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GODDARD USD 265 

CLASSIFIED JOB DESCRIPTION 

 

POSITION:    Transportation Discipline Coordinator 

 

RESPONSIBLE TO:   Transportation Director/Asst. to the Director 

 

EVALUATED BY:   Transportation Director/Asst. to the Director 

 

TERMS OF EMPLOYMENT: Classified Position 

      Hourly Rate of Pay 

      10 Month 

 

PURPOSE OF POSITION: To respond promptly to all bus discipline 

problems as they occur on the bus routes Work 

closely with students, bus drivers, parents and 

administration to consistently follow through 

with established bus discipline procedures. 

 

ESSENTIAL DUTIES: 

1. Develops rotation of, changes and reviews bus tapes daily.  

2. Reviews daily discipline notices turned in by bus drivers and enters them into 

database. 

3. Conducts telephone interviews with parents of students who are having bus discipline 

problems. 

4. Conducts person to person interviews with students and parents concerning bus 

discipline situations. 

5. Conducts parent and student video reviews in disciplinary cases where documented 

video has been deemed necessary and has been accomplished. 

6. Assist District Police providing information and/or videos when necessary. 

7. Conducts or reviews appropriate discipline training methods with all drivers. 

8. Encourages safe rider programs in schools when possible. 

9. Maintains a working partnership with other Discipline Coordinator in matters of 

Transportation Student Discipline issues. 

10. Substitute drive as needed. 

 

OTHER DUTIES (Others may be assigned): 

1. Communicates school bus policy and practices to parents, students and staff. 

2. Assists in constant development and reform of district bus discipline procedures. 

3. Archives tapes of pertinent disciplinary situations. 

4. Assist drivers with technology issues when necessary. 

5. A classified employee may be transferred at any time to any job which he/she is  

 qualified to perform and when the transfer is deemed to be in the best interest of the  

 district. 
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REQUIRED QUALIFICATIONS: 

1. A high school diploma or its equivalent; appropriate previous work experience.  

2. Good communication skills, good listening skills.  

3. Human relations background would be very useful. 

4. Maintain Class B CDL-with air brake, school bus and passenger endorsements.   

5. Maintain proper credentials for First-Aid/CPR Defensive Driving and DOT Physical. 

 

ATTENDANCE REQUIREMENTS: 

A 40-hour work week will be required. Sick and vacation day allowances are included 

in the district policy. 
 

PHYSICAL REQUIREMENTS / ENVIRONMENTAL CONDITIONS: 

1. Manages all job duties with the mobility, agility, dexterity, and focused observation it 

takes to meet standards of performance.  

2. Moderate environmental conditions and noise levels. 

3. Prolonged periods of sitting. 

4. Must be able to handle stressful situations calmly and with consideration of other 

persons. 
 

PERFORMANCE STANDARDS / EVALUATION: 

1. Must support district mission, goals and objectives 

2. Must meet time standards with disciplinary procedures in a time sensitive manner as 

determined by the Transportation Supervisor. 

3. Demonstrates good listening skills and other communication skills in meetings and 

conversations with students, parents, teaching staff and administration concerning 

discipline problems. 

4. Demonstrates organizational skills in development, documentation and completion of 

bus discipline cases. 

5. Demonstrates ability to diffuse emotional situations pertaining to bus discipline 

promptly and efficiently when they do arise. 

6. Must demonstrate strict confidentiality pertaining to students, parents, teacher’s 

administrators and all employees of USD 265. 

7. A performance evaluation will be conducted according to district policy by the 

employee’s supervisor or their designee. 
 

 

I understand the job description that I have just read and can comply fully with all 

requirements with or without accommodations. 
 

 

___________________________________________ _______/_______/_______ 
  Employee’s Signature                              Date 
 

 

___________________________________________ _______/_______/_______ 
  Supervisor’s Signature                                              Date 

 

 

 



Rev 02/19ts 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Rev 05/18 sh 


