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Introduction 

 

The purpose of this handbook is to set forth rules, regulations and guidelines which will 

result in an improved transportation system. All policies contained in this handbook are 

approved by the Vermilion Parish School Board. 

 

The school bus driver is responsible for knowing the policies of the School Board 

concerning transportation and to also know state and local traffic laws governing the 

operation of transportation policies set forth in Bulletin 119 Louisiana School 

Transportation Specifications and Procedures. The driver must participate in all officially 

sponsored meetings, conference and training courses which will improve pupil 

transportation in this parish.  

 

Providing this handbook to drivers is evidence of the School District’s awareness of this 

responsibility. By reading and making yourself familiar with the contents of this handbook, 

you also indicate an awareness of your responsibility.  

 

School bus drivers should be proud of their profession and of their good driving habits. 

This handbook should sharpen your abilities, increase your knowledge of basic regulations 

and generally help you accomplish your work to your own, the School District and the 

public advantage.  

 

The Transportation Employee 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 and monitor for Vermilion Parish Schools, 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.  Thank you for all that you 

do. 

 

Ken Small 

Supervisor of Transportation 

Vermilion Parish Schools 
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Job Description: School Bus Driver 
 

Qualifications 

 

1. Must obtain a valid Commercial Drivers License with Passenger, School Bus and 

Air Brake endorsements. 

2. Must be twenty one years of age. 

3. Must complete the following courses  

a. Defensive Driving-Coaching the School Bus Driver 

b. Rules and Regulations for School Bus Drivers 

c. Medic First Aid 

 

4. Must not have a criminal or DWI record.  

5. Complete an annual Medical Examination Report for Commercial Drivers Fitness 

Determination at a designated Board approved Medical Facility. Required 

examination is paid by Vermilion Parish School Board.  

6. Complete eight hours of driver training every two years.  

7. Comply with random DOT drug and alcohol screenings quarterly.  

8. Maintain a valid CPR certification. 

 

Reports to:  School Principals and Supervisor of Transportation 

 

Job Goal:  To assure safe, economic and efficient bus transportation so that students may 

enjoy the fullest possible advantage from the system’s curriculum and extracurricular 

programs.  

 

Performance Responsibilities 

 

1. Transports only students, teachers and authorized personnel 

2. Picks up and discharges students only at authorized stops 

3. Maintains bus in a safe and clean condition 

4. Reports all accidents no matter how minor and completes required reports 

immediately 

5. Becomes familiar with and adheres to applicable policies, statues, and procedures 

set forth in State Bulletin 119 Louisiana School Transportation Specifications and 

Procedures.  

6. Maintains student discipline on the bus and reports misbehavior to proper school 

authorities 

7. Notifies the proper authority in case of mechanical failure or delay 

8. Completes a pre and post trip bus inspections daily 

9. Attends periodic safety meetings, including the minimum of eight hours of in-

service training every other year 

10. Adheres to assigned route and schedule 

11. Cooperates with other drivers in case of emergency 

12. Obeys all traffic laws 

13. Reports any traffic violation received to the Supervisor of Transportation within a 

24 hour period. Failure to do so will constitute willful neglect of duty. 
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14. Be punctual and avoid absenteeism 

15. Abides by rules and regulations found in the VPSB Transportation Handbook 

16. Assumes other related responsibilities as assigned by the Supervisor of 

Transportation.  

17. Maintains a personal file for pertinent notes and memorandums.  

18. Walk through the bus and check for hiding/sleeping students and items left by 

students at the end of each route. This walk through should be done before leaving 

the school campus in the morning.  

19. Maintain records pertinent to the bus route, including but not limited to student 

roster, seating chart, pre/post trip inspection log, insurance and registration 

documentation, written instructions of bus route for use by a substitute driver, and 

contact information for each student.    

 

 

 

 

 

TERMS OF EMPLOYMENT: 180 days; five days per week, six hours per day 

EVALUATOR: Principal and Supervisor of Transportation 

 

 

HIRING PROCEDURES 
 

1. Only certified bus drivers will be qualified to apply for bus driving positions. 

2. Transfers shall be made in accordance with R.S. 17:493.1 

3. The following procedures will be required to fill any newly hired position in the 

Transportation Department. 

 

a. An Interviewing Committee will be appointed which will consist of  

1. Supervisor of Transportation 

2. Shop Foreman for the Transportation Dept.          

3. Principal (s) of school where bus is based 

4. If either the Personnel member or the Principal is unavailable to 

attend, the Supervisor of Transportation will appoint another 

designee. 

 

     b. Testing will be completed and consist of: 

1. Oral test 

2. Written test 

 

 

b. Criteria to be considered: 

1. Certification 

2. Education 

3. Experience as a substitute School Bus Driver. The applicant 

scoring the highest will be recommended for hire by the 
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Supervisor of Transportation, with a final recommendation being 

made to the board by the Superintendent.   

 

Benefits 
1. Paid holidays declared by the School Board. 

2. Health Insurance is available for employee and dependents at a cost set by the 

board. Supplementary life is also offered.  

3. If the driver is contemplating retirement he/she should contact the Supervisor of 

Transportation and Personnel Department at least 60 days before retirement.  

 

Terms of Employment: 180 days; five days per week; six hours per day 

 

Evaluator: Principal and Supervisor of Transportation 
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Job Description: Bus Monitor 
 

 

Qualifications 

 

1. Must be able to read and write. 

2. Must be able to understand and follow written and oral instructions.  

3. Must be able to lift heavy objects (minimum of 50 lbs.) as evident by passing a 

functional assessment test.  

4. Basic record keeping ability. 

5. Basic knowledge of safe practices concerning school bus transportation.  

 

Reports to: Bus Driver 

 

Job Goal: To assist in supervision and care of pupils at bus stops and buses while   

 traveling to and from school. 

 

Performance Responsibilities 

 

1. Monitors shall assist students on and off the bus at the designated bus stop and 

when it is necessary for their safe entrance and exit from the bus. 

2. Understand and relate to children with special needs. 

3. Following training by licensed and or certified personnel, assist special education 

students with extreme behavior problems, health problems, or those students 

unable to care for themselves during the bus trip. 

4. Assist in evacuation drills. 

5. Perform other duties as assigned by appropriate authority. 

6. Walk through the bus and check for hiding/sleeping students and items left by 

students at the end of each route. This walk through should be done before 

leaving the school campus in the morning. 

 

TERMS OF EMPLOYMENT: 180 days; five days per week, six hours per day 

EVALUATOR: Principal and Supervisor of Transportation 
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Role and Responsibility of Substitute Driver 
 

The 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 office is very aware that substitute drivers, like regular drivers, have 

situations which occur whereby they cannot make themselves available because of their 

own emergencies.  

 

Whenever a substitute driver agrees to drive a route, it is his/her responsibility to get all 

of the necessary information to conduct the route. Information that should be obtained 

includes the following: 

 Bus driver’s name 

 Bus number 

 Location of bus  

 Written step by step directions for the route, including a map of each route 

 What time does the regular driver normally depart the bus garaged location 

 What time is the first pick up? 

 What is the regular driver’s sign in school? 

 Does the regular driver have any maintenance work scheduled for his/her bus? 

 If discipline is a problem, call the supervisor, speak to the principal and make the 

regular driver aware of the problem(s) 

 Location of the student list of all student riders, which include contact information 

for each student as well as a seating chart for each route.  

 Make sure all windows and doors are closed on the bus when the route is 

completed.  

Make sure the bus is fueled, swept and all trash is picked up.  

 

Substitute drivers shall abide by the exact pickup times, bus stops, and route structures as 

the regular driver. Never knowingly begin the route too early. 

 

Substitute drivers are responsible for providing their own transportation to and from the 

location where the bus is garaged.  
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ATTENDANCE AND ABSENCES 
 

2. All school bus drivers must document their presence for driving duties daily. An 

attendance sheet, kept at the school where the driver ends his/her route in the 

morning and begins their afternoon route, is to be signed each day by every driver 

for this purpose. If the driver or monitor fails to sign he/she will be counted absent 

for that day(s). Failure to do so may constitute willful neglect of duty. R.S. 17:884 

 

3. If a driver is unable to drive his/her route, he/she must contact the Transportation 

Dept. and report that they will be out and will need a sub driver.  It is the driver’s 

responsibility to turn in a leave form, documenting their absence, into the 

Transportation Office immediately following absence.  (see back of handbook for 

a leave form) 

 

4. Substitute drivers are to be paid only by a School Board check. Under no 

circumstances are the drivers to pay their substitutes. Doing so may constitute 

willful neglect. It is the substitute drives responsibility to find transportation to 

and from the place where the bus is garaged.  

 

5. Bus drivers are entitled to ten (10) days of annual sick leave. Two days of this 

time may be used for personal reasons. Unused sick leave may be accrued without 

limit. Upon retirement, a maximum of twenty-five days of accrued leave will be 

paid to the employee. All absences except absences for Jury Duty are deducted 

from accrued sick leave.  

 

6. An employee absent for more than (5) consecutive days because of illness must 

secure a doctors’ certificate verifying his inability to perform his/her duties. This 

certificate is to be submitted with the absence form to the Transportation 

Department. After the employee is released, a statement from the doctor must be 

filed in his/her personal file (Transportation Department) before he/she is able to 

resume his/her driving duties.  

 

7. Maternity leave must be applied for by written request to the Personnel 

Department, who will submit the request for Board approval.  

 

8. The School Board is not authorized to grant extra sick leave days to employees 

injured while on duty. Article 7, 14 of the Louisiana Constitution of 1974. 

 

9. The School Board cannot restrict sick leave benefits when employee is entitled to 

worker’s compensation benefits. LSA-R.S. 17:1201 and LSA- R.S. 17:1206 
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VERMILION PARISH SCHOOL BOARD                      

LEAVE POLICIES 
 

SICK LEAVE 

All twelve-month employees shall be entitled to and shall be allowed a minimum of 

thirteen (13) days of leave of absence as sick leave or emergency leave per year without 

loss of pay. Employees shall be allowed to accumulate any unused sick leave to an 

unlimited number of days. Application for sick leave of more than five and one-half 

consecutive days must be accompanied by a certificate of practicing physician. 

All nine-month employees shall be entitled to and shall be allowed a minimum of ten (10) 

days leave of absence as sick leave or emergency leave per year without loss of pay. 

Employees shall be allowed to accumulate any unused sick leave to an unlimited number 

of days. Application for sick leave for more than five and one-half consecutive days must 

be accompanied by a certificate of a practicing physician.  

In the case of extended illness or disability in excess of six weeks, the Superintendent may 

require a physician to confirm the employee’s inability to work. He may also require the 

employee to submit to an examination by a physician designated by the Board to confirm 

that a medical disability continues to exist. 

Extended sick leave shall be granted in accordance with LSA-R.S. 17:1202 and 17:1206.2. 

An employee is entitled to pay for illness and cannot be paid for time lost due to illness of 

someone else or for any reason other than personal illness, except that an application may 

be made for emergency leave for the following: 

1. Death in the immediate family – Immediate family is designated as husband, wife, 

child, father, mother, sister, brother, grandparents, aunts, uncles, nieces, and 

nephews (both sides of the family). Two days of emergency leave will be allowed 

for death in the immediate family. 

2. Taking a member of the household to a doctor or hospital where the matter cannot 

be delayed and necessitates employee’s presence. 

3. A member of the household is seriously ill and dependent on the employee to be 

present and where the serious illness necessitates calling the family together. 

4. Accident keeping the teacher from reporting to work. 

5. Circumstances of such as to be beyond human control (i.e. fire, flood, acts of God) 

6. Marriage – a maximum of two (2) days leave shall be granted for marriage of an 

employee 

7. Adoptive parent upon receiving a child. 

 

Emergency situations where an employee is not charged sick leave or deduction from their 

salary are as follows: 



12 

 

1. Jury Duty: (local, state, and federal) Any employee serving jury duty will not be 

deducted sick leave. Should the employee learn that he/she is excused from jury 

duty prior to reporting to jury duty, he/she is obligated to report to work. 

2. National Guard/Fire Rescue Unit: Any employee who is a member of a branch of 

the Armed Forces Reserve, the National Guard, or a special, certified fire/rescue 

unit shall not be charged sick leave or deduction from their salary by the Employer 

during any period when the affected Employee is called for emergency duty or 

training periods. If the National Guard is federalized, the employee shall be 

compensated in accordance with state and federal law. 

3. Court Witness: The employee must be served with a subpoena or summons. An 

employee absent by subpoena to serve as a witness in court proceedings, including 

depositions, shall report such to his/her principal/supervisor stating the exact period 

of the absences and whether or not he/she has any personal or financial interest in 

the legal proceedings. If it determined that the employee has a 

personal/financial interest, the absences shall be charged to current sick or 

emergency leave. If it is determined that the employee has no personal/financial 

interests, the absences shall be officially excused. 

Unused sick and emergency leave shall be carried forward and accumulated without 

limitation. Upon retirement the employee shall be paid for unused leave not to exceed 

twenty-five (25) days and all accumulated leave shall be added in accordance with the 

retirement system policies to grant the retiree additional years of days of service. 
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LEAVE WITHOUT PAY 

Requests for leave without pay will be processed in accordance with the following 

procedure: 

1. The employee’s request is submitted in writing to the Superintendent’s office. 

2. The Superintendent is granted decision authority for leave with pay requests of one 

to five days duration. 

3. In cases where the request asks for a leave of more than five days, the request 

requires Board action. Submission of the request should arrive in the 

Superintendent’s office in sufficient time to be placed on the Board agenda. 

4. During a leave without pay, there is no accrual of annual leave for twelve month 

employees. 

5. Preservation of Rights 

a. The Vermilion Parish School Board may grant leaves of absences without 

pay for periods not exceeding one (1) year to any regularly employed 

teacher or other employee who requests such leave in writing, whenever in 

the discretion of the Board such leave is in the best interest of the public 

school system. The granting of such leave shall not affect any tenure rights 

and the applicant’s accrued seniority shall continue through the term of the 

leave. 

6. No employee on leave without pay shall engage in any gainful employment except 

for part-time employment of 20 hours or less per week and only in the event that 

the employee held such part-time employment for at least 120 days prior to making 

application for leave without pay. 
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PERSONAL LEAVE 

Employees with days available in their current or accrued sick leave account are eligible 

to use up to two days per school year for personal reasons with a twenty-four (24) hour 

prior notice. 

Two days of the ten or thirteen days allowance for sick and emergency leave may be used 

for personal business as follows: 

1. Emergencies resulting from natural disasters such as hurricane, flood, fire or other 

disasters that affect the employee individually; 

2. Legal business which must be transacted during working hours, such as adoption 

proceedings and other personal, legal actions which must be tried in court; 

3. Registration, graduation ceremonies, and other events necessary for professional 

advancement of employees; 

4. Driver’s licenses for employee or employee’s children; 

5. Important financial matters which cannot be transacted after working hours; 

6. Household problems which require immediate attention for the welfare of the 

family; 

7. Graduation ceremony of a family member of the employee’s immediate family; and  

8. Wedding ceremony of the employee or a member of the employee’s immediate 

family. 

Only two days per year may be used for personal business. Personal leave may not be 

accumulated. 
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SUMMARY OF EMPLOYEE LEAVE POLICIES 

Sick Leave 
Each school board nine month employee will receive 10 days of sick leave each school 

year (10 month employee receives 11 days, 12 month employee receives 13 days). These 

days are to be used for employee illness or illness of a member of the employee’s family, 

with the exception that 2 sick leave days can be used as personal leave in each school year 

for all employees except for twelve month employees (see personal leave). Any balance of 

sick leave remaining at the end of school year is carried forward and added to the next 

year’s allocation of sick leave. 

Upon retirement or entering DROP, an employee can receive payment for up to 25 days of 

his/her accumulated sick leave balance as severance pay. The balance of any remaining 

sick leave is transferred to the retirement system and will give the employee additional 

retirement service credit. For other terminations of employment, unused sick leave 

balances expire. The only exception is for a teacher who resigns and goes to work in 

another school district within 5 years of the termination date. This teacher can transfer any 

unused accumulated sick leave for his/her use at another employing school district in 

Louisiana.  

An employee is required to provide a doctor’s excuse if on sick leave for 5.5 consecutive 

days or more. The doctor’s excuse must be turned in on the day the employee returns to 

work. The doctor’s excuse must clearly state the dates the employee is to be off of work or 

was under his care. If the required doctor’s excuse is not turned in to excuse absence, the 

employee will be on unauthorized leave and will be placed on leave without pay. 

An employee who uses sick leave will receive full pay for each leave day taken if the 

employee has a balance of sick days available, his/her pay will be reduced by 100% of 

daily pay for each day of sick leave used beyond used beyond available balance, and they 

will be on leave without pay. However, teachers and bus drivers are entitled to extended 

medical leave which is covered in the next section. 

Extended Medical Leave 
The Board shall permit each employee to take up to ninety days of extended sick leave 

during a six-year period of employment which may be used for personal illness or illness 

of an immediate family member at any time the employee has no remaining regular sick 

leave balance. A doctor’s excuse, with an original doctor’s signature, must accompany 

the leave application.  The initial six-year period of employment shall begin on August 15, 

1999, for all teachers/bus drivers employed as of that date in any school system in the state 

of Louisiana and on the effective date of employment for all teachers/bus drivers hired 

thereafter.  The initial six-year period of employment shall begin on August 15, 2008, for 

all other employees employed as of this date in any school system in the state of Louisiana 

and on the effective date of employment for all employees hired thereafter. 

Unused days at the end of any six-year period of employment shall not cumulate or carry 

forward to the next six-year period of employment.  The balance of extended sick leave 

days available to an employee shall transfer with such employee from one public school 

employer to another without loss of days and without restoration of days.  Interruptions of 

service between periods of employment with a public school employer shall not be 

included in any calculation of a six-year period, such that employment with any public 

school employer, regardless of when it occurs, shall be included in any determination of 

the balance of days of extended sick leave available to an employee. 

All time while on extended sick leave is regular service time for all purposes for which 

service time is calculated or used.   Retirement benefits are not reduced while the employee 
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is on approved extended sick leave.  Any employee on extended sick leave shall be paid 

sixty-five percent (65%) of the salary paid to him at the time the extended sick leave begins.  

When all sick leave and extended sick leave has been used, his/her pay will be reduced by 

100% of daily pay for each day used beyond available balance and the employee will be 

on leave without pay.  

NOTE:  Leave without pay affects service time for retirement purposes.   

On every occasion when an employee uses extended sick leave, a statement from a 

licensed physician certifying that the leave is medically necessary for the employee or that 

the immediate family member’s illness is serious and requires the presence of the employee 

shall be presented prior to the extension of such leave.  This doctor’s statement must 

be an original, signed by the doctor (not stamped).  In the absence of an original excuse 

signed by the doctor, the leave will be treated as leave without pay and the employee will 

be docked his full daily rate of pay. 

If an employee has exhausted all regular sick leave and an unexpected or emergency illness 

occurs for which he/she had not applied for extended sick leave, he/she will still be eligible 

for extended sick leave if he/she provides the required physician’s statement for the specific 

dates of absence no later than 3 days after return to work.  If the employee is on continuous 

leave due to an unexpected or emergency illness and has not returned to work by the sixth 

day of leave, immediately on the seventh day he/she is required to turn in an application 

covering the period of leave already taken and for any future period of leave medically 

necessary along with the Physician’s statement certifying the leave for the period requested 

is medically necessary due to illness.   This applies to the employee’s personal illness or 

the illness of an immediate family member. 

If the period an employee is on extended sick leave is anticipated to carryover from one 

school year to the start of the next school year, another application and doctor’s statement 

must be submitted prior to the start of the next school year in order to be eligible for 

extended sick leave. 

If the board upon review of the application, questions the validity or accuracy of the 

certification, the employer may require the employee or the immediate family member, as 

a condition for continued extended leave, to be examined by a licensed physician selected 

by the employer.  In such case, the employer shall pay all costs of the examination and any 

tests determined to be necessary.  If the physician selected by the employer finds medical 

necessity, the leave shall be granted. 

If the physician selected by the public school employer disagrees with the certification of 

the physician selected by the employee or the immediate family member, then the employer 

may require the employee as a condition for continued extension of sick leave, to be 

examined by a third licensed appropriate physician whose name appears next on the 

rotation of physicians on a list established by the local medical society for such purpose 

and maintained by the board.  All costs of an examination and any required tests by a third 

doctor shall be paid by the employer.  The opinion of the third physician shall be 

determinative of the issue. 

The opinion of all physicians consulted as provided in this paragraph shall be submitted to 

the board in the form of a sworn statement which shall be subject to the provisions of RS 

14:125.  All information contained in any statement from a physician shall be confidential 

and shall not be subject to the public records law. 

Personal Leave 
Each school board employee, other than a 12-month employee, is allowed to take up to 

two (2) days of personal leave each year. Twelve month employees must use annual 
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leave. These personal days are deducted from the employee’s available sick leave balance 

as they are taken. Therefore, in order to use personal leave, an employee must have sick 

leave days available. 

Use of the two (2) personal leave days are at the discretion of the employee, but the 

employee is required to give a 24-hour notice to the school principal or supervisor of 

his/her intent to take personal leave. If proper notice is not given, the employee will be 

considered on leave without pay. For each day of personal leave an employee uses over 

the allotted 2 days each year, the employee will be on leave without pay and docked 

100% of daily pay. 

Additional Paid Leave or Non-Paid Leave 
Information on Additional Paid Leave or Non-Paid Leave is covered under the VAE 

Contract. 

Employee Leave Policies 

Frequently Asked Questions 
Definitions: 

Sick (or Emergency) Leave –  State Law provides 10 days to be allocated each school year to 9 month 

employees (11days – 10 month employees, 13 days – 12 month 

employees). Can be used for personal or family illness only. Unused days 

will carry over and accumulate year after year. Employee receives full 

pay when available sick leave days are used. 

Personal Leave -  State Law provides that 2 of the days of sick leave can be used for 

personal reasons each year for nine and ten month employees only. 

These days are available only to the extent there is a balance of sick 

leave days. Unused personal leave days do not accumulate or carry over 

to the next year. Employee receives full pay when available personal 

leave days are used. 

Extended Medical Leave -  State Law provides 90 days of leave available to all school board 

employees use within a six-year period for personal or immediate family 

illnesses only. Any balance remaining at the end of the six-year period 

does not carry over to the next six-year period. Employees receive 65% 

of pay when available extended medical leave is used. 

Leave Without Pay -  If an employee requests leave in any one of the above categories and has 

no balance of leave available, he/she will receive no pay for this leave. 

An employee will lose 100% of daily pay for each day on leave without 

pay. The employee will not receive retirement service credit for each 

day on leave without pay. Also, retirement contributions are not 

withheld and wages are not reported to the retirement system on the 

100% of wages the employee was docked while on leave without pay. 

EXTENDED MEDICAL LEAVE QUESTIONS AND ANSWERS 

 

Suppose I am not the one who is sick, but my child is. Can I use this extended medical leave then? 

 

YES. The law provides that extended medical leave may be used for both personal illness as well 

as illness of a family member of the employee’s immediate family. The law defines immediate 

family to include a spouse, parent, or child of the covered employee. 

 

May I use extended medical leave for personal reasons or emergency leave? 

 

 NO. The law specifically states that it is to be used for illness only. 

 

How many days of extended medical leave can I use? 

 

 The law provides for up to maximum of ninety (90) days in a period six (6) years. 

 



18 

 

When does this six-year period begin? 

 

It begins on August 15, 1999 for all certified staff and bus drivers and on August 15, 2008 for all 

other employees working for a school district in the state of Louisiana on that date or on the effective 

date of hire for a new employee, whichever is later. 

 

How much do I get paid when I am on extended medical leave? 

 

You will be docked 35% of your daily rate of pay for each day you are on extended medical leave. 

In other words, you are only paid 65% of your daily rate of pay. 

 

What are the requirements for being eligible for extended medical leave? 

1. You must have exhausted all accumulated and current regular sick leave. 

2. A doctor’s excuse, with an original doctor’s signature, must accompany the leave application 

submitted by your school at the end of each month. 

What is I have exhausted all of my regular sick leave, and I wake up in the morning sick and unable to 

go to work for the next two days. I did not previously submit an application for extended medical leave 

due to the unexpected nature of the illness. Can I still be eligible for extended medical leave? 

 

 You will be eligible for extended medical leave if you provide the required Physician’s statement 

for the specific dates of absence immediately upon your return to work, and no later than 3 days of 

your return to work. You have 3 days from the time you return to work to turn in your completed 

extended medical leave application for sudden unexpected illnesses. 

 

What if I am out due to an emergency or unexpected illness for an extended period of time? Is there 

any time requirement that I must follow in order to still be eligible for extended medical leave? 

 

YES. If you are on continuous leave due to an unexpected or emergency-type illness and have not 

returned to work by the sixth day of leave, immediately on the seventh day you are required to turn 

in an application covering the period of leave already taken and for any future period of leave 

medically necessary along with the Physician’s statement certifying the leave for the period 

requested is medically necessary due to illness. This applies to your personal illness or the illness of 

an immediate family member. 

 

Do I have to attach a Physician’s statement every time I apply for extended medical leave? 

 

YES. Act 1341 requires a Physician’s statement verifying illness for every occasion. For example, 

if the same illness causes absences of two or more consecutive days, that is considered an occasion 

for the purposes of the Physician’s statement. The Physician’s statement must clearly state the days 

you are unable to work. Extended Medical Leave will not be granted under any circumstance if a 

Physician’s statement is not provided. 

 

Can I go back later after I have been docked and get the Physician’s statement and get my money 

refunded to me? 

 

NO. It is your responsibility to turn in all necessary forms and Physician’s statements timely and 

verify that all information is accurate. Because the proper forms were not turned in timely and prior 

approval was not given, you are on leave without pay. 

 

What if I did not realize I was out of regular sick leave at the time I took leave and was docked 100% 

for the day I was absent? Can I go back and get a Physician’s statement and have the money refunded 

to me? 

 

NO. It is your responsibility to know how many leave days you have available and have already 

used each time you take leave. You were on leave without pay. 
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Suppose I don’t use all of my extended medical leave during this six-year period. Does it carry over? 

 

NO. If it is not used, it expires. At the end of your six-year period, another six-year period begins 

with a new allocation of 90 days. 

 

Suppose I transfer to another Louisiana Public School System. Does the unused extended medical leave 

carry over to my new employer? 

 

YES, it does carry over. However, so does the beginning date of your six-year period. So, for 

example, you use 40 days within the first four years here, and transfer to Acadia Parish Schools, 

you would have a balance of 50 days (i.e., 90 – 40) carried over and two years remaining in your 

six-year period to use them. 

 

Suppose I decide I want to take a few years off, and then return to service in this Parish. What happens 

to any unused extended medical leave that I had when I quit? 

 

Any unused extended medical leave remaining when you leave employment and if you are not 

employed by another Louisiana public school system afterward goes into suspense. That is, should 

you come back to public school employment at any time thereafter; you would pick up right where 

you left off. If you had, for example, 30 days and three years left when you quit, you would still 

have 30 days and three years left to use them whenever you return to service with this parish or any 

other public school system in Louisiana. 

 

Can I be employed elsewhere while I am out on extended medical leave? 

 

The law provides that you may be employed in another job while on extended medical leave if all 

of the following conditions are met: 

1. The employment is not more than twenty (20) hours per week. 

2. You have been employed in this job for at least 120 days prior to when your extended medical 

leave begins, and 

3. The physician who provides the statement verifies that such employment would not impair the 

purpose for which the extended medical leave is required. 

What happens if I work while on extended medical leave and I have not met all the conditions above? 

 

You would be required to refund all costs associated with your leave, including wages paid to you 

and wages paid for your replacement for the days you held other employment, without reinstatement 

of any extended medical leave days used. 

 

How does this extended medical leave work with regard to retirement?  

 

A person on extended medical leave who is being docked 35% of daily pay will pay retirement on 

100% of the daily rate of pay they would normally earn, and will get credit for that full day for 

retirement service credit. However, if you do not complete the form and fail to submit the Physician’s 

statement, and are docked 100% of your daily pay, you will not have any compensation on which to 

pay retirement and will not get credit for that day of service for retirement purposes. You will be on 

leave without pay. 

 

Do I still get my normal number of regular sick leave days each year? 

 

YES. You will still receive the allocation of regular sick leave days at the start of each school year.  

 

Does this mean I am now required to have a Physician’s statement each time I use regular sick leave 

too? 
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If you are regular sick leave, you are only required to turn in a Doctor’s excuse when you have been 

on leave for five and one-half (5.5) or more consecutive days. This excuse must be turned in no later 

than the seventh day of regular sick leave.  

 

PERSONAL LEAVE: 

 

What if I did not realize I had already taken my 2 regular personal leave days at the time I took leave 

for personal reasons and was docked 100% for the day I was absent? 

 

NO. It is your responsibility to know how many personal leave days you have available to use at all 

times. You are on leave without pay. 

What if I had no more sick leave days available to me, I marked my date of absence as a regular 

personal leave day on my leave sheet. But, I was docked 100% for the day I was absent? 

 

The 2 regular personal leave days are available to you only to the extent that you have a balance of 

sick leave days to use. If you have no sick leave days, then you have no regular personal leave days 

available.  

 

HELPFUL HINT: KEEP TRACK OF YOUR LEAVE BALANCES THROUGHOUT THE YEAR, 

OR VERIFY WHAT BALANCES ARE AVAILABLE TO YOU PRIOR TO TAKING ANY LEAVE 

IF YOU ARE UNSURE. 
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Probation Tenure Status of School Bus Drivers and 
Reasons for Removal 

 
Probation/Tenure Status 

 All employees hired before July 1, 2012 has tenure with the VPSB and therefore is 

subject to a hearing before the board when firing or reduction in force is proposed.  All 

employees hired after July, 1 2012 has NO tenure and is subject to board policy. 

Termination of Employment/Reduction in Force 

 In the event a school bus driver violates the regulations as set forth in this 

handbook, violates School Board policies or violates State or Federal Law, the 

School Board may dismiss the driver in accordance with State and Federal Law. 

 Reduction of force is handled in accordance with School Board Policy and State 

or Federal        Law. 

 

Reasons For Dismissal 

School bus drivers may be dismissed upon written and signed charges of the following: 

 Willful Neglect of Duty 

o Failure to adequately instruct the students on proper procedures when 

crossing in front of the bus and when crossing the street 

o Failure to properly instruct their bus students on discipline expected while 

on the bus, when getting off the bus, and when waiting for the bus in 

accordance with provisions in this manual. 

o Failure to provide the Transportation Department with reports as needed to 

ensure the safety of students. ( Health certificates, bus inspections, current 

CDL, student lists with contact information, seating charts, pre and post 

trip inspection forms, time sheets, and any other required forms or 

documents) 

 Failure to follow policies relating to reporting all accidents, substitute drivers        

(loss of time), bus s    tops, breakdowns, daily maintenance and daily bus 

inspections. 

 Failure to comply with the approved and established policies and procedures of 

the Transportation Department. 

 Failure to report accurately any information required by the Transportation 

Department. 

 Failure to report promptly to schools, Transportation Department, and students in 

the event of a breakdown and or absence. 

 Other actions deemed willful neglect or duty and documented as such. 

 

Concepts Pertaining to Incompetency 

 Failure to stop at or use proper procedure when crossing a railroad crossing. 

 Failure to obey traffic regulations (stop signs, traffic lights, and speed zones) 

while driving any school bus 

 Failure to operate the vehicle in a safe manner which denotes poor driving skills. 

 Failure to maintain discipline on a school bus. 
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 Other actions determined as constituting incompetency and documented as such. 

 

Immorality 

Acts of such nature which are deemed violations of law or deemed socially unacceptable 

and or deemed morally intolerable as related to the proper conduct expected of 

individuals who work with the youth of the school system. 

 

Drunkenness of Drug Abuse While on Duty 

If upon investigation it is proven that a school bus driver has partaken of any alcoholic 

beverage or illegal drug and is presumed to be intoxicated or under the influence of 

drugs, a school bus driver may be dismissed. 

 

Physical Disability to Perform Duties 

Drivers may be recommended for separation or retirement when after investigation it 

becomes apparent that they are not physically capable of performing their duties as a bus 

driver.  The Transportation Department may require an examination by a doctor of the 

Transportation Department’s selection and a driving skill test.  

 

Suspension of School Bus Operator 

A school bus driver may be suspended with or without pay from their work assignment 

by the Superintendent or his designee in accordance with due process of law and school 

board policy. The Superintendent will then make a recommendation concerning the 

matter to the Board. If the Board does not uphold the Superintendent’s recommendation, 

the school bus operator will be reinstated with full retroactive pay from the date of 

suspension, unless otherwise directed by the Board.  
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Drivers License 

 

You are to carry a valid Commercial Drivers License (CDL) Class B with Passenger “P”, 

Air Brake and “S” 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 cannot drive until valid. Suspension of a license, driving with an expired and certain 

traffic violations is 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.  

 

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 a 

positive effect on students and others you will meet while on duty. Shorts and skirts must 

be knee length or not 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. All 

shoes must have a back or a back strap for safety reasons. No flip flops, high heels, 

slippers or backless shoes are to be worn for safety reasons. Shirts/tops/hats bearing logos 

or wording indicating drugs, alcohol, political topics or candidates, or offensive remarks 

are not allowed.  

 

Traffic or Parking Tickets 
If you receive a traffic ticket while driving a school bus or your personal vehicle, you 

must report it to the Transportation Supervisor immediately. You are responsible for all 

traffic fines. State driver’s records (MVR report) are essential factors in driver selection 

and retention. Traffic tickets received while operating a school bus will result in a 

possible recommendation for disciplinary action. 

 

Music Radio 
With today’s music, parents of younger students may find some radio stations offensive. 

Please try to play age appropriate music and refrain from playing music with vulgar or 

explicit language or meaning. Failure to do so may result in the radio being removed 

from your bus. 

 

Bus Drivers Should 
 

* Attend all meetings called by the Transportation Office 
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* 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.  

 

* If space permits, do not allow students to sit in the back seats of the bus. In the event of 

a rear end collision, this will create additional space between the students in the bus and 

the point of impact.  

 

* 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. 

 

* Driver’s seatbelt must be worn at all times while the 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 

 

* Never accept payment from any individual or group. The only payment that a driver is 

allowed to receive must be processed through the Business Office.  

 

*The school bus is not to be used for personal use. 

 

* Observe carefully all signs, signals, rules of the road, and courtesy due to others. Drive 

on the right side of the road. Never stop on the left side of the road. When it is necessary 

to overtake a slow moving vehicle, be sure no third vehicle is drawing near from any 

direction. Never pass another vehicle in a curve or at the crest of a hill.  

 

* Never turn or swerve suddenly. Go slowly over bumps and rough places. Avoid jerky 

startling and sudden stopping.  

 

*Never pull anything behind a school bus. 

 

* Bring the bus to a complete stop on the right-hand side of the road before taking on or 

letting off students.  
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* When approaching and departing bus stops, make sure that no one is in front or around 

the sides of the bus. Make it a habit to use the front “cross over” and side mirrors.  

 

* Students should cross only far enough in front of the bus so as to remain in view of the 

driver. Crossing students should go around just in front of the cross bar. They are never 

allowed to cross behind the bus.  

 

* Allow students to get off the bus at their assigned stops unless they have a note signed 

by their parents and approved by the principal.  

 

* Bring the bus to a complete stop, put the bus in neutral and hold brake pedal, before 

allowing students to get on or off the bus. Make sure students remain seated until the bus 

comes to a complete stop and do not move the bus until all students are seated.  

 

* Never permit students to enter or leave the bus from the rear door unless there is an 

emergency. The rear door should be kept closed from the inside at all times and a 

responsible student should sit next to it.  

 

* Never fill the fuel tank while students are in the bus or while the engine is running.  

* Keep your bus clean inside and out. Buses should receive careful sweeping daily. Wipe 

the upholstery with a dampened cloth at least twice a week or as needed. Use the terminator 

chemical to mist the seats in order to help control the spread of colds and flu. 

  

* Students or authorized passengers shall not stand nor sit in the step will area or by the 

door handle while the bus is moving.  

 

* It is necessary that each bus driver maintain a list of students who ride the bus. The list 

must include student name, address, parent phone number, and student date of birth. A 

seating chart is also required for each route.  

 

* The head lights on the bus should be turned on at all times while the bus is in motion. 

Make sure lights are turned off when the route is completed.  
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CHILD ABUSE/NEGLECT 

 

The Louisiana Child Abuse Statute (L.R.S. 14:403) mandates that all cases of suspected 

child abuse and neglect be reported by certain persons having reasonable cause to believe 

that any child is endangered and it specifically designates principals, teachers, instructional 

aides, bus drivers, counselors, nurses, psychologists, social workers, educational 

consultants, speech and hearing consultants, and any other school staff employees who 

must report. (Failure to do so may result in a fine or imprisonment.) 

 

Any member of the school environment who has reason to SUSPECT child abuse and/or 

neglect shall report the situation immediately to the Office of Community Services or to 

local law enforcement. Within 24 hours the written documentation form must be submitted 

to the Office of Community Services or to law enforcement. This form may be obtained 

from the principal’s or counselor’s office or the Support Employee Handbook.  

 

Your role as a mandated reporter should be taken seriously. Willful failure to report 

suspected incidents of child abuse or neglect is a misdemeanor and you may be 

subjected to a fine of not more than $500 or imprisoned for not more than 6 months 

or both.  
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The First Week of School 

What to Expect 

 

1. Expect heavy traffic the first day or week 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 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 children and parents. Remember they are probably more stressed 

out than you! We are here to help them. 

3. At the schools you will be signaled to unload. Do not just pull up and unload. At 

the elementary level there will be duty teachers in the unloading area to assist these 

students.  

4. Check the bus BEFORE you leave the school! 

5. If a student gets on the incorrect bus and you can get that student to his/her correct 

address please call the school or the transportation office and bring that student 

home. Remember that if the child tells you they do not live there, do not drop them 

off. Call the school or transportation office and return that student to school.  

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

direct that parent to call the school first then let transportation know.  

7. If there is any question about a child’s drop off location, do not drop them off. You 

need to be very observant and watch the children. If they act like they don’t know 

where they are, chances are they don’t. Do not leave them. Call the school or 

transportation office.  

8. Don’t be in a rush. This will only cause accidents and mistakes that could have 

serious results. Always drive safely. 

9. Remain calm. You are not alone. If you need something and cannot figure it out, 

call the transportation office.  

10. Never become so upset or nervous that you make costly mistakes. Safety is #1. 

Take your time, you can do it! 
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School Bus Operation 
 

1. The bus driver is responsible for knowing and applying the rules and regulations 

for driving a school bus as given in Bulletin 119.  

2. Drivers should never drive faster than the posted speed limits on highways, city 

streets or school zones. However, road conditions should always be considered in 

determining vehicle speed.  

a. The maximum speed limit is thirty five (35) miles per hour under conditions 

which require frequent stops to receive and discharge students.  

b. The maximum speed limit is fifty-five (55) miles per hour under conditions 

which do not require frequent stops to receive and discharge students.  

c. Interstate driving either too slow or too fast is hazardous. The approved 

speed for school buses on interstate highways is between 45-55 MPH. 

3. In case of an accident or breakdown while transporting children, a driver should 

not leave his or her bus to get help. The driver is to use a cell phone to contact the 

Supervisor or the Shop Foreman and the school Principal to inform of the 

breakdown.  

4. Accidents should be reported to the Supervisor of Transportation IMMEDIATELY. 

Failure to do so may be cause for dismissal.  

5. Most accidents that result in injuries to riders occur during loading and unloading 

procedures. Extra caution when loading and unloading is mandatory. The driver is 

ultimately responsible for each rider’s safety.  

6.  In the event a student is endangering other students, the driver is to pull over at the 

next safe place and call 911 and then the Supervisor to advise of the situation.  

7. Bus drivers are not to change their route for after school day care centers, baby 

sitter(s) or requesting special permission riding privileges. These special 

permission requests will only be granted if related to the driver’s existing route. 

Parents requesting students be picked up or dropped off somewhere other than the 

home address must submit a Request for Alternate Route form which must be 

approved by both the Principal and the Supervisor of Transportation.  

8. At no time will a route be changed without prior discussion with the transportation 

department. If a principal feels the need to change a route, stop location, or arrival 

and departure times that conflicts with existing structures, that situation should be 

brought to the attention of the transportation department.  

9. The bus driver should not arrive at their base school later than thirty minutes prior 

to school dismissal. At no time is a driver to dismiss students from his/her bus 

without a duty teacher present.  

10. The driver is to abide by the principal’s rule of where the driver is to park and wait 

for school dismissal. 

11. Once a driver is terminated for any reason, the Supervisor of Transportation will 

request a replacement or consolidate the route. It may be feasible to place a 

substitute until this is determined.  

12. At no time will tobacco, alcoholic or illegal substances to be used while on duty. 
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Loading or Unloading Procedures  

 

When you are stopping or have stopped on a highway or street to pick up or drop off 

students, you must activate all flashing warning signal lights and other equipment 

designed to warn other drivers that you are loading or unloading students. ( Do not 

operate such lights at any other time.) 

 

When your bus is stopped on a highway or street to pick up or drop off students, if 

you are operating your visual signal, any other driver approaching on the roadway 

from either direction 

 must stop and  

 may not proceed until ONE of these two things happen: 

a. your bus resumes motion 

b. you turn off your visual signal. 

 

 When you are loading or unloading students, other drivers are not required to stop if  

 Your school bus is on a different roadway from his or her vehicle (for example, a 

divided highway) 

 Your bus is on a controlled-access highway and is stopped 

a. In a loading zone that is part of adjacent to the highway 

b. Where pedestrians are not permitted to cross the roadway. 

 

Specific procedures have been developed to ensure the highest possible degree of 

safety for school bus drivers and their passengers while loading and unloading 

students. 

 

 the bus driver assumes a position behind the wheel before the first child boards and 

remains seated until the last child is discharged, except for approved loading and 

unloading of students with disabilities. 

 As required in R.S. 32:318, red flashing warning signals must be used for student 

loading and unloading. At no other time are these lights to be used. 

 The bus driver will select a safe stopping point within local school board guidelines, 

even if this requires children to walk a distance. 

 For buses equipped with a red four-light flashing system warning system, drivers 

must activate the system at least 100 feet but not more than 500 feet before 

coming to a stop on the roadway. The lights must continue flashing for children to 

board, alight and or cross roadways. 

 For buses equipped with an amber and red eight-light flashing warning system, 

drivers must activate the amber flashing lights at least 100 feet but not more than 

500 feet before coming to a stop. Red flashing warning lights must be activated 

when the bus is stopped and must continue flashing while children board, alight and 

or cross roadways. 

 The bus must stop in the right traffic lane, or the local school system has the option to 

permit loading and unloading on the shoulder of the road (when sufficient room exists 

on the shoulder or on adjacent state property) or on private property, when permission 

can be obtained from the owner and when no children are required to cross the 
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highway to load or unload. (Off-road loading and unloading negates the effectiveness 

of flashing lights and stop arm signals. 

 Buses shall not stop within intersections to pick up or discharge passengers. 

 The bus driver must activate stop arms after the bus has stopped and before students 

are permitted to board or alight from the bus. The Louisiana “School Bus Stop Law” 

(R.S. 32:80) requires drivers of vehicles meeting or overtaking school buses stopped 

on a highway to load or unload students to stop the vehicle not less than 30 feet from 

the school bus when flashing warning lights and stop arms have been activated and to 

remain stopped until the signals have been deactivated and the bus has resumed 

motion. (Bus drivers must deactivate signals before resuming motion.) 

 The bus driver must ascertain that traffic has stopped, put the transmission in neutral 

and hold the brake and only then open the door for entrance or exit of pupils. 

 Before crossing to the opposite side of the road, children must walk 10 to 15 feet in 

front of the bus on the shoulder of the roadway, checking the traffic and then crossing 

when it is safe to do so. AT NO TIME SHOULD CHILDREN CROSS THE ROAD 

BEHIND THE SCHOOL BUS.  Children who must walk parallel to the bus should 

walk approximately ten feet from the side of the bus where space permits. Where 

space does not permit such a distance, the bus driver must determine that passengers 

are clear of the bus before setting the bus in motion. 

 The bus driver must allow all passengers to reach their respective seats before placing 

the bus in motion after passengers have boarded the bus. 

 As the bus approaches a bus stop for passenger unloading, all passengers must remain 

seated until the bus comes to a complete stop and the bus driver has determined that it 

is safe for passengers to walk to the front of the bus to exit. 

 The bus driver should be especially watchful for clothing, book bags, knapsacks or 

other carry-on items that can be caught in the handrail or the bus door, thereby 

possibly causing student injury. The bus driver should always scan the area around 

the bus door before placing the bus in motion at bus stops.  

 Emergency doors shall not be used for routine student loading and unloading.  

 The school bus shall not be operated on school grounds except to pick up and 

discharge students or during student safety instruction exercises, but then only when 

students are carefully supervised. 

 

Speed Limits 
 

Never drive faster than legal speeds on highways, on city streets, in school zones, etc. 

R.S. 32:62 sets the maximum speed at 35 miles per hour under conditions that require 

frequent stops to receive and discharge students when the posted speed is 35 miles per 

hour or greater. At no time shall a school bus be operated in excess of 55 miles per hour, 

including interstate highway travel. 

 

In curves, on hills, highway entrance and exit ramps, etc., the posted speed is set for 

automobiles; therefore, school buses should reduce speed below posted speeds. 
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Miscellaneous Safe Driving Practices 
 Passengers should be reminded of safe riding practices, especially of remaining 

seated and keeping hands, arms and heads inside the bus. 

 All standing is prohibited. At no time may a rider stand while the bus is in motion. In 

compliance with R.S. 32:293, it shall be unlawful for anyone responsible for the 

transportation of children to permit a number of children exceeding one hundred 

percent (100%) capacity of a bus to be transported at one time. (School bus capacity 

is determined by the bus body manufacturer. 

 Drivers should constantly scan the interior of the bus as well as the areas ahead, to the 

sides and to the rear of the bus. 

 The bus must never be fueled while passengers are on board or while the engine is 

running. 

 Drivers are required to wear seat belts and other safety devices provided by the bus 

manufacturer at all times while the bus is in motion. 

 Drivers shall not leave their buses while passengers are on board unless there is an 

extreme emergency. If an emergency requires the driver to leave the bus, the engine 

must be stopped and the ignition key removed by the driver. 

 While the engine is running, the driver shall not leave the bus at any time when 

passengers are on board. When the bus is empty, the drivers should not leave the bus 

when the engine is running except when inspecting, servicing or repairing the bus 

requires the driver to do so. (Note: Drivers of special needs buses who must assist in 

the loading and unloading of passengers in wheel chairs are not considered to have 

left the bus so long as they remain on or beside the bus to assist with the loading or 

unloading, itself.) 

 The service (entrance) door and emergency exit door(s) must remain closed at all 

times while the bus is in motion. 

 Buses should not be backed except in situations where there is no safer alternative. 

On school grounds, especially, backing should be avoided. If necessary, re-routing, 

improving loading/unloading areas or other measures must be taken to eliminate the 

hazard of backing the bus. If there is not safe alternative to backing, these warnings 

should be heeded: 

a. Back while students are on board. If backing is required when students 

are being picked up, pick them up and THEN back the bus. If students 

are being dropped off, back the bus and THEN drop them off. 

b. Arrange for assistance during backing maneuvers. A responsible person 

should be positioned to the rear of the bus at the passenger’s side to 

signal to the driver. All signals must be agreed upon before backing 

begins, but the most important signal is STOP! 

 

 Headlights and strobe lights must be turned on whenever it is necessary to use 

windshield wipers. 
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Emergency Procedures/ Early Dismissal 
 

If for any reason school must be close before the normal dismissal time, the Principal 

will have contacted the Superintendent for approval. Once the decision is made to 

dismiss early, the Supervisor of Transportation or the Principal of the school(s) 

involved, will notify bus drivers of the dismissal time. In this case, parents of students 

will be notified of the early dismissal.  It is vital that you are accessible by phone in 

case you are needed to transport students in a situation when a school must be 

dismissed early due to an emergency. Listen to TV and radio broadcasts for 

information about an emergency situation.  

 

Evacuation/Emergency/Fire Drill 
 

One emergency exit drill must be held during the first six weeks of each school 

semester.  The T-8 form is used to document the drill; this form must be completed 

and submitted to the transportation office on or before the due date determined by the 

Supervisor of Transportation.  

 

Schools and bus drivers should organize and conduct emergency exit drills for all 

pupils who may ride a school bus. (Refer to section on conducting emergency exit 

drills, page 19) 

 

What To Do In The Event Of A Breakdown 

Secure the vehicle off of the roadway as safely as possible. Call Gary Landry (898-

5800) at the bus shop or Lonnie Richard (652-8491) to report the breakdown. Keep 

students on the bus. Place reflective triangles in accordance with CDL law and the 

instruction on the inside cover of the triangle box.  

 

What To Do If There Is A Fire On Your Bus 

 

Stop the bus immediately; evacuate all passengers as quickly and safely as possible. 

Contact 911 then call the Supervisor and Shop Foreman. If possible, try to extinguish 

the fire yourself. Remember, life is more important than property, do not jeopardize 

your life or the life of your passengers.  

 

What To Do If A Vehicle Runs Your Stop Arms 

 

In the case a vehicle runs your stop arms, you are to attempt to record the following; 

Type of vehicle and color   Direction of travel 

License Plate Number   Location of incident 

Date and time of day 

 

Call the transportation office with this information so you can complete the Technical 

Assistance Affidavit to be submitted to the proper law enforcement agency. 

(Appendix ii) 
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What To Do In The Case Of Inclement Weather 

 

The driver must notify the principal(s) and Supervisor of Transportation if they will 

be traveling their route late. If possible, the driver should contact parents to inform 

them the bus will be late due to weather or road conditions. If in doubt as to how and 

when to continue the route, bus drivers should contact the Supervisor of 

Transportation.  

 

Railroad Crossing Procedures 

* 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 200 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.  

* School buses must stop between 15 and 50 feet from the nearest train track and 

determine if it is safe to cross. Place the transmission in neutral and press down on the 

service break. 

 

* 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 driver’s window for better listening and visibility. Close 

door before moving forward.  

 

* 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 to cancel your hazard flashers after clearing the track. 

 

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

* Never race a train to a crossing 

* Do not begin to cross the track until the entire space of the bus, plus 15 feet in the 

rear of the bus, needed 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/or the gates are down you MAY 

NOT cross the tracks UNLESS directed to do so by a law enforcement officer or 

railroad official. If the lights/gates are malfunctioning: 

 a. call the transportation so the malfunction may 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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Conducting Emergency Exit Drills 

The ever increasing number of accidents on the highways necessitates that pupils be 

instructed on how to properly evacuate a school bus in case of any emergency. 

Schools should organize and conduct emergency drills for all students who may ride 

school buses. This includes those students who ride only when attending school-

related activities. 

 

Three exit drill methods are required: 

 All passengers exit through the service (front) door. 

 All passengers exit through the rear emergency exit. 

 Passengers in the front half of the bus exit through the service door; passengers in 

the rear half exit through the rear emergency exit. 

 

If an additional emergency exit door is installed on the bus, passengers should be 

taught how to exit through this door. It is not necessary to require exiting through 

emergency windows and roof-top hatches during drills, but evacuation procedures 

using these exits should be explained to passengers. 

 

Students should be thoroughly instructed on proper evacuation procedures: 

 Remain seated until otherwise instructed. 

 Leave all personal items on the bus. 

 After exiting the bus, move immediately to the area designated by the driver or by 

the driver’s assistant. ( If passengers are instructed to line up in the same or 

reverse order of their bus seating arrangement, they should do this before moving 

to a safe location approximately 100 feet from the bus) 

 Passengers should remain quietly in the designated area until instructed to return 

to the school bus. 

 

The driver should remain with the bus until all passengers have been moved safely 

away and the area has been secured. 

 

Evacuation drills should be times and critiques so that corrections can be made if 

necessary. It is important that very young passengers and passengers with disabilities 

be given assistance if necessary, and that they be given more frequent drills as a 

means of reassuring them of their ability to evacuate the bus when the need arises.  

 

Emergency drills are required to be conducted once during the 1st six weeks of school 

and once during the 4th six weeks of school. The T-8 Form is to be used to document 

each drill and should be turned in to the transportation department prior to the end of 

the first six weeks of each semester. This form must be signed by the school Principal 

or designee to verify that the drill has taken place.  

 

The T-8 Form, Bus Driver Emergency Drill Report, should also be completed and 

turned in to the Transportation Department.  
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School Bus Maintenance ( THIS 

Proper maintenance of school buses is of vital importance from the standpoint of safe, 

efficient and economical transportation.  The Bus Garage/Shop is located at 1731 W. Port 

Street, Abbeville. The phone number is 898-5800. The shop is open from 6:30 A.M. to 

4:30 P.M.. Monday through Friday with mechanics ready to assist you. After hours you 

can reach Gary Landry, Shop Foreman at 652-9202. You can also contact Lonnie Richard 

at 652-8491 for assistance.  

 

The school bus you drive is your “office”. Its appearance is important to your attitude and 

that of your passengers. A clean, happy environment is one way to develop good public 

relations with your passengers. There are a number of procedures you should follow to 

make sure that your bus is clean and in working condition.  

 

 As part of the preventive maintenance safety program, every school bus driver is 

required to conduct a daily pre-trip inspection, which includes an inside and 

outside check of each bus. Each bus must be maintained in a safe operating 

condition at all times. (Refer to the following section detailing School Bus 

Inspections) 

 Periodic checks will be made by the Supervisor of Transportation and/or the Shop 

Foreman to determine if pre-trip inspections forms are being completed as 

required and if buses are being kept clean as required. Failure to do so may 

constitute willful neglect of duty. 

 In the event of a breakdown the driver is to keep the children on the bus until 

repairs are made or a replacement bus has arrived. If a parent comes to the site 

and asks for his/her children, the bus driver must have the parent sign a Hold 

Harmless Form before departing with their children.  Children should only be 

released to parents or guardians. 

 At no time will students be dropped off at another school due to a bus breakdown. 

Students are to remain at their present school until another bus arrives or students 

are to call parents for pickup. 

 If any defects are noted on the bus you are driving, contact the bus garage and 

report the problem immediately. Be sure to give complete details of the problem 

so the mechanics can diagnose the problem correctly.  

 If your bus cannot be repaired before your next scheduled route, you will be 

issued a spare bus. The Shop Foreman will inform or contact you when you are to 

pick up your regular bus. 

 If you feel repairs were not made as requested, return the bus to the bus garage 

and explain the problem to the Shop Foreman.  

 Be sure the bus is properly fueled prior to beginning your routes. Do not risk 

running out of fuel on the road. 

 Report any unusual noises or vibrations on the daily vehicle maintenance 

inspection form before it causes a major breakdown. Also, contact the Shop 

Foreman with your concern. Do not us the bus to pick up or drop off students if 

any item is defective on the inspection sheet.  

 Have any burned out lights repaired as soon as possible. You may help other 

drivers out by letting them know if you notice a burned out light or other 

mechanical problem on their bus. 
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 A flat tire on the bus requires immediate attention. Proceed with extreme caution 

while driving with a flat tire. A flat tire noticed on another bus should be called to 

the attention of that driver. If students are on board, call the garage and 

immediately pull over to a safe location. 

 Never use a water hose to “HOSE” the interior of your school bus.  

 

Vehicle Inspections 
 

A pre-trip inspection of the school bus should be conducted each day before the AM and 

PM route, or at any time the bus goes out of service (example: at a ball game). Besides 

decreasing maintenance costs, the few minutes invested by the driver helps to ensure safety 

of passengers and property, while reducing downtime. A vehicle inspection is one of the 

things that, if done properly, can reduce the potential for breakdowns. The driver is being 

proactive by maintaining the vehicle in its best condition, which in turn helps to prevent 

breakdowns. The driver is not expected to be a mechanic, but by using a prepared checklist 

of items, the driver can determine the vehicle’s readiness for use. 

The driver is responsible for whatever happens out on the route; so they should take pride 

in all the actions that will help reduce or eliminate the risks they take in the performance 

of their jobs. The driver should be assured that the vehicle is free from physical or 

mechanical conditions that present danger to the well being of the passengers. Performing 

a thorough pre-trip inspection is part of being a professional driver. 

 

 Meet legal requirements 

 CDL Requirement 

 Safety of Passengers 

 Prevent Breakdowns and Reduce Delays 

 Eliminate Frustrations 

 Prolong Vehicle Life 

 

Types of Vehicle Inspection: 

 

There are five basic vehicle inspections. Three of these you will conduct yourself. One is 

conducted by the Louisiana State Police and the other is conducted by your school district 

mechanic.  

 

 State Police Motor Vehicle Inspections 

 Pre-Trip  

 Between-Trip 

 Post-Trip 

 Preventative Maintenance 
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School Bus Driver Pre-Trip Inspection 

 

One of the most important inspections is the one that you perform as a school bus driver. 

During this inspection you will check every component listed on the pre-trip inspection 

form determine if your bus is ready for operation.  

As defects or issues with the bus arise, the best practice is to report them immediately to 

the shop foreman. It is your responsibility to drive a safe bus. Mechanics cannot make 

necessary repairs, nor do they know if something is in need of repair, unless they are 

notified of a problem. 

 

Procedure for Pre-Trip Inspection 

 

The pre-trip inspection may be divided into seven areas: 

 

 Approach/Engine Compartment 

 Right Side 

 Rear End 

 Left Side 

 Front End 

 Interior 

 Driver Area 

 

Pre-Trip Inspection Form and Reporting Defects 

 

The inspection form must be filled out completely and accurately. These forms should stay 

in the bus (in a dry, safe place) so that any substitute drivers may also complete the pre-

trip and post-trip inspection for the appropriate bus. Each inspection form should have a 

full driver signature. These forms are to be turned in to the Transportation Department at 

the end of each month.   

Vehicle inspections are performed to ensure the bus is in safe operating condition. Report 

all defects promptly to your maintenance staff and/or supervisor.  

 

General Inspection of Bus Appearance 

 

a. Approach the vehicle and check for any fluid leaks on the ground under the bus. 

These leaks may have come from the engine, transmission, fuel tank or differential. 

b. Check for possible vandalism, which could be evidenced by color-defaced, debris 

on the ground, flat tires, or open doors or hood. 

 

Under-the-Hood Inspection 
 

a. Check for excessive oil or grease deposits. 

b. Check fluid levels: engine oil, power steering, power brakes, automatic 

transmission, engine coolant, and windshield washer fluid. 

c. Check belts: Belts that service the fan, power steering unit, power brake unit, and 

compressor or vacuum pump. The belts should be checked by twisting, turning and 

looking for cracks or fraying. The driver should check for looseness of belts. There 

should be no more than ¾ inch play in the belts. 
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d. Check wiring harness: Check places where wiring insulation may be rubbing 

through because of engine vibration.  

e. Check all hoses: Check by twisting, turning, pinching, squeezing, feeling, and 

looking. Check for contact with other parts, chipping and cracking. Radiator, 

heater, and compressor/vacuum pump hoses should be checked. 

 

Outside-the-Bus Inspection 

 

a. Tires – Should be checked to see if they are under-inflated, flat, worn excessively, 

and/or damaged. 

b. Wheels – Should be check for loose or missing nuts, excessive corrosion, cracks, 

and/or other damage. Also check lock ring. 

c. Fluid Leaks – Look carefully at the inner wheels and tires for evidence of wetness 

and check outside center hub.  

d. Warning Systems and Lights – Check running lights, back-up lights, all signs and 

signals, reflectors, turn signals, stop lights, flashers, and cross arm. Be sure all 

signs, lights, and reflectors are clean so they will give you maximum protection. 

e. Glass – Check all bus windows for cracks and be sure they are clean. It is essential 

that the driver’s vision is not impaired by dirt or film. Check for broken or cracked 

lens. 

f. Mirrors – Should be checked to be sure they give the view required for safety. They 

must be clean, properly aimed, and tightly adjusted.  

g. Exhaust System – Should be checked for sagging exhaust pipes, tailpipes, and 

mufflers. The driver should look for visible exhaust and listen for excessive exhaust 

noise, vibration, and/or rattles. 

h. Emergency Door and Exits – Should be checked to see that they operate properly 

and can be securely closed and sealed. The emergency door should be checked from 

both the inside and the outside. Check warning buzzer for proper operation. 

i. Suspension System – Check all shock absorbers, spring levels, mounts, and hangers. 

j. Fuel Tanks – Properly secured with no leaks. 

k. Air Brakes – Check hoses for leaks, air chambers, and slack adjusters; brake rod 

should not move more than approximately one inch. 

 

Interior Inspection 

 

a. Vacuum or Air Pressure Gauge – These should indicate adequate capacity to 

operate your brakes. Do not operate until the reserve vacuum or air pressure reaches 

manufacturer’s recommendations.  

b. Service Brake Warning Light – In a vehicle equipped with a dual brake system, 

activation of this light could indicate that at least one of the brake systems is not 

operating properly. 

c. Oil Pressure Warning Light – This light may be on as the bus is being started, but 

should go off after the engine starts. If it does not, the engine should be turned off. 

Report immediately and do not drive the bus. 

d. Alternator Warning Light – If this light remains on after the engine is running, it 

indicates a malfunction in the charging system. Report the condition immediately. 

e. Ammeter – Should not continue to show a discharge after the engine is running. If 

it continues to show discharge, report at once. 
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f. Water Temperature Gauge or Warning Light – These instruments indicate the 

temperature of the coolant in the engine. If your bus has a gauge, the indicator 

should read cool or warm. If it indicates hot, the engine should be stopped 

immediately and the problem reported. The same action should be taken if the 

temperature warning light comes on. 

g. Fuel Gauge – Should indicate a safe margin of fuel for the day’s operation. Every 

effort should be made to not let the gauge read less than ¼ of a tank of fuel. When 

using a spare bus, or borrowing another route’s bus, the bus must be returned with 

a FULL TANK. 

h. The following should be checked for proper operation, adjustment, or condition: 

 Directional Signals 

 Stop Lights and Signals 

 Special Warning Lights 

 Emergency Flashers 

 Running Lights 

 Headlights 

 Interior Lights 

 Stop Arm Control, Crossing Gate Control 

 Windshield Fan and Defroster 

 Heater 

 Horn 

 Service Door and Control 

 Rear View – Side Mirrors 

 Cross-over Mirrors 

 Disabled Vehicle Warning Devices 

 Driver’s Seat 

 Driver’s Seat Belt 

 Fire Extinguisher (fire suppression system if applicable) 

 First-Aid Kit and Body Fluid Clean-up Kit 

 Windshield Wipers 

 Passenger Seat (backs and bench seats) 

i. Steering Play – Should be checked and not have excessive free play 

 

Road Check 

 

a. Test the Parking Brake – Make sure the parking brake is holding, but always 

release it before starting out. 

b. Check Transmission Operation – Do not wait until you are out on the highway 

to check the brakes. Test them at a low speed, bringing the bus to a complete 

stop. The bus should stop in a straight line without skidding, swerving, or 

pulling to one side. The brakes should not grab or lock or make excessive noise. 

Report any excessive pedal pressure or abnormal or unusual braking behavior. 

If the condition prevents safe braking, do not operate the bus until the condition 

has been repaired. Check the air pressure or vacuum gauge periodically to be 

sure that adequate pressure is maintained.  
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c. Check the Engine – Be alert to unusual noises, vibrations, or lack of normal 

response. Be sure to report any unusual engine behavior. Never race a cold 

engine. 

d. Check the Steering – Is it responsive? Does there appear to be too much play or 

jerking in the steering system? Is the power steering quiet? Report any unusual 

or substandard steering conditions.  

e. Check the Suspension – Does one end of the bus sag? Is there excessive bounce 

or does the bus bottom-out when going over bumps or potholes? Does it weave 

or sway excessively when turning or cornering? If so, it could be due to faulty 

shock absorbers or broken springs. Report any unusual ride or handling 

characteristics. 

 

Between Trip Inspections 

 

After you complete a bus run, you should perform a Between Trip Inspection. There are a 

number of things that should be checked. 

 

 Check for pupils remaining in the bus. This is accomplished by walking from the 

front to the back of the bus, and checking in and around every bus seat. 

 Check for adequate fuel. 

 Check for vandalism of seats, walls, windows, etc., that may have occurred during 

the trip. 

 Check for anything that should not be on the bus, such as a bag or package that 

might look suspicious. 

 Check for materials that pupils may have left behind.  

 Clean out bus. 

 Obtain any needed supplies or forms. 

 Check bus for any possible mechanical defects that may have developed during the 

trip.  

 Secure bus if not going out on a run immediately. 

 Report any bus defects found during the trip. 

 

Post Trip Inspections 

 

When you complete your final run for the day a number of things should be checked to 

secure the vehicle and get ready for the next day. 

 

 Check for pupils remaining in the bus. This is accomplished by walking from the 

front to the back of the bus, and checking in and around every bus seat. 

 Refuel bus. 

 Check for needed supplies 

 Clean bus interior – sweep floors and steps. 

 Mist seats with disinfectant. 

 Check the inside of the bus for articles left behind and store them until they can be 

returned.  

 Check the seats, windows, and interior walls for damage and report and clean as 

necessary.  
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 Park bus in designated location. 

 Secure the vehicle. 

 Close the windows and doors. 

 Turn off all fans, radios, and other equipment. 

 Turn off ignition and remove key 

 Walk around the exterior of the bus noting any changes in the bus or at the parking 

location.  

 Check for any leaks.  

 Turn in all necessary paperwork and records.  

 Report any mechanical problems IMMEDIATELY! 

 

Best Practice End of Route Student Checks 

 

Leaving even one child unattended on a school bus is a serious infraction. The possibility 

if leaving a child on the bus after a completed bus route is not acceptable and has potentially 

serious safety ramifications. It is the bus driver’s responsibility to walk to the back of the 

bus at the end of each run, to check for students who may be on the bus. The bus should be 

checked before leaving the school campus after the morning run. The bus should also be 

checked immediately after finishing the afternoon run. 

 

Preventative Maintenance 

 

Preventative maintenance is the next important inspection. Good preventative maintenance 

is the key to keeping your bus on the road. As a school bus driver it is your inspection that 

also provides input to the mechanics who service your bus. 
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Bus Stops 
Bus Stops in Town 

 

Stops in town must not be created within two blocks of another stop and must be assigned 

by the Supervisor of Transportation. A review of all bus routes will be made before the 

beginning of each school year at which time the Supervisor will discuss matters 

pertaining to the route with each individual driver if necessary. Any bus stop changes or 

additions must be approved by the Supervisor of Transportation.  

 

Rural Stops 

 

Pre-K- 3rd Grade students residing OVER .05 mile, from a main highway (264 feet)  

 

4th – 6th Grade students residing OVER .1 mile, from a main highway (528 feet) 

 

7th – 12th grade students residing OVER .15 mile, from a main highway (792 feet)  

 

Bus Turnaround 
 

1. Before each school year, drivers will submit names, description and location of all 

turnarounds on their route to the Supervisor of Transportation. 

2. If a new turnaround is to be established, a form will be submitted to the property 

owner of the proposed turnaround to have a signed agreement that the VPSB will 

have access to the turnaround for a five year period. The form will be signed by 

the property owner and the Supervisor of Transportation and filed at the 

Transportation Office. No new turnarounds will be made without the approval of 

the Supervisor.  

3. When limestone is needed for a turnaround, the school bus driver or the property 

owner will contact the Supervisor of Transportation. 

4. The Supervisor will then determine the type and quantity of limestone to be 

delivered.  

5. Only 6 yards of limestone shall be delivered at one time for each turnaround. If 

more than 6 yards are required, an investigation will precede approval by the 

Supervisor of Transportation. 

6. Only 12 yards of limestone will be delivered per school session. 

7. Limestone will not be delivered to a bus driver’s residence for parking of the bus. 

8. Extensions of present routes must be on public hard surfaced or improved roads.  
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Bus Route Audit Information 

The State of Louisiana Department of Education requires each school district to complete 

a School Transportation Ridership Survey. Information derived from the each audit 

allows the transportation office to provide the Department of Education with the data 

they require as well as providing the VPSB transportation department with valuable route 

data.  

 

The due date for drivers to turn in the bus audit will be determined by the Transportation 

Supervisor. The due date will be within the first four weeks of school.  

 

In addition to the audit information, each driver is required to have a list of his/her 

students names, addresses and phone numbers as well as date of birth. This list is to be 

kept on the bus at all times and a copy of this list is to be kept on file at the 

Transportation Office. This list will be due on the same date as the bus audit information.  

 

 

Bus Video Cameras  
Each regular education bus is equipped with either a video recorder. The purpose of these 

devices is to provide drivers and school administrators with video evidence when 

investigating issues that arise during each bus route.  It is important to make sure students 

are aware that they are being monitored by the video camera and that these videos are 

subject to review at any time.  At no time shall drivers alter or damage video equipment 

or cards.  
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Managing Your Students 
Managing your students is one of the greatest challenges confronting school bus drivers 

today. Each bus driver should have complete charge for the transportation, behavior and 

safety of the students on the bus.  

 

Understanding students will enable a driver to avoid trouble before it begins. If a driver 

overlooks a violation of conduct from one student; the driver loses the respect of the 

other student. The driver must be careful to strike a happy medium by not being too 

lenient or too harsh. Loud talking on the bus is a problem requiring patience on the part 

of the bus driver.  

 

A school bus driver must not lose sight of the fact that he/she is working for an 

educational institution whose job is training the minds of students. Too frequently, the 

driver expects his passengers to be finished products with adult attitudes. When students 

attain such a status, they likely will not be riding on a school bus.  

 

In having a sympathetic understanding of student’s problems, moods, and individual 

differences, drivers should remember: 

 

 The average student wants to be older than they are and free themselves of adult 

control 

 The average student likes to be treated as an equal by an adult 

 Most students want adults to recognize their good traits or abilities 

 The average female student dreads to be singled out for disciplining 

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

 Avoid any physical contact unless a student needs assistance getting on or off the 

bus because of an injury or physical handicap. 

 Discourage “over friendliness” and unnecessary familiarity. 

 Never physically discipline a student by slapping, shaking, grabbing or use 

abusing language.  

 Avoid making remarks to pupils that in any way border on a suggestive nature.  

 Report to the Principal and Transportation Supervisor any student who possesses 

obscene literature or attempts to make suggestive actions.  

 Avoid belittling a student by calling them names or making remarks that will in 

any way embarrass him or her before other students. 

 Assign seats to enhance the safe operation of the bus. Seat troublesome students 

in a designated seat if it will enhance the safety of the group. 

 Refuse to all students to sit or stand in the front loading and step well area or 

directly behind the driver’s seat or stand while the bus is in motion. Forbid 

conduct such as smoking, eating, drinking, possession of glass objects, pets, 

weapons and the use of abusive or vulgar language. 

 

 

 

 

The driver should strive to build morale and cooperation of the students on the bus. This 

can be accomplished by being friends, courteous, and helpful. In the course of time, the 
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student morale will be a great source of help in controlling students who are the worst 

offenders. When students discover that improper conduct is not acceptable to the group, 

offenders will hesitate to do things that cause them to lose “face” with their peers. One of 

the best approaches to building student morale is to give the students a chance to 

participate in drafting the rules and regulations for maximum safety on the bus. 

 

 

When immediate disciplinary action is necessary, the driver should stop the bus in a safe 

place. Disciplinary functions should never be performed while the school bus is in 

motion. The act of stopping the vehicle to reprimand a student lends emphasis to the 

situation. When speaking to the offender, do so in a courteous manner, with no anger 

involved, but with a firm voice. A driver should not let his/her personal problems reflect 

themselves in his mood or judgment while dealing with students.    

 

Listed below are some tips for maintaining discipline on the school bus: 

 Never give a directive you do not mean to enforce. 

 The response of the student is in action. Give your command to stimulate action. 

Not to check in. Say, “DO THIS” rather than “DON’T DO THAT”. This suggests 

an action that can be successfully carried out. 

 Give the student time for reaction 

 Have a reason for what you ask a student to do, and when possible, take time to 

give the reason. He/she can see the point if you do. 

 Be honest in what you say and do. Remember that a student’s faith in you is a 

great help 

 Be friendly. Show interest in what they are doing. 

 Commend good qualities and actions. 

 Strive to be constructive, not repressive, in dealing with students.  

 Remember that a sense of humor is extremely valuable. 

 Never strike a student. 

 Never take your personal feelings and prejudices out on the students. 

 Maintain poise at all times and never lose your temper. 

 Remember…” The tongue is the only keen-edge tool that grows sharper with 

constant use”. Do not nag, bluff, or be officious. 

 Look for good qualities, all students have them. 

 Bear in mind the misbehavior is seldom willful. There usually is a cause and it 

may be in yourself or some other influence outside the child. 

 Listen for suggestions and complaints from the students. 

 Follow up all cases which have been disciplined. Be certain that you still have the 

respect and confidence of the child.  

 Set a good example.. YOURSELF 

 Never take the word of another child for a discipline problem. Find out for 

yourself. 

Rearrange seating to remove students from a possible situation. 

 

 

Remember you are responsible for the discipline on your school bus. Follow procedures 

and make sure you have parent contact before submitting any referrals. 
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Keep in mind the school bus is an extension of the classroom so all school rules apply. 

Improper bus conduct may result in suspension or expulsion from the bus and/or school. 

It is the school administrator’s responsibility to distribute the type of discipline to a 

student, not the driver. No driver can refuse to transport a student unless proper 

procedures have been followed to have the student suspended for the school bus. If the 

student has been suspended from the school bus through proper procedures, but still 

appears at the bus stop, the driver is to pick up that student and upon arrival at school, 

they are to take that student to school administrators to notify them of the situation.  

 

Preventing Problem Behavior on Your Bus 

 

Get to Know Your Students-smile and greet them by name each time they get into your 

bus. 

 

Be a Positive Role Model- Be friendly and polite. Say “please” and “thank you.” Show 

students the kind of behavior you would like to see from them. 

 

Be Aware of Body Language- Avoid gestures, facial expressions, or movements that 

may appear threatening, such as scowls or finger pointing. 

 

Establish Rules- Keep your rules short and simple. Give a written copy to all riders and 

post them on the bus. 

 

Remain Calm- Even when students are insulting or hostile, don’t allow them to “push 

your buttons.” If you lose control, it will only make the situation worse. 

 

Set Limits When Rules are Broken 

 

 Explain which behavior is inappropriate- be specific, what rule isn’t being 

followed? 

 Explain why the behavior is inappropriate- Don’t assume that the student knows 

why the behavior is unacceptable. Most bus rules relate to safety, and you need to 

make it clear that safety rules are not negotiable.  

 Give reasonable choices with reasonable consequences- By providing choices, 

you are acknowledging that you cannot force the student to behave a certain way, 

but you are also informing them of the consequences of his actions. Stress the 

preferred choice. 

 Allow time- Allow for the student to make a choice- even if it’s only a few 

seconds.  

 Enforce consequences- Finally, be prepared to enforce your consequences, 

regardless of which choice the student makes.  
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Dealing with Discipline Problems on the School Bus 

 

1. Louisiana State Law states that only a principal has the authority to take any 

disciplinary action against a student.  Therefore, regular and substitute drivers may not 

assign disciplinary action or deny normal service to any student. The driver is to take the 

following steps for normal misconduct problems.  

 

 The first time a student misbehaves, the driver will reprimand him/her verbally. 

Make sure to document the reprimand noting what the students’ offense was, the 

time of the incident and the date.  

 The second time a student misbehaves; the driver will contact the parent 

explaining the nature of the problem. This should also be documented.  

 The third time a student misbehaves on the bus, the driver will complete a student 

discipline form and turn it in to the school administration. When filling out a 

student discipline form, be as specific as possible when explaining undesired 

behavior the student is exhibiting. Include a copy of the documentation of the 

warning/verbal reprimand and the parental contact.  

 

2. Bus drivers do not have the authority to suspend students from riding a school bus.  

 

3. Discipline issues are to be handled by the principal. If no solution has been resolved, 

the Transportation Department should be notified. Problems should be resolved at the 

school level. This problem may be brought to the board level if the central staff has not 

resolved it.   

 

4. UNDER NO CIRCUMSTANCES will a student be allowed to ride a different bus 

while under suspension from another bus.  

 

5. A student damaging a school bus shall be subject to suspension from school. Any 

student suspended from damages to any bus shall not be readmitted until payment in full 

has been made for any repairs required to fix the damage caused by that student.  

 

6. No abusive or obscene language may be used. 

 

7. No physical force of any kind may be used against a student unless it is in the form of 

self-defense or the protection of other students. The law also reads that when self-defense 

is applied, only reasonable restraint may be used.  

 

8. Students may not be put off the bus at any place other than their regular stop or at the 

school which they normally attend unless there note has been given to the driver, signed 

by the parent and approved by school administrator.  

 

9. Never go to a principal and ask him/her to take disciplinary action against a whole bus 

load of students.  

 

10. It is never appropriate to make students write lines, make students sit in the stairwell 

or to make students kneel in the aisle.  
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Pupil Responsibilities 
 

Proper pupil behavior is important. The distraction of the driver can contribute to 

accidents. Pupils and parents should be made aware of and abide by reasonable 

regulations to enhance safety. The consequences of unacceptable behavior should be 

clearly understood. The following procedures will protect the pupil’s rights and maintain 

order on the bus; 

 

 Pupils must be aware that they are responsible for their actions and behaviors. 

 Pupils must know what the rules and procedures are and abide by them. 

 Pupils must display proper respect for the rights and comfort of others. 

 Pupils should realize that school bus transportation can be denied if they do not 

conduct themselves properly. 

 Pupils should be aware that any driver distraction is potentially hazardous to their 

safety. 
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Student Bus Conduct 

 

 Students must be on time at designated stop and must stay off the roadway at all 

times while waiting for the bus. Drivers will not wait for late students. Exceptions 

will be made for inclement weather. 

 Students must obey the driver. 

 Students must cross the road in front of the bus, never in the rear. 

 Students must be courteous to the driver and one another. 

 Students must help to keep the bus clean and sanitary. Anyone purposely 

damaging, cutting or breaking school property will be disciplined and be required 

to pay damages. 

 Students must avoid causing trouble by teasing, pulling hair, bullying others, 

using profane, obscene or abusive language. 

 Arms and head must be kept inside the bus windows at all times. Nothing is to be 

thrown out of windows. 

 There should be no moving around while the bus is in motion. Once a student is 

assigned a seat by the driver, stay in that seat. 

 Loud talking will not be tolerated. Conversations in normal tones are permissible. 

 Obtain permission from the driver before opening windows when it is cold or 

raining. 

 The emergency door is to be used only in cases of an accident or emergency. 

 The middle aisle should not be blocked by students. 

 No student will be allowed to ride another bus other than the one in which they 

normally ride without prior permission that has been approved in writing by 

school administrators 

 Bus drivers are permitted to make reasonable rules for the safe and proper 

operation of buses. 

 No student may possess the following items on the bus: Tobacco, matches, 

cigarette lighter, obscene materials.  

 Possession of cell phone, beeper, CD player, radio, IPOD, MP3 or player, camera, 

or any electronic communication device during regular school hours or upon any 

school bus. The only exceptions (1) This prohibition shall not apply to any such 

device used on a school bus for extra co-curricular trips which exceed regular 

school hours. Such use shall be permitted at the discretion of the coach, sponsor 

or chaperone of the event. (2) Ear phones must be used for the following: CD 

player, radio, IPOD, MP3 player or any other electronic devices which may be 

disruptive to the bus driver or students. (3) This shall not apply to any such device 

given by the authority of a principal for special situations. (Ex. A camera for the 

use of Year Book Pictures).  

 Objects too large to be held in the student’s lap or placed under the bus seat will 

not be allowed on the bus. 

Any person found guilty of carrying a firearm on school property, at a school sponsored 

function, on a school bus, or within any firearm free zone shall be imprisoned at hard 

labor for not more than 5 years as provided by Louisiana Revised Statute 14:95.2 

 

To assist your student rider in having a safe bus ride, you should go over these 

procedures: 
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 Students should be prompt at the bus stop. Usually, a 10 minute arrival before the 

scheduled stop is ample. Scheduled should normally be consistent within a minute 

or two, except of course for the first few weeks of school until routes are set or the 

possibility of a substitute driver or unforeseen traffic or weather delays. 

 Honk service is not feasible. There may be days especially during inclement 

weather that students seek shelter until the bus arrives. In that event, the students 

should be alert and prepared to board the bus without delay upon its arrival. 

 Students should remain seated when the bus is in motion. Upon boarding the bus, 

the students should be seated promptly. Boarding and departing should be done 

without delay. The bus driver is authorized to assign students seats. 

 While waiting for the bus, students are required to stand a safe distance from the 

roadway until the bus has arrived at the designated stop. 

 Students should cross in front of the bus (never behind) if it is necessary for 

him/her to cross a lane of traffic to board or after departing. Students should 

always wait for the bus driver to give the “all clear” especially in the case of 

younger children. 

 Students should cooperate fully in the course of “emergency evacuation drills.” 

The emergency door or other safety equipment on the bus should only be operated 

at the direction of the bus driver. During rear door evacuation drills students are 

not to jump out of the door themselves. Have 2 students trained and ready to assist 

at the back door.  

 In the case of a bus having to travel the same street twice ( going down, 

turnaround and come back up) the driver should decide the safest way to pick up 

the students, ( on the way going or on the way back, right side pickup is usually 

the best method) However, double stops should not be made. 

 Students are to remain is school uniform at all times while on the school bus. 

However, there are some days when students are allowed to have “free dress” 

days at school. The bus is an extension of the school, so if their dress is acceptable 

at school then it is also acceptable on the bus.  Students who do not follow the 

dress code should be referred to the school administration.  
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Parents or Designee Responsibilities 
 

Parents should understand their responsibility in working with the bus driver and school 

system personnel for the welfare and safety of their children. Also, emphasis should be 

placed on the problems involved with the safe transportation and the extent of 

responsibility placed on bus drivers transporting their children. Responsibilities of 

parents are as follows; 

 

 Have the child at the designated bus stop at the regularly scheduled time and 

provide the necessary supervision until the bus arrives. Understand that times 

given are approximate and students should be at the bus stop at least 10 minutes 

before the designated bus stop time.  

 Cooperate with school and bus drivers in teaching students safety precautions, 

good manners and habits. 

 Assist when there are disciplinary problems. 

 Sign all documents required by the VPSB to acquire transportation for their 

children. 

 Ensure that the student meets acceptable hygiene standards before boarding the 

bus. 

 Make a reasonable and timely effort to notify the bus driver prior to the beginning 

of the morning run if the child is unable to attend school. 

 Help keep area to and from the bus loading area clear of obstacles and all other 

unnecessary debris. 

 Help keep bus turnarounds and lane clear of parked vehicles to provide easy 

access to bus stops. 

 Call the school, in the event of a serious emergency that might prevent the parent 

from meeting the student at the bus, and give the name of the person who will 

meet the child in place of the parent. The school will give the information to the 

driver. The name of the person should be on the emergency information sheet. 

 Provide transportation to students who have been suspended or expelled from the 

bus.  
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 Local Policies 
 

Personal Use of School Buses 

 

The Vermilion Parish School Board strictly forbids the use of any board owned bus for 

personal business.  

 

Parking of School Buses 

 

Board owned bus drivers will not be allowed to use a Vermilion Parish School Board bus 

to go to their place of employment after their route. The ONLY time this will be allowed 

is if the route ends at the place where the bus driver is employed. Under no circumstances 

will the bus be used if extra mileage is to be used.  

 

Driver and Monitor Contact Information 

 

Changes in the drivers or monitors telephone number or address must be reported to the 

transportation office. Unlisted telephone numbers must be reported to the transportation 

office. Cell phone numbers must be submitted to the transportation office.  When giving 

your phone number(s) to the Transportation office, you should state which number you 

would prefer the transportation office to give out to parents when they ask for driver 

contact information. If a regular of substitute driver holds another job besides driving the 

bus, a telephone number must also be given to the transportation office so that the driver 

can be contacted in the event of an emergency. It is imperative that the lines of 

communication be kept open between the driver, the transportation office and the school. 

In the event of an emergency, drivers may be called upon to pick up students for an 

emergency early dismissal of a school.  

 

 

Intoxicants 

 

The use of intoxicants, alcohol, illegal drugs or any drugs is prohibited by the Department 

of Public Safety regulations or State Law either before reporting for duty or while on 

duty, is prohibited. Any violation of this rule may constitute grounds for dismissal.  

 

 

Sale Restrictions 

School bus driver shall not sell any item at a school facility or on the bus to any student. 

This includes food, drink, or any other items of general merchandise.  
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Procedures for Handling a Complaint from a  

Parent or Concerned Citizen 
 

 

There will be times when parents will greet you at the bus stop and want to discuss 

issues dealing with their child on the bus. Due to time constraints, it is not feasible or 

advised to hold a conference with a parent at a bus stop. You should never discuss 

issues about students in the presence of other students, even if that student’s parent is 

present and initiated the conversation.  In this instance, the best policy is to politely 

tell the parent that you cannot discuss the issue at this time because you need to 

continue your route. Inform them that you would be happy to discuss the issue at a 

later time and that they may call you or the Transportation Department. 

 

If a parent calls you with a complaint remember to be polite and to remain calm.  In 

some cases an irate parent may use strong or vulgar language, if this happens,  tell 

them that you will not continue the conversation and they may either call you back 

once they have calmed down or direct their concerns to the Supervisor of 

Transportation.  

 

It is wise to document calls or parental contact, noting the date, time, and subject of 

the conversation. Make sure to advise the Transportation Supervisor of the issue.  
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Federal Drug and Alcohol Testing Regulations  

The DOT drug and alcohol testing regulations for commercial driver licensed (CDL) 

employee can be found at 49 CFR Part 382, and 49 CFR Part 40. These regulations can 

be found at: www.fmcsa.dot.gov. 

 

All CDL drivers operating commercial motor vehicles (CMVs) (greater than 26,000 

CGVWR, or transporting more than 16 passengers, or placarded hazardous materials) on 

the public roadways must be DOT drug and alcohol tested. This means any driver 

required to possess a CDL, including those employed by Federal, State, and local 

government agencies, owner operators, and equivalently licensed drivers from foreign 

countries. Part-time drivers must also be included in an employer’s drug testing program.  

 

Required Tests 

 

Pre-Employment 

A new driver must be drug tested with a negative result before an employer can permit 

him to operate a CMV on a public road. If a driver is removed from a random testing 

pool for more than 30-days, he must again be pre-employment tested.  

 

Post-Accident 

CDL drivers must be drug and alcohol tested whenever they are involved in a fatal 

accident, or receive a traffic citation resulting from an injury or vehicle-disabling 

accident. The alcohol test must occur within 8 hours, and the drug test must occur within 

32 hours.  

 

Random Testing 

CDL drivers are subject to unannounced random testing throughout the year. A driver 

may be directed to take a drug test even when at home in an off-duty status. Random 

alcohol tests occur while on duty or immediately before or after. Once notified to report 

for random testing drivers must report to the testing location. Delaying your arrival can 

be considered a refusal. Never Refuse to Test. Driver refusals are equivalent to testing 

“positive” and are defined in 49 CFR 40.191. 

 

Reasonable Suspicion 

DOT-trained supervisors can direct you to be drug or alcohol tested whenever you exhibit 

signs of drug or alcohol abuse. The decision must be based on observations concerning 

the appearance, behavior, speech, or body odors of the driver.  

 

Return-To-Duty 

Return-To-Duty tests require “direct observation” as prescribed in 49 CFR 40.191 (a)(9).  

They are only required after an employee has completed the “return-to-duty” process, and 

wants to return to work in a safety sensitive function (i.e., driving CMVs). They basically 

replace the pre-employment test for “positive” tested. and “refusal” drivers.  

 

http://www.fmcsa.dot.gov/
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Follow-Up 

Follow-up drug and alcohol tests are required as prescribed by the substance abuse 

professional (SAP) who signs the return-to-duty report. They consist of a minimum of at 

least six unannounced directly observed tests conducted during the first 12 months 

following the return-to-duty test. The SAP can prescribe follow-up testing for a 

maximum of 5 years for drivers who have tested “positive” or “refused” to test. Follow-

up testing is in addition to any selections for random testing.  

 

 

Testing Procedures 

 Once notified to report for testing, a CDL driver must report to collection site 

immediately. 

 The DOT drug testing program tests for 5-panels of controlled substances 

covering the following classes- Marijuana, Cocaine, Opiates (Opium and codeine 

derivatives), Amphetamines and Methamphetamines, and Phencyclidine (PCP). 

 Once tested, the laboratory will report the analysis to a medical review officer 

(MRO). If the analysis indicates a positive result, the MRO will contact the driver 

to determine whether there are circumstances that would explain the positive 

result. If there are none, the MRO will report a positive result to the employer.  

Commercial Motor Vehicle Safety Act 
 

An employee convicted of violating a state or local law relating to motor vehicle traffic 

control, (other than parking violations), in ANY type of motor vehicle, must notify their 

employer within 30 DAYS OF CONVICTION. 

 

When an employee receives notice of suspension, revocation, cancellation, loss of 

privilege disqualification, and /or right to operate a commercial motor vehicle by any 

state or jurisdiction, the employee must notify their employer before the end of the 

business day following the day the employee received the notice.  

 

Employees in violation must notify the Transportation Supervisor and complete the 

Employer Notification Form. (Appendix iii)
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Extra Curricular Trips 

 

1. When taking extra bus trips, be certain that the trip is approved by the Principal of 

the school and the Supervisor of Transportation. Note: trips are approved using 

the FORM 100, you should request a copy of the approved FORM 100 from the 

sponsor of the trip.  

2. If a trip is to be made during school time and a regular school bus driver is used 

for the trip, the school bus driver and principal are responsible to find a substitute 

driver and a spare bus to continue the driver’s route without interruption of his/her 

regular route.  

3. School bus drivers making trips will be responsible to contact the school where 

they sign in and report the trip and the name of the substitute driver conducting 

their route. Drivers should also report to the Transportation Office the name of the 

substitute driving the regular route. 

4. If a regular driver or substitute driver is used for a trip, the principal or an 

assigned teacher will contact the driver to instruct the driver about the destination 

and time. 

5. If a substitute driver is performing the trip it is the substitute’s responsibility for 

contacting the regular bus driver for use of his/her bus and to contact the Shop 

Foreman to schedule a spare bus for the driver’s regular route.  

6. Substitute drivers or regular school bus drivers using a bus other than their regular 

bus are responsible for the cleanliness of the bus used. The bus is to be cleaned 

for the regular school bus driver to continue his/her routes the following day. If 

the bus is not cleaned and fueled the driver should speak to the Supervisor of 

Transportation about the situation. Regular driver failing to abide by these rules 

may constitute willful neglect and substitute drivers may be grounds for removal 

from the substitute list.  

7. Drivers will be allowed to perform extra-curricular trips during regular route time 

based on the following criteria:  Driver cannot receive additional compensation 

between the hours of 6-9 a.m. and 1-4 p.m. with a three hour minimum rate of 

$11.00 per hour. 

8. The extra-curricular time sheet shall be completed in full for each trip and 

submitted to the School for payment and a copy submitted to the Transportation 

Department at the end of each month with the Pre-trip forms.  

9. At no time will a trip be made if a spare bus is not available to continue the 

regular route or if no substitute is available to conduct the regular route.  Regular 

routes will always take precedent over an extra-curricular trip. 

10. Transportation Form 100 should be approved seven days prior to the trip. If not 

received by the Supervisor of Transportation, the trip may not be approved. 

Schedules must be attached to the request form. If there is a change or addition in 

the schedule, the principal or designee must call the Transportation Office to 

update the original request form. 

11. At no time will a school bus driver be required to make an extra-curricular trip as 

part of their employment.  

12. School buses are to be used only for school related activities.  

13. It is to be understood if a school bus is approved for certain organizations, 

scheduling should not conflict with, or be given priority over, the regular class-

related demands for school buses.  
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14. At no time is fuel to be put in a school bus while students are in the bus or while 

the motor is running.  

15. All rules applied to regular bus rules apply to extra-curricular trips.  

16. The driver of the extra-curricular trip is responsible for obtaining a list of student 

information from the sponsor/chaperon of the trip before the trip may depart. The 

information should include but is not limited to; students names, addresses, phone 

numbers, and date of birth.  A seating chart should also be completed before the 

trip departs. Remember, in the event of an accident this information will be 

required by law enforcement and it is the responsibility of the driver to make sure 

that the contact information and seating chart is complete and on board the bus 

before departing on the trip.  

17. Trips to be made will not exceed a radius of one hundred (100) miles. The 100 

mile radius limit and the twenty five cent per mile charge will be waived for all  

post district, extra-curricular, co-curricular and academic competitions.  

 

Chaperons 

Principals, drivers, teachers and students are the only persons allowed to ride on 

school buses. Only those chaperons who are needed should be allowed to go. Do not 

allow more just because they want to go. No pre-school age child or students not 

participating in the event is allowed even if the parent is a chaperon. An adult, in 

addition to the driver, must be on the bus the entire time students are on the bus.  

 

Rules Drivers Should Take Into Consideration For Each Extra-Curricular Trip 

 A list of all students and passengers being transported should be kept with the 

driver and with proper authorities at the school level.  Contact information along 

with date of birth on each student must be included on the list.  

 An emergency evacuation drill or at least a talk through should be given by the 

driver before each trip. 

 Miles to be traveled 

 Climate conditions 

 Number and age group of pupils 

 Luggage and equipment 

 Driver should be familiar with the vehicle and route 

 Tool requirements, a kit containing items such as a flashlight, pliers, screwdrivers, 

etc should be kept on hand. 

 Fire extinguisher, first aid kit, emergency triangles should be on board 

 The driver should always carry a cell phone in case of emergency. 

 The vehicle should pass the same inspections as regular route buses and the driver 

must perform a detailed check prior to activity trips. 

 Discipline procedures on trips 

 Maps should be made available to the driver, destination, location and parking 

areas. 

 Parking location if other than pupil destination 

 Knowledge of first aid practices 
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SCHOOL ACTIVITY BUS SAFETY STATEMENT 

(To Be Read Before Every school-Related or Athletic or Other Activity Trip)  

Attention Passengers:  
I am __________________________, your school bus driver for this trip. In accordance with 
Louisiana Department of Education procedures and in the interest of your safety, I am 
presenting the following school bus safety information before we begin our trip.  
We all are aware of the safety regulations for school bus passengers:  
 
Remain seated at all times when the bus is not parked;  
 
Refrain from distracting me, your driver, during the trip;  
 
Keep bus steps and the aisle clear at all times;  
 
Refrain from sticking any body parts or objects out of the windows  
 
Keep voices down to a conversational level, and remain quiet at railroad crossings;  
 
Never use the emergency exits unless directed to do so by me or my designee;  
 
Be considerate of the comfort and safety of all passengers.  
 
I do not expect an emergency to arise, but that is possible. In the event of an emergency, I—or if 
I am unable to do so, my designee, who is (name) on this trip—will:  
 
Call for help and provide our location, along with a description of the emergency;  
 
Notify the school or the school board office;  
 
Tell you to evacuate the bus and move to a safe location, if necessary due to the 
circumstances.  
 
If I (or my designee) direct you to evacuate the school bus, you will be told to exit through the 
entrance door or one or more of the designated emergency exits. Please note their locations as I 
point them out to you. Please take note of the location of the fire extinguisher and the first aid 
kit, also (pointing to each in turn).  
Do you have any questions or concerns?  

Thank you for your attention. Now, let’s have a safe, enjoyable trip.   
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Special Education 

Introduction 

 

This section will assist persons entrusted with the responsibility for transporting pupils 

requiring special attention or care in the development of safe pupil transportation 

environment during the loading, unloading and transportation process. 

 

No qualified disabled individual in the United States shall, solely by reason of his 

disabilities be excluded from participating in, be denied the benefits of, or be subjected to 

discrimination under any program or activity receiving federal financial assistance.  

 

Responsibility of Special Education Bus Drivers 

1. Safely transport assigned students on each assigned route. 

2. Assure that special students aboard the bus are properly supervised.  

3. Arrange bus stop locations so that the bus door is on the side where the special 

student lives. Any exceptions should first be approved by the local Transportation 

Department. 

4. Avoid backing the bus to pick up or discharge students except as approved. (La. 

R.S. 32:281 states, “The driver of a school bus shall not back his/her vehicle 

unless such movement can be performed safely and without interfering with other 

traffic.” It is the general policy of most transportation departments that for safety 

reasons, drivers are not to back their vehicles. Any exceptions to the above must 

first be approved by the local Transportation Department.) 

5. Provide parent with a current telephone number where the driver can be reached. 

6. Notify parents as expeditiously as possible whenever the vehicle is inoperable or a 

substitute driver cannot be secured. Additionally, parents should be notified well 

in advance whenever a time change or stop location change is required. 

7. Supervise loading of students with physical disabilities who require wheelchairs 

via the lift or ramp. Use the steps only in emergencies. 

8. In the absence of a Bus Attendant, ensure that required protective safety devices 

are in use and are fastened properly. 

9. Attend in-service training programs. Training shall include completion of an 

approved first aid course and appropriate units to be developed by the 

paraprofessional training specialist, transportation or special education staff, or 

other designated trainer. All rules and regulations in the handbook are to be 

followed.  

10. Maintain on the vehicle confidential emergency data including but not limited to 

the following:  

a. Student’s name, address, contact phone numbers, date of birth; 

b. Nature of student’s disability; 

c. Emergency health care information, including medication student is using; 

d. Name and telephone number of student’s physician, parent, guardian, 

custodian, or designee who can be contacted in case of an emergency; 
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e. Provisions for the student’s welfare when and if the student is unable to be 

met by the parent or designee at the designated bus stop; 

f. Student’s identification photograph ( if available); 

g. Any other information deemed necessary by the local school system. 

NOTE:    

Updating this information is a cooperative effort involving students, 

parents, supervisors and drivers. The information must remain confidential 

for the student’s protection. 

11. Maintain in the vehicle route descriptions, times, stop locations and student 

rosters. 

12. In the event that no one is at home to meet a student who needs supervision, the 

bus driver should: 

a. Make a reasonable effort to contact the parent (example: blow the horn, 

have the attendant knock on the door, call the parent) 

b. In the absence of the parent, attempt to contact the alternate person 

designated on the student information card; 

c. If unsuccessful, the driver should call the school and/or the transportation 

department as soon as possible to inform school officials that the student 

will be brought back to school after the scheduled run is finished( if this is 

deemed to be a practical alternative), or be taken to another pre-

determined location, or to a location determined by the school principal or 

the transportation supervisor.  

d. If no one is present at the school, the DRIVER is responsible for the 

student’s welfare and should continue to make every effort to contact the 

parents, school officials, or appropriate law enforcement officials.  

e. Inform the school administration of any problems or concerns that occur 

in picking up, transporting or delivering students. Under no circumstances 

should a driver remove a student from the bus or refuse to transport a child 

unless authorized by the transportation department or by a school 

administrator.  

13. Be familiar with policies and procedures as stated in SPED Bulletin 1886 
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Responsibility of a Bus Monitor 

1. Monitors must be on the school bus at all times during the bus route. They are not 

to go in a classroom to pick up a child. Their duties are to assist students entering 

and departing from the bus.  

2. Monitors shall insure that the protective safety devices are in use and fastened 

properly at all times.  

3. Monitors shall assist students on and off the bus at the designated bus stop and 

when it is necessary for their safe entrance and exit from the bus. 

4. The monitors should help the bus driver, to see if the fire extinguisher and first aid 

kits are in proper place, as required by law. 

5. Monitors are to survey the entire bus during the runs for possible sources of injury 

to students.  

6. Monitors are to see that students load and unload in an orderly and proper 

manner. 

7. Monitors are to see that every child is cared for, at no time should a child be 

neglected while on the bus. 

8. Monitors are to be alert at all times. If not this could be reason for disciplinary 

actions.  

9. At no time is a monitor to wear head phones, ear plugs or use a cell phone while 

transporting the students. ( cell phone is allowed when contacting parents or in 

case of emergency only). 

10. Monitors are to report personal absences same as bus drivers.  

11. If a monitor is absent from their duties, it is his/her duty to contact the bus driver 

and to inform her/him of the substitute monitor who will be the replacement.  

12. At no time will extra mileage be made to pick up a monitor at her/his residence or 

designated area. It is the monitor’s responsibility to meet the driver for their 

morning and afternoon route. The only exception is if the driver lives near or at 

the beginning of the driver’s route is the driver allowed to pick the monitor up. 

13. If a substitute monitor is to replace a monitor, it is the responsibility of the 

substitute to be at the bus drivers home on time. The only exception is if the 

driver lives near the substitute’s home, the driver will be allowed to pick up the 

substitute.  

14. At no time is a special education bus driver to wait for a monitor or a substitute. 

Driver’s have a time schedule to follow. Monitors, should be at the bus location at 

least ten minutes before the scheduled time of departure.  

15. It is the monitor’s responsibility to explain all of the duties and responsibilities of 

a monitor to the substitute.  

16. Monitors are to sign in the same as the bus drivers.  

17. Monitors should inform students about safety rules and regulations that must be 

observed on the bus.  

18. Monitors should assist in evacuation drills. 
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19. Monitors will also attend in-service training when scheduled by the 

Transportation Supervisor. 

 

The Monitor’s Role in Emergency Procedures 

Just as the driver is responsible for the safety and well-being of the children on his/her 

bus, so also in the monitor. He/she must have knowledge of the proper procedures to 

follow in the event of an emergency.  

 

 

 

Basic Guidelines 

 

Students Qualified for Transportation Services 

 

Transportation is defined in IDEA as “a related service.” This service includes (1) travel 

to and from school and between schools, (2) travel in and around school buildings, and 

(3) specialized equipment (such as special or adapted buses, lifts, and ramps) if required 

to provide special transportation for a child with a disability. 

 

A child is eligible for the related service transportation if the I.E.P Committee 

recommends this service to provide access to special educational services.  

 

The approval of the transportation services on the I.E.P is the responsibility of both the 

local Department of Special Services and the local Department of Transportation. The 

service is recorded on the I.E.P and the I.E.P must be approved and signed by the parent 

or guardian prior to initiating transportation services. Additionally, if specialized 

equipment is needed for the transportation of a child, this equipment should be noted on 

the I.E.P. It is necessary, therefore, that the Transportation Department be given adequate 

notification ( not less than five working days) so that appropriate equipment can be 

secured. Ample time must be allowed if State approval is required for funding.  
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Pick-Up and Drop-Off Locations 

 

Student safety is the primary factor in selecting bus stop locations. Children may be 

picked up and dropped off at the residence of their parent or legal guardian; however, 

students with disabilities may be picked up at the nearest corner to their residence. In 

special circumstances (such as dead end streets, for example), alternate arrangements can 

be made that are mutually agreeable to all parties. These situations should be handled on 

an individual basis. 

 

The parent, guardian, or adult designee (this person should be on the emergency contact 

list for the student) must be present and visible when picking up and dropping off 

students. 

 

The school staff should notify the Special Services Department of these cases prior to the 

I.E.P. conference to allow them time to work out a solution with the Department of 

Transportation. If a request is made by the parent/guardian for a student to be picked up 

or dropped off at a location different from the student’s residence or if the morning and 

afternoon stops locations are different, or if a child is placed in a day care center or goes 

to a babysitter, transportation conflicts may occur. The parent must request approval from 

the school and Transportation Supervisor to be picked up at a different address than that 

child’s residence using the Request for Alternate Route Form. Some of the factors 

determining if the request will be approved are; time conflicts, overloads, or increase in 

mileage of the route.  

 

Safety Procedures and Transportation Tips 

 

Transporting Students of All Exceptionalities: 

 

 Be friendly and be polite to the child when he/she enters the bus 

 Let the parent know the bus schedule 

 Student should be allowed the opportunity to be as independent as possible when 

getting on and off the bus 

 Students should never be left unattended or alone on the bus 

 Regardless of the incident, remain calm 

 Share information about the child’s behavior with teachers and parents. 

 Be consistent, be reasonable, and be supportive while correcting the child. Speak 

slowly and clearly 

 Make a list of rules concerning behavior on the bus that the children can 

understand 

 After each bus run, check your vehicle to see if any medication or assistive 

devices have been left 

 Report any information to parents or to school officials that could help in 

determining if the child needs medical assistance 

 The children on the bus will probably reflect your feelings; therefore, you should 

help to set a positive mood.  

 All Vermilion Parish School district rules are applicable to special education 

drivers and monitors 
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Confidentiality of Records and Information 

The privacy of school records, of students with disabilities, is protected by the 

Individuals with Disabilities Education Act (IDEA) and its regulations, and the Federal 

Educational Rights and Privacy Act (FERPA) and regulations listed under it. 

 

A significant amount of information is developed and maintained regarding the 

evaluation, placement, transportation, health needs, and performance of students with 

disabilities. It is essential that these records be accurate and up-to-date. Just as important 

is the requirement that this information remain strictly confidential. School staff and the 

school bus team must ensure that the privacy rights of students with disabilities are 

protected. At no time (except in the case of an emergency or “need to know”) may a 

school official or school bus team member 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 persons. Parents must be notified as 

soon as possible of the information released and the purpose for its release. 

 

The importance of maintaining the confidentiality of information regarding the students 

is critical. Greater awareness of individuals with disabilities within our society may lead 

us to expect a corresponding level of acceptance and sensitivity. Unfortunately, this is not 

always the case. It is necessary to be extremely careful should the opportunity arise, 

professionally or socially, to use a student’s name in casual conversation. Even 

mentioning a child’s name when questioned or speaking about a service population can 

identify them as a “special needs” student. This is a breach of confidentiality. 

 

Confidential student information must be maintained in a locked and secure place at all 

times. These documents must be carried on the bus at all times students are being 

transported and must be removed from the bus when the bus is garaged for the day.  
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Loading and Unloading 
 

When students with disabilities are loading and unloading, care must be taken to prevent 

falls. The monitor should allow the student to be as independent as possible while 

directly providing the needed assistance. The monitor should try to anticipate what might 

happen and be positioned so as to prevent the occurrence or to lessen the impact of a fall 

and be verbally and non-verbally supportive. 

 

 

 

 

 

If a student falls, the monitor should: 

 Conduct a physical assessment to determine if the child is injured 

 Pick up or help the student and provide verbal encouragement 

 Assist the student in straightening his/her clothes, dust them off etc… 

 Apply first aid as needed. ( usually apply a commercial local antiseptic and 

germicide for small cuts and or scraps) 

 If the student appears to have a sprain, ask the bus driver to help to assist the child 

to a sitting position and apply ice as soon as possible to reduce swelling.  

 In the event of any incident, parents, school administrators and the transportation 

supervisor should be notified and a student accident form must be completed.  

 

Crossing the Street Safely 

 

If a student is capable of walking independently and is required to cross a street in order 

to load or unload from the bus, the bus monitor should take care of seeing that the proper 

rules are followed. The student must walk at least ten feet ahead of the bus along the edge 

of the street. He/she must then stop and wait for the bus driver to signal that it is safe to 

cross the street.  Students should double check before crossing and then walk quickly 

across, without running.  

In a case where the student is unable to cross the street independently, the bus monitor 

should guide the student across the street to a safe predetermined point where the 

student’s parents or guardian will meet the student.  

 

Safety/Assistive Devices 
 

Buses used to transport students with disabilities usually will be equipped with special 

devices used for handling wheelchairs and otherwise providing for special safety needs. 

These devices are to be operated by the monitor or the bus driver. Students should be 

instructed not to handle the devices unless the monitor or the bus driver is assisting them. 
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These special devices should be located in areas of the bus that will not interfere with or 

be harmful to other students on the bus. 

 

The monitor should check each device daily, before and after each bus route, making sure 

that all devices are working properly. If there is a problem, it should be reported 

immediately to the bus driver so that repairs can be made or replacements can be 

obtained.  

 

If vests or seat belts are used, the monitor should make sure that all devices are placed on 

the proper areas of the student’s body. Devices should be tightened enough to keep the 

student from moving about, but not so tight that they may cause harm or discomfort to 

the student. (Adjustments may be required when students are dressed with coats, rain 

gear, etc...) After being tightened, devices should be locked into place and remain locked 

throughout the duration of the trip. When loading and unloading the student, the monitor 

should lift the student from the seat as easily and gently as possible. Care should be taken 

in holding the student so that he/she cannot slip through the monitors arms. If another 

means of transporting is available (wheelchair, walker, etc...) the monitor should avoid 

carrying the child.  

Wheelchairs 

 

Before transporting a student who is in a wheelchair, precautions should be taken to 

insure the student of a safe and comfortable ride. The bus should be equipped with proper 

wheelchair locks so that the wheels of the chair may be locked into place in order to 

prevent the chair from moving or tipping over. For loading and unloading purposes, the 

bus should also be equipped with a wheelchair lift that can be lowered and raised. These 

devices make loading and unloading an easy and comfortable process for the student. 

Students should not be transported in chairs that are broken or that have not been 

designed so as to be secured on the bus. NO PERSON WOULD BE ON THE LIFT 

WITH THE STUDENT IN THE WHEELCHAIR WHILE THE LIFT IS BEING 

RAISED OR LOWERED.  

 

Loading and Unloading of Wheelchairs: 
 

There are over 2,500 different makes and models of wheelchairs. Each student has needs 

unique only to themselves. Disabilities may range from very mild to very severe. Some 

students may be both mentally and physically challenged. The required items for both 

manually and electrically operated wheelchairs are as follows: 

 Safety lap belt in working condition (no Velcro) 

 Working hand brake for manually operated 

 Electric wheelchairs must have working manual hand brake or automatic brake 

activation when wheelchair power is disengaged 

 Properly inflated tires 

 Properly positioned headrests 

 Footrests 

 Anti-tilting devices 
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Manual Wheelchair: 
 Student is loaded with back of wheelchair next to the body of the school bus 

 Check all seatbelts on wheelchair making sure they are in a locked position.  

 Wheelchair brakes must be on at all times when loading/unloading of 

wheelchairs. 

 Safety belts when applicable on lift must be attached and must be operational at 

all times. 

 

Electric Wheelchair: 
 Student is loaded with back of wheelchair next to the body of the school bus 

 Check all seatbelts on wheelchair making sure they are in a locked position 

 Wheelchair brakes must be on at all times when loading/unloading of wheelchairs 

 Electric wheelchairs must be in manual mode when loading/unloading 

 Electric wheelchairs are subject to be turned on by two-way radio when in 

operational mode. This is why electric wheelchairs must be in manual mode when 

transporting students.  

 All wheelchair trays must be removed and placed in a safe location on the bus.  

 

No child will be loaded in a wheelchair facing the body of the school bus. Students in 

electric wheelchairs shall be loaded by the driver and monitor in manual mode. Do not let 

students drive the electric wheelchair on the lift by themselves for the danger of running 

off the lift.  

 

Positioning of Wheelchair on the School Bus: 
 Place wheelchair in Forward Facing (unless otherwise noted in the students IEP) 

 Center wheelchair between parallel floor-tracking systems. (Leave 1 to 2 inches 

between curve of rear wheel and rear security buckle when in locked position. 

This allows room to operate the security buckle freely). 

 Lock the hand brakes using good body mechanics. 

 Properly secure any other type of equipment that is to be transported with the 

student.  

 Place students name above their designated wheelchair position. Place students in 

seating order so as to accommodate an emergency evacuation situation should the 

need arise.  

 

 

Attaching Security Straps: 

 Position both front and rear security straps in the fitting on the floor tracking 3 to 

8 inches from the front tires and rear tires of the wheelchair. 

 Loop hook end of each security strap around the mainframe of the wheelchair. 

 Clip hook into “O” ring of each security strap. 

 With buckle open, pull each loose strap snug, keeping loose end of strap with the 

buckle guide.  

 Left and right straps should be hooked at the same position of the wheelchair. 
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Walkers 

When transporting students who require the aid of a walker, drivers and monitors must 

take precautionary measures to prevent falls. The student should be allowed to be as 

independent as possible when walking from the designated seat to the exit of the bus or 

from the entrance of the bus to the seat. Special care must be taken when the student 

reaches the steps or the lift of the bus. The monitor should allow the student to be 

independent in placing the walker on each step ( or lift) and then moving accordingly. 

The  monitor should be in front of the student when unloading and behind the student 

when loading in order to provide needed assistance. The student should be encouraged 

both verbally and non-verbally to be as independent as possible.  

Medication 
According to the VPSB medication policy, Medication is not allowed to be transported to 

and from school on the bus  

 

 

 

 

 

 

 

What is an IEP? 
 

An Individualized Education Program (IEP) is a written statement identifying the 

specially designed instruction program and related services including transportation (if it 

is necessary) to meet the unique needs of the child with disabilities. The over-riding 

results are that the determination of an appropriate education for specific students must 

be made on an individual basis. The type and appropriateness of transportation services, 

if any, must also be made on an individual basis. 

 

The IEP document itself is a written commitment and record of the meeting in which 

decisions are made about the least restrictive, most appropriate educational placement. It 

also details what related services, transportation among many others will be required. 

 

 

 

 

Definitions for Children With Disabilities 
 

Autism- a developmental disability significantly affecting verbal and nonverbal 

communication and social interaction, generally evident before age three, that adversely 

affects a student’s educational performance.  Other characteristics often associated with 

autism are engagement in repetitive activities and stereotyped movements, resistance to 

environmental change or change in daily routines, and unusual responses to sensory 

experiences. 
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Deaf-Blindness- concomitant hearing and visual impairments, the combination of 

which causes such severe communication and other development and educational 

problems that they cannot be accommodated in special education programs solely for 

students with deafness or students with deafness or blindness. 

 

Deafness- a hearing impairment that is so severe that the student is impaired in 

processing linguistic information through hearing, with or without amplification that 

adversely affects a student’s educational performance. 

 

Emotional Disturbance- a condition exhibiting one or more of the following 

characteristics over a long period of time and to a marked degree that adversely affects a 

student’s educational performance: 

 

(a). an inability to learn that cannot be explained by intellectual, sensory, or health 

factors; 

(b). an inability to build or maintain satisfactory interpersonal relationships with peers 

and teachers; 

(c)  Inappropriate types of behavior or feelings under normal circumstances; 

(d). a general pervasive mood of unhappiness or depression; and/or 

(e). a tendency to develop physical symptoms or fears associated with personal or school 

problems. 

 

Hearing Impairment- an impairment in hearing whether permanent or fluctuating, that 

adversely affects a student’s educational performance, but that is not included under the 

definition of deafness in Paragraph 1 .c above. 

 

Mental Disability- significantly sub average general intellectual functioning, existing 

concurrently with deficits in adaptive behavior and manifested during the development 

period, that adversely affects a student’s educational performance. 

 

Multiple Disabilities- concomitant impairments (such as mental retardation-blindness 

or mental retardation-orthopedic impairments), the combination of which causes such 

severe educational needs that they cannot be accommodated in special education 

programs solely for one of the impairments.  The terms multiple disabilities does not 

include deaf-blindness. 

 

 

 

Orthopedic Impairment- a severe orthopedic impairment that adversely affects a 

student’s educational performance.  The term includes impairments caused by a 

congenital anomaly, impairments caused by disease (e.g., poliomyelitis, bone 

tuberculosis), and impairments from other causes (e.g., cerebral palsy, amputations, and 

fractures or burns that cause contractures). 

 

Other Health Impairment- having limited strength, vitality, or alertness, including a 

heightened alertness to environmental stimuli, that results in limited alertness with 

respect to the educational environment, that is due to chronic or acute health problems 
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such as asthma, attention deficit disorder or attention deficit hyperactivity disorder, 

diabetes, epilepsy, a heart condition, hemophilia, lead poisoning, leukemia, nephritis, 

rheumatic fever, sickle cell anemia, and Tourette Syndrome; and adversely affects a 

student’s educational performance.  

 

 

 

Specific Learning Disability- a disorder in one or more of the basic psychological 

processes involved in understanding or in using language, spoken or written, that may 

manifest itself in the imperfect ability to listen, think, speak, read, write, spell, or to do 

mathematical calculations, including conditions such as perceptual disabilities, brain 

injury, minimal brain dysfunction, dyslexia, and developmental aphasia. Specific learning 

disability does not include learning problems that are primarily the result of visual, 

hearing, or motor disabilities, of mental retardation, or emotional disturbance, or of 

environmental, cultural, or economic disadvantage.  

 

Speech or Language Impairment- a communication disorder, such as stuttering, 

impaired articulation, a language impairment, or a voice impairment, that adversely 

affects a student’s educational performance.  

 

Traumatic Brain Injury- an acquired injury to the brain caused by an external physical 

force, resulting in total or partial functional disability or psychosocial impairment, or 

both, that adversely affects a student’s educational performance. Traumatic brain injury 

applies to open or closed head injuries resulting in impairments in one or more areas, 

such as cognition; language; memory; attention; reasoning; abstract thinking; judgment; 

problem-solving; sensory, perceptual, and motor abilities; psychosocial behavior; 

physical functions; information processing; and speech. Traumatic brain injury does not 

apply to brain injuries that are congenital or degenerative, or to brain injuries induced by 

birth trauma.  

 

Visual Impairment Including Blindness- impairment in vision that, even with 

correction, adversely affects a student’s educational performance. The term includes both 

partial sight and blindness. 

 

Talented- is possession of measurable abilities that give evidence of unique talent in 

visual and/or performing arts. 

 

Gifted- children or youths who demonstrate abilities that give evidence of high 

performance in academic and intellectual aptitude.  

 

 

Transportation tips: 

 Prior to transporting, make sure the student is tagged with name, address, and 

phone number. A significant number of the preschool disabled population may be 

non-verbal or have unintelligible speech. 

 Confer with the school staff on any notable health needs or conditions, i.e., 

seizures, etc. 
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 Bus drivers may be included in the development of the Individual Educational 

Plan (IEP) particularly with severe/profound functioning students who may have 

special support or physical positioning needs. 

 Students who exhibit behavior problems, sit at the front of the bus where they can 

be closely monitored. Confer with the classroom teacher for effective 

management techniques when unusual behavior patterns are present. 

 Do not assume that these preschoolers are in control of their behaviors. 

Remember these students are developmentally delayed. So a child may be 

chronologically 5 years of age, but may be developmentally at a 3 year level.  
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FIRST AID BASICS 
 

Who Cares for Whom 

An emergency situation that requires special attention to a few will affect the entire 

population on the school bus.  The student’s emotional state and natural apprehension 

must be addressed, as well as any physical problems.  Many students relate bleeding to 

death.  Take immediate action to reduce fear and confusion and get control of the local 

emergency situation.  You should: 

 Stay calm  

 Exhibit confidence and decisiveness 

 Use simple language and soft speech when giving directions 

 Project a caring and reassuring attitude toward all students 

 Keep your attention on what you are doing so that a distraction does not get in the 

way of the needed action 

 

Rescuer Safety 

You must not put yourself in danger while trying to help others.  You could become a 

victim when you are trying to be a rescuer.  Always look around and check for safety, the 

safety for yourself and safety for the victim!  Always look around and make sure the 

scene is safe for you and the victim.   

 

Protection from Blood-Borne Disease 

Body fluids, such as blood, saliva, and urine can sometimes carry germs that cause 

diseases.  Whenever you give first aid you should use personal protective equipment 

provided by the school board.  Personal protective equipment includes: 

 Gloves to protect your hands from blood and other body fluids 

 Eye protection, if the victim is bleeding, to protect your eyes from blood and other 

body fluids. 

 CPR barrier to protect you when you give breaths 

 

First Aid Kit 

A First Aid Kit must be readily identifiable, removable, mounted and in a readily 

accessible place in the driver’s compartment in full view or in a specified secured 

compartment.  If it is not carried in the compartment, the case must be dust tight and 

constructed of durable material.  The contents must include the following: 

 4” bandage  compress – 2 packages 

 2” bandage  compress – 2 packages 

 1”  adhesive bandage (Band-Aid) – 15 

 Gauze pads (3X3) – 4 

 Triangular bandage 40” with 2 safety pins – 1 

 Splint – 1 

 

  



75 

 

 

 

 

 

MEDICAL EMERGENCIES 

 

Breathing Problems 

Body cells need oxygen to work properly.  When you breathe, air goes down the air 

passages to the lungs.  Oxygen then passes into the blood, which carries it to cells 

throughout the body.  A person can’t live without breathing. 

 

A student may develop a mild or severe block of the air passages by: 

 Something, such as food or a small object is occluding the airway 

 Swelling of the lining of the airway, such as an allergic reaction 

 Infection 

 Injuries to the head and neck 

You can tell if someone is having trouble breathing if the person: 

 Is breathing very fast or very slowly 

 Is having trouble with every breath 

 Has noisy breathing, you can hear a sound or whistle as the air enters or leaves the 

lungs 

 Doesn’t have enough breath to make sounds or speak more than a few words at a 

time in between breaths, although the person is trying to say more. 

 

Choking 

When food or another object gets in the airway, it can block the airway.  Adults and 

children can easily choke while eating.  Children can also easily choke on small objects.  

Choking can be a frightening emergency.  If the block in the airway is severe, you must 

act quickly to remove the block.   

 

If the victim can make sounds or cough loudly, you should stand by and let the victim 

cough. 

When a victim is choking and suddenly cannot breath, talk, or make any sounds, give 

abdominal thrust.  These thrust are sometimes called the Heimlich maneuver.  Abdominal 

thrust push air from the lungs like a cough.  This can help remove an object blocking the 

airway.   

 

If you think someone is choking: 

 Ask “are you choking?” if he nods, tell him you are going to help 

 Kneel or stand firmly behind him and wrap your arms around him so that your 

hands are in front 

 Make a fist with one hand 

 Put the thumb side of your fist slightly above his belly button and well below the 

breastbone 

 Grasp the fist with your other hand and give quick upward thrust into his 

abdomen 
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 Give thrust until the object is forced out and he can breathe, cough, or talk or until 

he stops responding 

Action for a choking victim who stops responding: 

 Yell for help.  If someone comes, send that person to phone 911 

 Lower the victim to the ground, face up.  

 If you are alone with an adult victim, phone 911.  Return to the victim and start 

the steps of CPR. 

 If you are alone with a child victim, start the steps of CPR. 

 Every time you open the airway to give breaths, open the victim’s mouth wide 

and look for the object.  If you see an object, remove it with your fingers. If you 

do not see an object, keep giving sets of 30 compressions and 2 breaths until help 

arrives or the victim starts to move. 

 
Bad Allergic Reaction 
Many allergic reactions are mild, but you should remember that a mild allergic reaction 

can become a bad allergic reaction within minutes.  People can be allergic to many things 

including eggs, peanut butter, chocolate, insect stings or bites. 

 

Signs of a mild allergic reaction: 

 A stuffy nose, sneezing, and itching around the eyes 

 Itching of the skin 

 Raised, red rash on the skin (hives) 

Signs of a bad allergic reaction: 

 Trouble breathing 

 Swelling of the tongue and face 

 Fainting 

Actions for bad allergic reaction: 

 Make sure that the scene is safe for you and the victim. 

 Phone or send someone to call 911 for emergency assistance. 

 If the victim stops responding, start CPR. 

 

Seizure 

During some types of seizures the victim may: 

 Lose muscle control 

 Fall to the ground 

 Have jerking movements of the arms and legs and sometimes other parts of the 

body. 

 Stop responding 

Most seizures stop within a few minutes.  During a seizure you should: 

 Protect the victim from injury by moving objects out of the way and by placing a 

pad or towel under the victims head. 

 Phone 911 for emergency assistance. 

 After the seizure, check to see if the victim is breathing.  If the victim does not 

respond, start CPR. 

 If you do not suspect that the victim has a head, neck, or spine injury, roll the 

victim to his side. 

 Stay with the victim until he starts responding. 
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 If you called 911, stay with the victim until trained help arrives. 

 After a seizure it is not unusual for the victim to be confused or to fall asleep. 

Seizure Do Not’s: 

 Do not hold the victim down 

 Do not put anything in the victim’s mouth 
Shock 

Shock develops when there is not enough blood flowing to the cells of the body.  Shock 

most often occurs if the victim: 

 Loses a lot of blood that you may or may not be able to see 

 Has a severe heart attack 

 Has a bad allergic reaction 

Signs of shock - a victim may  

 Feel weak, faint, or dizzy 

 Have pale or grayish skin 

 Act restless, agitated or confused 

 Be cold and clammy to the touch 

Actions for shock: 

 Make sure the scene is safe. 

 Phone or send someone to phone 911 for emergency assistance. 

 Help the victim lie on their back. 

 If there is no leg injury or pain, raise the victim’s legs just above the level of the 

heart. 

 Use pressure to stop bleeding that you can see. 

 Cover the victim to keep the victim warm. 

 
INJURY EMERGENCIES 

 
Bleeding You Can See 
Bleeding is one of the most frightening emergencies.  But many cuts are small and you 

can easily stop the bleeding.  When a large blood vessel is cut or torn, the victim can lose 

a large amount of blood within minutes.  That is why you have to act fast. 

 

Remember: 

 Remain calm 

 You can stop most bleeding with pressure 

 Bleeding often looks a lot worse that it is 

Actions for bleeding you can see: 

 Make sure the scene is safe for you and the victim. 

 Send someone to get the first aid kit. 

 Wear person protective equipment (gloves and eye protection if available). 

 If the victim is able, ask the victim to put pressure over the wound with a large 

clean dressing while you put on gloves and eye protection. 

 You should be able to stop most bleeding with pressure alone.  Put firm pressure 

on the dressing over the bleeding area with the flat part of your fingers or the 

palm of your hand.   

 If the bleeding does not stop, add a second dressing and press harder.  Do not 

remove the first dressing. 
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 Check for signs of shock. 

 Phone or ask someone to phone 911 form emergency assistance if: 

o There is a lot of bleeding 

o You cannot stop the bleeding 

o You see signs of shock 

o The injury is from a fall and there may be a head, neck or spine injury 

o You are not sure what to do 

 
Bleeding You Can’t See 
Suspect bleeding from inside the body if the victim has 

 An injury from a car crash, a pedestrian injury or a fall from a height 

 An injury to the abdomen or chest 

 Sports injury 

 Pain in the chest or abdomen after an injury 

 Shortness of breath after an injury 

 Coughed-up blood or vomited blood after an injury 

 Signs of shock without bleeding that you can see 

Actions for bleeding you can’t see: 

 Make sure the scene is safe for you and the victim. 

 Phone or ask someone to phone 911 for emergency assistance. 

 Have the victim lie down and remain still. 

 Check for signs of shock. 

 If the victim stops responding, start CPR. 

 
Head, Neck, and Spine Injury 

Suspect a head, neck or spine injury if the victim: 

 Fell from a height 

 Was hit in the head 

 Was injured while driving 

 Was electrocuted 

 Was involved in a car crash 

Signs of head injury – a victim: 

 Does not respond or only moves or moans or groans 

 Is sleepy or confused 

 Vomits 

 Complains of a headache 

 Has trouble walking 

 Has a seizure 
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Actions for head, neck and spine injury: 

 Make sure that the scene is safe for you and the victim. 

 Phone or ask someone to phone 911 for emergency assistance. 

 Hold the head and neck so that the head and neck do not move, bend or twist. 

 Only turn or move the victim if 

o The victim is in danger 

o You need to do so to check breathing or open the victim’s airway 

o The victim is vomiting 

 If the victim does not respond, start CPR. 

 If you must turn the victim, be sure to roll the victim while you support the head, 

neck, and body in a straight line. 

 
Broken Bones and Sprains 

Injuries to bones, joints and muscles are common.  Joint sprains result from a twisting 

injury.  The twisting causes tears in muscles and other structures around the joint.  Ice 

and rest decrease the amount of joint pain and swelling and help the joint to heal faster. 

Actions for broken bones and sprains: 

 Make sure that the scene is safe for you and the victim. 

 Send someone to get the first aid kit. 

 Put on personal protective equipment 

 Check for signs of shock. 

 Don’t try to straighten or move any injured part that is bent, deformed, or possibly 

broken. 

 Cover any open wound with a clean dressing. 

 Apply ice if available. 

 Raise the injured body part if doing so doesn’t cause the victim pain. 

 Phone 911 for emergency assistance if: 

o There is a large open wound 

o The injured part is abnormally bent 

o You are not sure what to do 
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CPR (CARDIOPULMONARY RESUSCITATION) – 2010 AHA guidelines 
C-A-B: Chest Compression, Airway, Breathing 

 

Child (1yr – 8yr) 

Compress:  one third of the diameter of the chest which is 2 inches in most children 

 Check for response 

 Tell someone to phone 911 and get AED if available 

 Check for no breathing or no normal breathing 

 Bare victim’s chest and locates correct hand position 

 Deliver 30 chest compressions (rate = 100 compressions/min). 

 Open the airway and give 2 breaths (1 second each) 

 Continue 30 chest compression, 2 breaths until AED or emergency assistance 

arrives 

 

Adult (> 8 yr) 

Compress:  2 inches  

 Check for response 

 Tell someone to phone 911 and get AED if available 

 Check for no breathing or no normal breathing 

 Bare victim’s chest and locates correct hand position 

 Deliver 30 chest compressions (rate = 100 compressions/min). 

 Open the airway and give 2 breaths (1 second each) 

 Continue 30 chest compression, 2 breaths until AED or emergency assistance 

arrives 

 

Automated External Defibrillator (AED) – adult and child 

 Turn AED on 

 Select proper AED pads and apply to chest 

 Clear victim to analyze 

 Clear victim to shock, press shock button 

 Continue CPR as direct by AED.  

 

 


