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GODDARD USD 265 
CLASSIFIED JOB DESCRIPTION 

 
POSITION: Transportation/Trainer/Safety Coordinator 
 
RESPONSIBLE TO:  Transportation Director 
 
EVALUATED BY:   Transportation Director or Designee 
 
TERMS OF EMPLOYMENT: Classified Position / 10 Month Position  
 
PURPOSE OF POSITION: Is available to assist the Transportation Director as 

needed. Is able to train school bus drivers to meet all 
driving qualifications and requirements of the school 
district and the State of Kansas.  

 
 
ESSENTIAL JOB DUTIES: 
 

1. Make available to each school bus driver at the time of employment a driver’s 
manual or handbook with the district transportation policies & procedures. 

2. Make available to each driver the State transportation laws, regulations and 
guidelines.  

3. Make available the motor vehicle rules and regulations applicable to school bus 
operation. 

4. Will provide forty (40) hours of vehicle operation & maintenance, and classroom 
training for new hires.  

5. Will train drivers in procedures for the driver to perform when he / she is involved 
in an accident, when they have witnessed and when involved in post-accident 
reporting.  

6. Will provide behind the wheel instruction enabling the applicant to handle the 
vehicle in a safe and efficient manner. Training must be by State Approved Pre-
Service Program. 

7. Will verify that drivers are familiar with all types of district owned school buses and 
their equipment as it pertains to:  

a) Procedures for performing pre-trip and post-trip inspections. 
b) Techniques used for safe driving, including mirror 

adjustments meeting FMVSS 111, and proper use of such 
mirrors, smooth starts and stops, proper shifting of gears, 
proper turning and backing. 

c) Skills for defensive driving. 
d) Techniques for reference point driving by a Certified Driver 

Trainer. 
e) Procedures for loading and unloading students at bus stops 

and school locations. 
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f) Procedures for stopping at, then crossing railroad crossings. 
Procedures for any other specialized driving requirement for 
unique driving situations enabling safe operation of the 
school bus. 

g) Point out techniques to identify and avoid practices that result in 
driver related school bus parts failure. 

8. Will provide medic first aid and defensive driving classes to drivers. 
9. Delineate procedures for en-route emergencies, including driving emergency skills, 

emergency evacuations and all available emergency equipment. 
10. Develop and present guidelines for safely driving a route, including entrance to and 

departure from the bus garage and the bus lot. Emphasize the importance of 
following a route sheet and map, entrance into and through school zones, proper 
radio usage, and procedures to us after suffering mechanical difficulties and 
breakdowns. 

11. Provide guidelines for uniform procedures in fueling buses, including prevention of 
fuel spills. 

12. Will evaluate drivers at regular intervals. These evaluations may include:  
a) Road performance checks. 
b) Written tests. 
c) Evaluation interview 

13. Certify each driver in pre-trip inspection on an annual basis. 
14. Maintain all transportation employee-training records to include, Driver Training, 

First Aid, Defensive Driving, CPR, Drug and Alcohol, Emergency Evacuations and 
Safety meetings. 

15. Maintain all records pertaining to major and minor accidents and traffic violations. 
16. Substitute drive as needed. 
17. Maintain professional competence and provide check rides with each driver on their 

assigned route at least once a school year for seasoned drivers, twice a year for 2nd 
year drivers, and once a month with new drivers as long as deemed necessary. 
 

OTHER JOB DUTIES: 
1. Maintain a working knowledge of transportation system 
2. Assist in maintaining appearance of facilities 
3. Perform other duties as assigned by Transportation Supervisor. 
4. 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. 

 
REQUIRED QUALIFICATIONS: 

1. Must fit the criteria for every school bus driver (see school bus driver job 
description). 

2. Must be familiar with and able to operate all types of school buses and their 
equipment, owned by the districts. 

3. Must be qualified and maintain credentials to teach medic first aid and defensive 
driving. 
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4. Maintain Class B CDL-with air brake, school bus and passenger endorsements.   
 
ATTENDANCE REQUIREMENTS: 
 
 A forty (40) hour workweek will be required; schedules may be altered depending 

upon the critical nature and / or emergency circumstances of the job. Workdays will 
be determined as required by conditions and / or requirements. 

 
PHYSICAL REQUIREMENTS / ENVIRONMENTAL CONDITIONS: 
 

1. WORK DAY   4-8 Hours per day / regular routes (when necessary) 
 

2. STANDING /WALKING Walking to bus location to retrieve and inspect the bus 
 

3. DURATION TIME  10-30 Minutes 
 

4. GRADE   Flat 
 

5. TERRAIN   Gravel and bus aisle 
Approximately 22 steps to back of bus 
Bus aisle is 22” wide. 

 
6. SITTING   Total Time Different per training day 4-6 hours 

Activity driving bus and doing record work 
Longest single 2 to 4 hours duration 
Type of Seat Normal bus seat and office desk 

 
7. LIFTING   Lift or drag dependent student or injured student 

during emergency situation. (Student or driver body 
weight) 

 
8. PUSHING / PULLING  Activity Grasping bus handle 1/2 “ in diameter 

Frequency 50 + times per day (when subbing) 
Handle Height 28 1/2” 
Handle Distance 29” from back seat 

 
9. BENDING / STOOPING For pre-trip inspection purposes. Employee must be  

able to negotiate body level changes, i.e., bending  
and stooping to inspect bus. 

 
10. CLIMBING   Activity Climbing in and out of bus (steps) 

Frequency depending on whether training or driving 
4-8 times daily. 
Number 3-4 steps 
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11. REACHING   Activity Reaching to turn on ignition approximately  

18” from steering wheel. Manipulating left side  
control panel. Manipulating radio-overhead reach to  
45” from top of seat. Operation of clutch, brake, gas  
simultaneously with hand. 

 
12. JUMPING   Must be able to negotiate a 36” drop from door. 

 
PERFORMANCE STANDARDS / EVALUATION: 
 

1. Must support district mission, goals and objectives 
2. Must meet all job standards in a time sensitive manner as determined by supervisor. 
3. Must demonstrate ability to respond quickly to emergencies. 
4. Must demonstrate ability to meet quality and quantity standards on time 

requirements in job duties and assignments. 
5. Must meet district grooming and interpersonal standards. 
6. Must meet all district safety requirements 
7. Must exhibit leadership techniques when dealing with all drivers. 
8. All 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 the 
requirements with or without reasonable accommodations. 

 
 
 _________________________________________ ______/______/______ 
   Employees Signature                           Date 
 
 
 _________________________________________ ______/______/______ 
   Supervisor’s Signature                                           Date 


