of any damage or items left on the bus before you leave the school. 
 

2. If a driver is using another driverôs bus, they are to replace any fuel used and make sure the inside 
of the bus is clean. This holds true for all activity buses and/or spare buses. 
 

Parking and Bridge Tolls 

 
It is the responsibility of the teacher/sponsor to pay any tolls for bridges and parking.  It is also the 
responsibility of the teacher/sponsor to make arrangements for parking.  Should a driver pay for fuel, 
parking or bridge toll, a receipt is required to be reimbursed by the school. 
 

Loading and Unloading for Trips Other Than a Regular Route 

 
1. Be sure to check the departure and return times on your trip sheet.  Drivers should arrive at the 

pick up destination at least 15 minutes prior to the arrival time on your trip sheet.  DONôT 
ASSUME ï READ YOUR TRIP SHEET 

 
2. If you are going to be late returning from an 8-2 field trip for any reason, you must contact the 

schools you service immediately that you will be late for your PM route. You are required to 
complete your PM route as scheduled.  
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GENERAL PAYROLL INFORMATION 

 
Driver and Aid Compensation Hours 

 
Drivers and aides are paid 4 hours per day worked.  It is broken down to two (2) hours in the AM and 
two (2) hours in the PM.   
 
Trip  Activit y 

 
Trips are paid by time provided on trip sheets.  All trip sheets are to be turned in by the end of each 
month.  Falsifying your time may result in disciplinary actions. 
 
Platoon Programs 

 
Bus drivers/bus aides must sign in daily for platoon routes at their sign in school. The Transportation 
Department notifies the payroll clerks at each school and the Payroll Department of each 
driverôs/aideôs rate of pay. Rate of pay is based on one way mileage from sending school to receiving 
school. 
 
Compensation for Field Trips  

 
1. Driver will be paid a $12 show-up fee and $10 per hour with a minimum payment of $32. 
 
2. Drivers should be prepared to pay for their own meals, unless stated otherwise by the group 

requesting the trip. 
 
3. Entrance fees, tickets, etc for the activities in which the field trip is participating may be offered by 

the teacher/sponsor to the driver as a courtesy; however, there is no obligation to do so. 
 
4. Review the Calcasieu Parish School System Policy on compensation for overnight trips. 
 

Check Stub Retrieval 

 
Payday is the last working day of each month.  Payroll is direct deposit.  Check stubs may be picked 
up at your sign-in school. 

 
Substitute bus driver pay checks are mailed on the 15th of each month unless it falls on the weekend.   

 
You may not pick up anyone elseôs check unless you have authorization from that person.  You are 
responsible for your own check stub. 
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Miscellaneous Information Regarding Payroll   

 
1. If you have a question about your check or about payroll, please bring as much documentation 

with you to support your question.  Questions regarding absences should be addressed by your 
sign-in school. 

 
2. No extra time will be given for fueling and sweeping your bus, it has been built into your route 

time.  It is your responsibility to fuel your bus as needed. 
 
3. Staff development time is built into your annual days paid. 
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WHAT TO EXPECT THE FIRST WEEKS OF SCHOOL 
 

 
 

1. Expect heavy vehicle traffic the first weeks of school.  Take your time and drive safely to assure all 
students are picked up on your route. 

 
2. Be certain you are only picking up students at the stops for your assigned school.  When stopping 

at a bus stop check with the students before allowing them on the bus.  Be patient with upset 
students and parents.  Remember they are probably more stressed out than you!  We are here to 
help them. 

 
3. At the schools you may be signaled to unload.  Do not just pull up and unload. 
 
4. If a student gets on the incorrect bus and you can get that student to his/her correct address, 

please radio their school and bring that student home.  Remember that if a student tells you they 
do not live there, do not drop them off.  Radio the school for the correct address or return that 
student to school. 

 
5. If a parent is at a bus stop waiting for their child and their child is not on the bus, the driver shall 

assist the parent in locating the student by radioing the school. 
 
6. If there is any question about a studentôs drop off location, do not drop them off.  You need to be 

very observant and watch the students.  If they act like they donôt know where they are, chances 
are they donôt.  Do not leave them.  Radio the school. 

 
7. Donôt be in a rush.  This will only cause accidents and mistakes that could have serious results.  

Always drive safe. 
 
8. Remain calm.  You are not alone.  If you need something and can not figure it out, radio for help. 
 
9. Use good common sense before calling in.  Radio traffic will be very heavy.  Only use the radio if it 

absolutely necessary.  Please remain professional at all times. 
 
10. Never become so upset or nervous that you make costly mistakes.   
 
11. SAFETY IS #1.  Take your time, you can do it! 
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PERSONNEL INFORMATION 

 
Personnel Department 
 
The Personnel Department is located on the first floor in the main building of the Central Office 
complex.  This office can assist you with the following: 
 

 Tax forms new employee 
 

 Leave request 
 

 Extended sick leave request 
 

 Complaint procedures 
 

 Retirement 
 

 Position transfers 
 

 Employee records ï address changes 
 

 Mediation 
 

 Policies and procedures 
 
The Insurance Department 
 
The Insurance Department is located on the second floor of the Central Office Complex.  This office 
can assist you with the following: 
 

 Health Insurance 
 

 Dental Insurance 
 

 Vision Insurance 
 

 Short Term Disability Insurance 
 

 Long Term Disability Insurance 
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Absences  
 
If you are absent for six (6) consecutive days on sick leave, you must have a doctorôs excuse. If you 
will be absent for more than ten (10) days, Transportation must assign the senior substitute bus driver 
to your route.  Regarding Platoon Routes contact the Transportation secretary. 
 
Employee Benefits 
 
A complete description of employee benefits including hospitalization, sick leave, extended sick 
leave, and other policies are published in the Calcasieu Parish School System publications POLICY 
MANUAL AND PROCEDURES MANUAL AS RELATED TO BOARD POLICY.  This manual is 
available at the School System Central Office, the Transportation Office and the web site.   
 
Tenure 
 
A school bus driver in Louisiana shall receive tenure after being employed as a full time school bus 
driver for three (3) full years. 
 
Address and Telephone Changes 
 
Changes in names, telephone numbers and/or addresses must be reported in writing to the 
Transportation Office, Human Resources and your sign-in school as soon as possible. 
 
Performance Appraisal  
 
Every bus driver and bus aide will be evaluated on an annual basis by their sign-in school.  
Performance factors include the following: (refer to Form ñAò Evaluation) 
 

 Availability 
 

 Quality of work 
 

 Communication skills 
 

 Interpersonal skills 
 

 Personal impact 
 

 Productivity 
 

 Teamwork 
 

 Adaptability 
 

 Policy 
 
The primary purpose and use of employee performance appraisal is to inform employees how they 
are performing their duties and responsibilities and to offer suggestions, assistance and support to aid 
employees in improving their job performance. 
 
Evaluations are done in April/May of each school year. 
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Injury  
 
You are to complete the Employee Accident report form at your sign-in school as soon as possible if 
you are injured while on the school bus or on CPSS property during the performance of your duties. 
You may be required to visit the CPSS doctor for evaluation. Notify Transportation should this injury 
hinder your normal job duties.  
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DRIVERôS DUTIES AND RESPONSIBILITIES 
 

 
Documents to be Familiar With 
 
As a bus driver of the Calcasieu Parish School System, you should understand and are responsible 
for the information contained in: 
 

 Transportation Employee Procedure Handbook 
 

 Calcasieu Parish School Board Policy Manual 
 

 Bulletin 119 LA School Transportation Specifications and Procedures  
 

 Job Description for Bus Drivers (Refer to Human Resources) 
 

 State of Louisiana Vehicle Code 
 

  ñStudent Rules and Proceduresò 
 

 Louisiana Driverôs Manual for Commercial Vehicle Driver Licensing 

 
Driverôs License 
 
You are to carry a valid Commercial Driverôs License (CDL) Class B with Passenger, Air Brake and 
ñSò endorsements along with your CDL physical card with you while on duty.  If the license is lost or 
allowed to expire, you will be held responsible for any fine and can not drive until valid.  Suspension 
of a license, driving with an expired license and certain traffic violations are possible grounds for a 
recommendation for disciplinary action. 
 
Loyalty  
 
Work with your department, not against them.  Carry out directions with good grace.  If you have any 
concerns, address them to the Transportation Office, we are more than happy to listen.  Only contact 
the Principal if the concern is regarding the behavior of a student on the bus. 
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Appearance 
 
When reporting to work for duty, you should be neatly and appropriately dressed.  You are an 
ambassador of the school system.  A neat, clean, well-mannered driver can have positive effect on 
students and others you will meet while on duty.  Shorts and skirts must be knee length or no shorter  
than 2 inches above the knee.  No muscle shirts, tank tops, strapless tops, backless tops or any type 
of shirt that would show your undergarments.  Any sleeveless shirts must cover your shoulder.  All 
shoes must have a back or a back strap for safety reasons.  No high heel, slippers or backless shoes 
are to be worn for safety reasons.   Shirts/Tops bearing logos or wording indicating drugs, alcohol or 
offensive remarks are not allowed.   Please remember dress code as stated in the CPSS Policy 
Manual. Notices will be given if you violate dress code.  A continuation of notices may result in 
disciplinary actions. 
 
Bus Drivers Shall: 
 

 Keep school administration, parents, and the Transportation Department informed about situations 
involving students, when the bus will be late for any reason, etc. 
 

 Attend all meetings called by the Transportation Office and School Administrator. 
 

 Cooperate with other drivers to promote good safety and the best possible service for students. 
 

 Seek out opportunities for additional training. 
 

 Drive defensively. 
 

 Always keep the aisle, door well and emergency exit clear from all objects. No objects shall 
protrude higher than the back of the seat. 

 

 Turn off the engine once stopped on a school campus. 
 

 Avoid backing up on a school campus unless absolutely necessary. 
 

 Turn off engine and remove the ignition key if the driver needs to walk the aisle or leave the bus. 
 

 Driverôs seatbelt must be worn at all times while bus is in motion. 
 

 Use of cell phones is strictly prohibited while driving a school bus.  Also, the use of any hands free 
device, blue tooth is also prohibited. 

 

 Never pick up students in your private vehicle. 
 

 Never take students on an unauthorized trip or make unauthorized stops in your bus. 
 

 The school bus is not be used for personal use. 
 

 BE POLITE ï BE CONSIDERATE ï BUT BE FIRM! 
 

 BE SAFE! 
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Traffic or Parking Tickets 
 
If you receive a traffic ticket while driving a school bus or another vehicle, you must report it to the 
Transportation Office before the end of the next working day. You are responsible for all traffic fines.  
State driverôs records (ODR report) are reviewed twice a year by the Transportation Director. Traffic 
tickets received while operating a school bus will result in a possible recommendation for disciplinary 
action. 
 
Disciplinary Action  
 
You may be subject to suspension if you are accused of a crime, serious misconduct or a major 
chargeable driving offense pending investigation and disposition.  Violations of School System 
Policies and Procedures may result in disciplinary actions. A tenured bus driver has the benefit of a 
Board hearing. 
 
Responsibilities  
 

 You are responsible to the Students, Parents, Principals of the schools you serve, and the 
Transportation Office. 
 

 The school bus is to be used solely for transporting school students.  It is not to be used as a mode 
of personal transportation or for transporting unauthorized passengers. 
 

 The school bus is an extension from the school.  All CPSS Policies apply. 
 

Two-Way Radio Etiquette  
 

 Make sure your two-way radio is ON at all times. 
 

 Use the two-way radio ONLY for emergency communication. 
 

 Listen to hear whether airwaves are clear before you begin to talk. 
 

 Hold the microphone button down firmly several seconds before speaking. 
 

 Speak slowly and clearly. 
 

 Speak directly into microphone. 
 

 Keep transmission brief, only state the problem you do not need to go into a lengthy explanation. 
 

 Sign off after transmission is completely addressed so others will know you are finished. 
 

 Let the person addressed initially handle requests.  Do not break in and answer questions 
addressed to someone else. 
 

 Keep off airwaves until emergencies are finished. 
 

 All non-emergency School System related transmissions between buses should be done on the 
bus chat channel C. 
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Music and Radio Stations 
 
With todayôs music, parents of students may find some radio stations offensive.  Please play ONLY 
appropriate music. You shall NOT play music with vulgar or explicit language or meaning.  Failure to 
comply with playing appropriate music will result in the removal of your music radio!  
 
Sexual Harassment 
 
The Transportation Department, their employees and students are all subject to the same policies on 
sexual harassment as stipulated in the Calcasieu Parish School System Policy Manual.  The specific 
policies that are applicable are JCED ñSexual Harassment of and by Studentsò, GAEAA ñSexual 
Harassmentò, and GBD ñEmployment of Personnelò.    
 
Electronic Communications between Employees and Students 
 
The Transportation Department, their employees and students are all subject to the same policies on 
Electronic Communications between Employees and Students as stipulated in the Calcasieu Parish 
School System Policy Manual.   
 
Tobacco 
 
Smoking is not allowed on School System owned property which includes all Schools, Central Office, 
Transportation facility and Maintenance facility as well as all school buses and transportation cars 
and trucks.  Smoking in or on School System property may result in disciplinary actions. 
 
Parking Guidelines 
 
Park the bus in a safe and proper place so that the bus does not interfere with traffic.  Unless loading 
or unloading students a bus must be parked in such a manner as not to impede or obstruct the 
normal flow of traffic. If your bus is not parked at the Chennault facility, do not park the bus on the 
street or where it obstructs other driverôs view of traffic.  Do not park the bus on private or other 
peopleôs property without written approval.  Do not park on neutral ground. Parking on school 
campuses requires the approval of the school administrator. 
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ACCIDENT PROCEDURES AND PREVENTABLITY 
 

 
Accidents Section Overview 

 
Transportation staff members should always strive to complete each and every day without an 
accident.  Principles of defensive driving should always be foremost in the minds of the drivers as 
they transport students to and from school or on an extra-curricular trip.  It is NOT ACCEPTABLE to 
leave an accident scene. 
 
ALL accidents must be reported immediately to the Transportation Department.  Failure to report an 
accident could result in disciplinary action.  It is the responsibility of the driver to report an accident of 
any kind. 
 
Recommendation for disciplinary action may be submitted to the Assistant Superintendent should you 
be involved in your fourth at fault vehicle accident while driving a school bus within a 36 month period. 
 
Accident Responsibilities 
 
In the case of an accident, first thing you should do is secure vehicle and turn on flashers.  Call 
Transportation immediately.  Survey all individuals involved in the accident for injuries.  If bus is 
evacuated, account for all students. 
 
Radio Transportation with the following information: 

 

 Is the school bus involved; if so, state bus # 
 

 Location of accident 
 

 Identify school in which students attend 
 

 Report any injuries 
 
Keep students on the bus, unless safety requires evacuation.  If the bus is evacuated, move 
students away from traffic hazards and the bus if there is a fire. 

 

 Driver shall: 
 

 Provide first aid if necessary 
 

 Place reflective triangles to warn of hazard 
 

 Prepare seating chart 
 

 ID all students on board at the time of accident 
 

 Provide student roster which provides all pertinent information 
 

 Give no statement to persons other than Transportation and Risk Management  
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Do not admit fault to anyone at the scene of an accident.  Be extremely cautious of what you say and 
to whom.  State only the facts as you know them to be.  Move to a private location to discuss the 
situation with the investigating officers, Risk Manager, Director or Supervisor. 
 
Names, addresses and telephone numbers of students should be on board in the form of your 
student roster along with the seating chart and where they were seated at the time of the accident. 
This information should be on the bus at all times. 

 
TYPES OF PREVENTABLE ACCIDENTS 

 
It is impossible to describe in detail the many ways a driver might prevent an accident.  The 
paragraphs of this guide merely emphasize the most frequent occurrences based on National Safety 
Council guidelines. 

 
1. WHAT IS A PREVENTABLE ACCIDENT? 

 
A preventable accident is any occurrence involving a district-owned or operated vehicle which 
results in property damage and/or personal injury, regardless of who was injured, what property 
was damaged to what extent or where it occurred in which the driver in question failed to do 
everything he reasonably could have done to prevent the occurrence.  A defensive driver is one 
who commits no driving errors himself and makes allowances for the lack of skill or improper 
driving practices of the other motorist. 
 
A defensive driver adjusts his/her own driving to compensate for unusual weather, road or traffic 
conditions, and is not a victim of an accident by the unsafe actions of pedestrians and other 
drivers.  By being alert to accident-inducing situations, he/she recognizes the need for preventable 
action in advance and takes the necessary precautions to prevent the accident.  As a defensive 
driver, he/she knows when it is necessary to slow down, stop or yield the right-of-way to avoid 
involvement. 

 
2. STANDARD OF PERFORMANCE 

 
Accidents involve so many different factors that it is impossible to set hard and fast rules to 
classify them preventable or non-preventable.  CPSS has established safety criteria for 
ñpreventableò and ñnon-preventableò accidents.  The District cannot condone a mediocre standard 
of safe driving performance.  The district takes the time and effort to investigate carefully all details 
of an accident to ensure that decisions are made consistently and impartially.  The following 
paragraphs are offered as guidelines in determining the preventability of accidents. 

 
3. WITNESS STATEMENTS 

 
Each driver involved in an accident usually contributes to it in some degree.  If the other driver 
admits he was at fault, it usually means that he sees how he contributed to the situation.  
Admission of being at fault by the other driver, a record of the other driver being cited for a traffic 
violation, and witness or police statements of exoneration for the district driver are not, in 
themselves, conclusion evidence to judge and accident ñnon-preventableò. 
 
Statements of exoneration are generally based on legal responsibility without respect to the 
definition of preventability.  Consequently, a careful study must be made of all conditions to 
determine how the employee in question contributed to the situation by acts of omission or 
commission. 
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Unless thorough investigation indicates that the employee in question could not have avoided 
involvement by reasonable defensive driving practice, the following types of accidents will be 
regarded as PREVENTABLE. 

 
4. INTERSECTIONS 

 
It is the responsibility of professional drivers to approach, enter and cross intersections prepared 
to avoid accidents that might occur through the action of other drivers.  Complex traffic movement, 
blind intersections or failure of the other driver to conform to law or traffic control devices will not 
automatically discharge an accident as non-preventable.  Intersection accidents are 
PREVENTABLE even though the professional driver has not violated traffic regulations.  Failures 
to take precautionary measures prior to entering the intersection are factors to be studied in 
making a decision. 

 
5. BACKING 

 
Practically all-backing accidents are PREVENTABLE.  A driver is not relieved of his/her 
responsibility to back safely when a guide is involved in the maneuver.  A guide cannot control the 
movement of the vehicle; therefore, a driver must check all clearances for themselves. 

 
6. FRONT-END COLLISIONS 

 
Regardless of the abrupt unexpected stop of the vehicle ahead, the driver can prevent front-end 
collisions by maintaining a safe following distance at all times.  This includes being prepared for 
possible obstructions on the highway, either in plain view or hidden by the crest of a hill or the 
curve of a roadway.  Night speed should not be greater than that which will permit the vehicle to 
stop within the forward distance illuminated by the vehicleôs headlights. 

 
7. REAR-END COLLISIONS 

 
Investigation often discloses that drivers risk being struck from behind by failing to maintain a 
margin of safety in his own following distance. 

 
8. PASSING 

 
Failure to pass safely indicates faulty judgment and the possible failure to consider one or more of 
the important factors a driver must observe before attempting the maneuver.  Unusual actions of 
the driver being passed or of oncoming traffic might appear to exonerate a driver involved in a 
passing accident; however, the entire passing maneuver is voluntary and the driverôs 
responsibility. 

 
9. BEING PASSED 

 
Sideswipes and cut-offs involving a professional driver while he/she is being passed are 
PREVENTABLE when he/she fails to yield to the passing vehicle by slowing down or moving to 
the right where possible. 

 
10. LANE ENCHROACHMENT 

 
A safe driver is rarely a victim of entrapment by another drier when changing lanes.  Similarly, 
entrapment in merging traffic is an indication of unwillingness to yield to other vehicles or to wait 
for a break in traffic. 
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BLIND SPOTS are not a valid excuse for lane encroachment accidents.  Drivers must make extra 
allowances to protect themselves in areas of limited sight distances. 
 
Squeeze plays causing involvement with parked cars, pillars and other road structures can be 
PREVENTED by dropping back when it is apparent that the other driver is forcing the issue or 
contesting a common portion of the road. 

 
11. OPPOSING VEHICLES 

 
It is extremely important to check the action of the district driver when involved in a head-on or 
sideswipe accident with a vehicle approaching from the opposite direction.  Exact location of 
vehicles, prior to and at the point of impact, must be carefully verified.  Even though an opposing 
vehicle was in a passing maneuver and the driver failed to slow down, stop or move to the right to 
allow the vehicle to re-enter his own lane, he has failed to take action to prevent the occurrence.  
Failure to signal the opposing driver by flicking the headlights or sound the horn should also be 
taken into account. 

 
12.  TURNING 

 
Turning movements like passing maneuvers require the most exacting care by a professional 
driver.  ñSqueeze playsò at the left or right turns involving other vehicles, scooters, bicycles or 
pedestrians are the responsibility of the driver making the turn.  Failure to signal check pedestrian 
lanes or to take any other defensive action should be considered.  Sudden turns by other drivers 
should be carefully examined.  You may find that the driver failed to take precautionary action 
from tip-offs from the other vehicle immediately preceding the accident.  U-turns by the driver that 
result in a collision are PREVENTABLE. 

 
13. PEDESTRIANS 

 
Traffic regulations and court decisions generally favor the pedestrian hit by a moving vehicle.  An 
unusual walk path of a pedestrian at mid-block or from between parked vehicles does not 
necessarily relieve a driver from taking precautions to prevent such accident. 

 
14. WEATHER  

 
Adverse weather conditions are not a valid excuse for being involved in an accident.  Rain, snow, 
sleet, wind, fog or icy pavements have never caused an accident.  These conditions merely 
increase the hazards of driving.  Failure to adjust driving to prevailing weather conditions can be 
cause for deciding an accident PREVENTABLE. 

 
15. DRIVEWAYS AND SCHOOL ENTRANCES 

 
Accidents involving traffic originating from driveways, plant entrances and other special 
intersection locations should be carefully analyzed to determine what measures the professional 
driver might have taken to avoid the occurrences.  Failure to slow down sound a warning or to 
yield to the other driver can be considered cause to judge such an accident PREVENTABLE. 
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16. FIXED OBJECTS 
 

Collisions with fixed objects are PREVENTABLE.  They usually involve failure to check or properly 
judge clearances.  Professional drivers must be constantly on the lookout for adverse conditions 
and make the necessary allowances. 

 
17. PARKING 

 
Unconventional parking locations, including double parking failure to put out warning devices, etc., 
generally constitutes evidence for judging an accident PREVENTABLE. 

 
18. ROLLAWAY 

 
Rollaway accidents from a parked position normally are classified as PREVENTABLE. 
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DEFENSIVE DRIVING TIPS AND REFLECTIVE TRIANGLES 
 

Defensive Driving Tips 
 
On the following pages you will find defensive driving tips pertaining to eye contact, 
approaching intersections, blind intersections, safe following distances, correct lane usages, 
blind spots, and etc. 
 
In addition, the Commercial Driverôs License (CDL) Manual has a wealth of information 
pertaining to defensive driving. The CDL Manual includes guidelines for safe driving including 
safe speeds and following distances under many conditions. 
 
 
Reflective Triangles 
 
The last three diagrams illustrate how to set out the reflective triangles on busy highways.  
 
Example: 
 
If you breakdown on a two lane section of 
Highway 90 or any two lane (undivided) 
highway, you would set the triangles at 10 feet 
and 100 feet from the back of the bus. You 
would also place the third reflective triangle 
100 feet in front of the bus.  

 
If you should breakdown in a town that has a 
twenty-five mile per hour speed limit on a two 
lane street, you should set the triangles closer 
as the illustration shows. 
 
The diagrams for curves and hills would 
normally apply in all cases. 

 
These diagrams and an additional diagram are repeated at the end of this section. 
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