
Custodial Care Procedures

In order to protect the small children that we transport – we strictly enforce the following policy.

No Pre-Kindergarten, Kindergarten, 1st grader or
special needs children are to be left at a bus stop unless
attended to by a responsible adult, parent, or guardian.

 If ANY child seems apprehensive about getting off alone at their bus stop you should

question them before you let them off to see if you can offer assistance

o Ask them if everything is ok

o Ask them if they would rather go back to the school to meet up with a guardian

 If ANY child resists getting off the bus at their bus stop for ANY reason, you should keep

them with you, and notify the base immediately.

 All children who are not dropped off at their *authorized bus stop, should be brought

back to the school from which they came – making sure they are handed over to a school

employee ONLY

*authorized bus stop is their regular stop – or a stop in which they had a note to travel to on that

day.













Student Behavior Management Process

NO YES

* Possible bus consequences:
 change/rearrange seat
 talk with student alone
 phone call to parent (by driver or bus office)
 talk with principal/school staff member

Observe problem behavior

Problem solve with student

Is behavior office managed?

 Language
 Put downs
 Refusing to sit

in assigned
seat

 Touching
 Tone/attitude
 Inappropriate

comments
 Food or drink
 Minor

disruption
 Taking others

belongings
 Hanging into

aisle
 Sitting on the

floor
 Screaming.

Yelling
 Improper

crossing
procedures

 Skipping seats
 Littering

 Weapons
 Fighting
 Aggressive

physical
contact

 Directed
threats

 Harassment
 Smoking
 Vandalism
 Alcohol/drugs
 Directed

profanity
 Refusing to sit

while bus in
motion

 Dangerous
acts at bus
stop or
crossing

Use bus consequences *

Document incident in log

Does student have
more than 3-5 of this

incident?

Continue
problem-
solving

with
student

Write an
office

referral,
and submit
to school

Write office referral, and
record incident in log



Rolling V Expectations For Student Behavior

Safety
 Be on time. Wait at bus stop/end of driveway before bus arrives.
 Wait calmly at the bus stop. Horseplay, noise making can prevent you

from hearing traffic.
 Follow driver’s instructions when boarding the bus.
 Cross the road carefully.
 Use caution walking and boarding the bus in slippery conditions.
 Use the bus handrails when boarding.

Respect
 Use only appropriate language
 Be polite and safety conscious
 Clean up after yourself
 Keep the bus in good condition; avoid causing damage
 Keep your hands, feet, and possessions to yourself
 Respect the property of others

Responsibility
 Cooperate with the driver, follow directions
 Board the bus promptly and go to your assigned seat
 Be aware of your stop and leave the bus promptly upon reaching your

stop
 Bring all of your belongings off the bus
 Speak in a low voice
 Keep your body and objects inside of the bus
 Pass objects to others, if you have to. Do not throw things on the bus
 Use the emergency door only in an emergency
 Finish eating and drinking before boarding the bus
 Keep illegal, offensive, and/or dangerous objects off of the bus

(including, but not limited to, weapons, pornography, glass, lighters,
tobacco products, drugs, alcohol, etc.)

 Keep the center aisle clear of objects, and your body
 Report problems to the driver
 Get help by raising your hand



Trainer Name:__________________________
Week ending: __________________________
Trainee:________________________________
Road Test Date:____________________________

WEEKLY TRAINING PROGRESS

Phase Total time

start finish start finish start finish start finish start finish

Orientation

Brakes

Interior Pre-trip

Exterior Pre-trip

Driving Skills and Hazards

Backing

RR X-ing/School bus

Communication

Simulated Road Test
After they pass the test AM PM AM PM AM PM AM PM AM PM

VDRA time (PUT A CHECK MARK

FOR ROUTES THEY RIDE)

* to be handed in weekly, for payroll and trainee progress tracking. One form per trainee, per week

weeks time

Day FiveDay one Day two Day three Day Four

Notes



Script and CHECKLIST for VETERAN DRIVERS

Checklist of items to review
.

 Review script – what they should expect

Congratulations on becoming a CDL driver. I am here to help you become a SCHOOL BUS

DRIVER. Job 1 is to protect the children and protect the interest of the company and the

organization we transport for. We accomplish this by knowing all the rules, following these rules

and teaching our passengers to follow the rules as well. The toughest part is teaching our

passengers to follow our rules. We accomplish this through building a mutual respect with the

children AND the parents, and it starts simply with a hello and a good-bye and it grows though

clear communication of the rules and goals, followed up by a fair approach to dealing with

issues that come up.

We take great pride in providing excellent back up and support to our drivers that encounter

issues and difficulties while doing your job – but we need to have confidence that you are

committed to following all the procedures in place to deal with these issues as they come up.

If you have any procedure questions, don’t hesitate to ask me or our terminal manager

 Review complete pre / post trip procedures *

 Review sleeping child procedures (at last stop)*

 Review no kids under 2nd grade get left alone *

 Never to leave bus unattended without pumping down brakes and remove key

 Line up procedure at program*

 Your student management techniques that work best*

 If they have any questions you are not sure about direct them to the correct person in

the office

 Express a team work attitude when working with other drivers and monitors

*please give handouts for these items

I, ______________________________________________ have gone over the above items with my

Veteran Trainer and understand the procedures expected of me.

______________________________ _________________________
Signature Date



EMPLOYEE EVALUATION

Employee Name: Evaluation for the period:

Staff Person: Evaluation for training area: (circle one)

Interview/CDL class/BTW training/VD ride along

GOALS AND OBJECTIVES DURING THIS EVALUATION PERIOD

 On time for all appointments

 Respectful

 Neat/Clean Hygiene/Attire

ACHIEVEMENTS, ACCOMPLISHMENTS, AND RESPONSIBILITIES

 Turned in all paperwork

 Completed all tasks required

PERSONALITY

 Good eye contact

 Asks questions

 Takes constructive criticism without arguments

 Pays attention to details

VEHICLE HANDLING

 Has progressed well in BTW training

 Unsafe maneuvers have decreased as training has progressed

 Makes good decisions behind the wheel

CONCERNS

STAFF PERSON SIGNATURE

Name:

Date:




