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Article 1 - Introduction 

This handbook has been adopted by the Liv ingston Educat ional Service Agency 
(“Agency”)  to establ ish the wages, benef i ts , and working condi t ions for  Bus Dr ivers,  Bus 
Assistants, Subst i tute Bus Dr ivers,  and the Subst i tute Bus Assistants in the Agency’s 
Regional  Transportat ion Col laborat ive . 

Addi t ional ly,  th is  handbook out l ines the procedures for such employees that have been 
put in p lace to ensure a safe and eff ic ient transportat ion service.  

This handbook does not cover every aspect of  an employee’s responsib i l i t ies and may 
not address al l  laws, regulat ions and rules appl icable to the operat ion of  the Agency.  

Employees covered by th is handbook are at -wi l l  employees and are responsible for 
fo l lowing al l  Agency and Local  Distr ic t  pol ic ies,  procedures, and guidel ines. Nothing in 
th is  handbook nor any wr i t ten or  oral  s tatements or  personnel  pol ic ies made now or in 
the future is  intended to create or  to const i tute an employment agreement.  

Any quest ions about employment expectat ions or  responsibi l i t ies should be discussed 
with an employee’s supervisor or the Agency’s Human Resources Department.   

Article 2 - Definitions 

The fo l lowing terms are def ined:  

A. Agency.  The Livingston Educat ional  Service Agency.

B. Day.  The term, Day, denotes a work ing day , unless otherwise stated.

C. Employee.  The term, Employee, denotes any person employed in any posi t ion

by the Agency.  

D. Employer.  The term, Employer,  denotes the Board, the Super intendent,  and their

designees. 

E. Local District .  The term, Local Distr ic t ,  denotes the Agency’s consti tuent school

distr ic t  that part ic ipates in the Regional  Transportat ion Col laborat ive.  

Article 3 – Employment Procedures 

Section 3.01 Employment Qualifications  

The Agency seeks to recrui t  and retain employees of good wi l l  that s tr ive to pr ovide 
premier t ransportat ion services at  al l  t imes. Employees are expected to be both 
qual i f ied and competent both in the operat ion of  the vehic les (as required by their  job 
assignment)  and in deal ing wi th and handl ing students wi th whom they wi l l  in teract .  

Al l  employees shal l  meet and comply wi th al l  federal ,  s tate,  and Agency standards, 
pol ic ies,  regulat ions, codes and laws, inc luding but not l imi ted to t ransportat ion issues, 
pr ivacy issues, student record issues and any other issues ar is ing out of  their  
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employment wi th the Agency.  

The Agency shal l  ut i l ize a pre -employment interview and/or  screening program for  a l l  
candidates for  employment.  The screening program shal l  be designed to ident i fy those 
candidates who may be sui table for  assignment to services for  a l l  s tudents.  

Every bus dr iver  must have and maintain a val id Commercia l  Dr iver ’s  L icense,  
appropr iate to the vehic le that is  being dr iven, wi th a passenger endorsement as issued 
by the State of  Michigan, together wi th any appl icable Federal  l icensing requirements.  

Section 3.02 Health and Physical Requirements 

Every employee shal l  be in good heal th and physical  condi t ion to provide services. New 

employees shal l  be given pre-employment physicals unless they have successful ly 

passed a physical  in the past  12 months for  a school  t ransportat ion job in a Michigan 

Publ ic  School .  

Heal th & Physical  examinations shal l  be required for  a l l  bus dr ivers as establ ished by 

the Michigan Department of  Educat ion and shal l  be scheduled and paid for  by the 

Agency. Examinat ions shal l  occur at  least once every two years but may be scheduled 

more frequently at  the discret ion of  the Agency.  

Each dr iver  shal l  submit  to the Agency and also carry when provid ing services a 

physic ians cert i f icate of  examination, a l l  in accordance wit h appl icable legal 

requirements,  in part icular  the Michigan Pupi l  Transportat ion Act.  

The Agency may request a c l in ical  examinat ion, e i ther physical  or  mental  or both, at  i ts  

expense when, in i ts est imation, the heal th of  the employee is  such as to render him/her 

unfi t  for  service. Employees wi l l  not lose wages for  examinations required by the 

employer under th is  sect ion.  

Section 3.03 Background Checks  

The Agency shal l  require al l  of  i ts  employees that may be in contact wi th students to be 
f ingerpr inted for  the purpose of conduct ing both federal  and state cr iminal  background 
checks as wel l  as a check of motor vehic le operat ions vio lat ions. Each dr iver shal l  have 
a cert i f ied safe dr iv ing record and no fe lony convict ion for  drugs or  chi ld abuse or  any 
other fe lony related to the safe transportat ion of  chi ldren, whether or not associated 
with the operat ion of a motor vehic le,  or  convict ion at  any t ime of dr iving under the 
inf luence of a lcohol ic  beverages.  

Dr ivers shal l  have less than s ix points on his/her dr ivin g record pursuant to the State of 

Michigan points system maintained by the Michigan Secretary of State.  

The Agency may ut i l ize the background checks performed by another school  d istr ic t  in 

accordance with the Revised School  Code and appl icable laws.  

Section 3.04 New Positions  

Information about avai lable new posi t ions is  posted on the Agency websi te and is  a lso 

avai lable in the Human Resources Department.  Current Agency employees seeking a 

part icular  open posi t ion must apply onl ine i f  they wish to be conside red. 
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Section 3.05 Vacancies  

A. Vacant Positions 

Posit ions shal l  be declared vacant  when the assigned employee has terminated 

or  t ransferred to another posi t ion.  

Vacant posi t ions shal l  be posted by the Agency for  f ive calendar days. Qual i f ied 

employees may apply on- l ine for the vacant posi t ion as out l ined in the post ing. 

In f i l l ing the vacancy , considerat ion shal l  be given to senior i ty,  qual i f icat ions,  

and work record.  

Any employee selected to f i l l  the vacancy shal l  have their  assignment posted as 

a vacant posi t ion under the same process noted above. Any fur ther vacancies 

created by th is shal l  be f i l led at  the Agency’s discret ion and shal l  not be posted.  

The Agency may expedi te the post ing process when mult ip le vacancies are l ikely 

to resul t  f rom one ini t ia l  vacancy. The expedi ted process shal l  inc lude a group 

meet ing involving interested and el ig ible employees that would improve their  

schedule by at  least f i f teen (15) minutes per day.  

B. Temporary Vacancies  

A temporary vacancy shal l  be declared when an employee provides not ice to the 

Agency that they shal l  be ,  or  have been, absent for  20 consecut ive workdays. A 

temporary vacancy shal l  be f i l led using the same procedure as vacant posi t ions. 

Senior  dr ivers able to perform segments of the temporary vacancy may also be 

considered when there is  an operat ional  ef f ic iency. Once the absent employee 

returns to their  posit ion ,  a l l  employees given new assignments due to the 

temporary vacancy shal l  be returned to their  former regular  assignment.  

Section 3.06 – Route Assignment Process  

Annual route select ion dates shal l  be establ ished by the agency and posted on the 

agency’s web s i te.  The route select ion date shal l  be no later  than two weeks pr ior  to 

the f i rs t  s tudent day of the school  year.  Dr ivers and assistants shal l  be al lo wed to review 

routes dur ing t imes posted by the supervisor on the two regular  business days preceding 

the route select ion date and shal l  be posted on the Agency’s websi te.  

Any dr iver  who does not possess a current and val id cert i f icat ion, commercia l  dr iver ’s  
l icense or  physical  exam documents on the route select ion day or  who cannot complete 
their  route by October  1 s t  wi l l  not be al lowed to part ic ipate in the select ion process or  
reserve a route.  

  Routes shal l  be selected in senior i ty order.  

  Time spent by employees bidding on routes is  not considered paid t ime.  

  Routes may be bid by proxy wi th a s igned let ter  author iz ing the select ion.  

Route postings shal l  inc lude the route descr ipt ion and the fo l lowing as known at the 

t ime of b idding:  

  Start  and end t imes 

  Stop t imes 

  Total  dai ly and weekly hours  
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  Number of  s tudents  

  Number of  s tudents with disabi l i t ies  that require accommodat ions or  
behavior  plans . 

Route re-bid:  Dr ivers,  that as of  the 1 s t  s tudent count day of the school  year , are dr iv ing 
a route that has changed s ince the in i t ia l  route select ion bid of  the school  year by more 
than 30 minutes per day may request a re -bid.  Such request must be in wr i t ing and 
given to the supervisor no later than noon on the Fr iday fo l lowing the  1 s t  count day. 
Only routes wi th hours equal  to ,  or  less than, the route or ig inal ly bid by the dr iver 
request ing the re-bid shal l  be open for  b idding, and only dr ivers that hold such routes 
are el ig ib le to part ic ipate in the re -bid. The re-bid shal l  take place as designated by the 
supervisor but no later  than October 31s t .  New assignments ,  resul t ing from the re-bid,  
wi l l  begin as of  the th ird  Monday in November.   

Information to Post:  At the beginning of each new school  year,  al l  routes wi l l  be posted 

in advance of the route select ion day. Route postings wi l l  l is t  the pick -up points,  drop-

off  points,  s tar t ing t ime, est imated total  dai ly hours and student information. Employees 

wi l l  be not i f ied via Agency emai l  when and where these routes may be viewed.  

Dry Runs:  Dry runs are required to be completed after  b id and shal l  be paid as approved 

by the supervisor.   

Section 3.07 Extra Work  

A. Extra work shal l  be assigned using the fol lowing catego r ies: 

1.  Weekly 

i . Al l  work known by 9:15 am on the last  scheduled workday of the week 
preceding the assignment week.  

2.  Dai ly 

i . Route vacancies -  al l  route vacancies scheduled for  the next day. 
Morning and afternoon segments may be div ided to improve service 
and eff ic iency.  

i i . Other dai ly work -  a l l  work scheduled for  the next day that is  not a 
route vacancy and was not assigned as part of the weekly assignment.  

B. Emergencies:  Extra work requests received on the day of the event shal l  be 

considered an emergency and sha l l  be assigned at the discret ion of  the distr ict  
supervisor using an emergency assignment l is t .  

C. Postings:  Al l  extra work shal l  be assigned at the t ime posted by the distr ic t  

supervisor.  

D. Assignments:  Extra work shal l  be assigned using the fo l lowing l is ts  of  el ig ib le 

employees star t ing wi th the most senior  employee el ig ib le to accept the work and 
with inel igib le employees being removed and new employees being added to the 
bottom of the senior i ty order:  

1.  Weekly  

i . The rotat ion shal l  s tart  at  the top of  the senior i ty l is t  and the rotat ion 
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shal l  continue throughout the year.  

2.  Dai ly  

i . The rotat ion shal l  s tart  at  the top of  the senior i ty l is t  at  the beginning 
of each day 

3.  Emergency  

i . The same as the weekly except that a separate l is t  wi l l  be maintained.  

E. Qualif iers:  

1.  I f  an employee cannot be reached to accept an assignment they 
automatical ly for fei t  their  turn for  that rotat ion. I f  a tr ip is  cancel led af ter  i t  
is  assigned the employee shal l  be el ig ib le to choose (on a preferred basis) 
a t r ip in the fo l lowing week that best matches their  cancel led tr ip hours.  
However,  i f  the employee has already reported to work for  the extra tr ip and 
i t  is then cancel led without pr ior  not ice the employee shal l  be paid a one -
hour show-up st ipend and shal l  be el ig ib le to choose (on a preferr ed basis)  
a t r ip in the fo l lowing week. The dr iver  receiving the one -hour show-up 
st ipend may be required by their  supervisor to work the hour doing 
assignments consistent wi th their  job descr ipt ion.  

2.  Employees that have accumulated more than f ive unexcuse d unpaid 
occurrences per school  year are not e l ig ib le to select an extra assignment 
unti l  the next calendar quarter  (1/1;  4/1;  7/1;  10/1)  unless al l  other 
employees in that d istr ic t  are deemed unavai lable.   Employees are el igible 
to select an extra assignment in subsequent quarters unt i l  they incur one 
(1)  unexcused, unpaid absence occurrence in that quarter .  

Example:  Employee #1 has s ix unexcused, unpaid occurrences  in the f i rs t 
calendar quarter ,  and one absence in each of the next three quarters.  Upon 
reaching their  s ix th unexcused , unpaid occurrence  in the f i rs t  calendar 
quarter ,  they are not e l ig ib le for an extra assignment for  the remainder of 
that quarter .  Beginning in the second, th ird,  and fourth quarters, they are 
el ig ib le for extra assignments unt i l  the f i rst  unexcused, unpaid occurrence  
in that quarter  is  incurred.  

3.  Extra tr ips that conf l ict  wi th a regular  route assignment wi l l  be assigned to 
a sub dur ing the f i rs t two weeks of school  to h elp students become famil iar 
wi th their  regular  dr iver .  After the f i rs t  two weeks of school the dr iver  can 
forego the segment of  their  regular  route assignment (morning, noon, or 
af ternoon) to take the extra tr ip and a subst i tute wi l l  be used to cover thei r  
regular  route assignment . 

4.  Shutt les: ( in-distr ic t ,  school - to-school)  assigned as part  of  the extra work 
assignment process shal l  be paid at  the dr iver ’s  regular  rate of  pay.  

Section 3.08 – Summer Assignments  

Such assignments shal l  be of fered by distr ict  on  a rotat ing basis ( to employees assigned 

to that distr ic t) ,  s tar t ing wi th the most senior  employee. Employees wi l l  only be offered 

one assignment per rotat ion. I f  they are not avai lable to accept the assignment they 

must wai t  for  the next rotat ion.  
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The supervisor shal l  post a s ign-up sheet that the employee wi l l  s ign by May 1 5 t h  i f  the 

employee wants to be considered for  summer extra assignments.  Employees that  

decl ine summer work opportuni t ies (excluding bereavement) three t imes shal l  be 

removed from the l is t .  Some summer work such as bus washing and bus c leaning may 

be packaged and posted for  the entire f leet at  each distr ic t .  The speci f ic  c leaning tasks 

wi l l  be del ineated when posted.  

Employees that have ten (10) or fewer missed days dur ing the regular  sc hool  year wi l l  

be el igible to work extra assignments dur ing the summer. Employees that have missed 

more than ten (10) days (excluding workers’  compensat ion) dur ing the regular  school  

year wi l l  only be offered assignments,  according to their  senior i ty,  af te r  a l l  of those who 

meet the attendance requirement are deemed unavai lable.  

Section 3.09 – Bus Transfers To/From Repair Facilities  

Transportat ion employees shal l  be assigned ( in senior i ty order)  to t ransfer  buses 
to/ from repair  fac i l i t ies.  The rate of  pay f or t ransferr ing buses is the dr iver ’s  regular  
rate of  pay. 

Article 4 – Standards of Conduct  

Section 4.01 Performance Standards  

Every dr iver  shal l  have successful ly completed the basic bus dr iver  education program  

and continuing educat ion programs as required by the Michigan Department of 

Education and shal l  meet and/or  comply wi th al l  appl icable federal  and state legal 

requirements.  

Employees are expected to fol low al l  Agency and Local  Distr ic t  pol ic ies,  procedures, 

ru les,  and instruct ions at  al l  t imes. 

The pr inc iples l is ted below require the act ive dai ly at tent ion of  a l l  employees, inc luding 

consistent at tendance, h igh standards of  dr iv ing, thoughtful  at tent ion to human relat ions 

and cooperat ion of bus dr ivers and bus assistants wi th other persons eng aged in the 

educat ional  tasks of  the schools in L ivingston County. Al l  regulat ions and procedures 

of  the Agency are related to these central  pr inc ip les:  

  A safe tr ip . 

  Every tr ip runs on schedule . 

  Dai ly acceptable performance . 

  Posit ive environment for  every  person on the bus . 

Section 4.02 Professional Development  

A. Drivers shal l  successful ly complete al l  assigned pre -service tra in ing and in -

service train ing covering safety pract ices, procedures, law, and student care and 

disc ip l ine, in part icular  the fo l lowing : 

  Training required by the Michigan Department of  Educat ion to maintain the  
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val id i ty of  the School  Bus Dr ivers Cert i f icate.  

  Topics re lated to dr iv ing ski l ls ,  behavioral  problems, and publ ic  re lat ions 

wi th students,  parents and school  personnel ,  f i rs t a id,  basic medical 

informat ion, emergency procedures, student evacuation dr i l ls ,  inc luding 

evasive maneuvers,  pre- tr ip procedures, accident procedures, etc.  

  Training to meet requirements in f i rs t a id, adult /chi ld/ infant Cardio 

Pulmonary Resusci tat ion, administrat ion of  medicat ions such as EpiPens, 

handl ing infect ious diseases, b lood borne pathogens, and behavior  

management.  

Section 4.03 Cell Phone Use  

Recogniz ing that personal  cel l  phone use ( inc luding smart  phones) by school  bus dr ivers 

or  bus assistants dur ing  vehic le operat ion poses a potential  safety r isk,  LESA dr ivers 

and assistants shal l  not use personal  cel l  phones whi le the school  bus is  in operat ion 

(not even to l is ten to music) .  

A bus is  considered “ in operat ion” whenever the bus is  on the road. Dr ivers  and 

assistants must devote fu l l  at tent ion to their  task. To avoid distract ion, personal  cel l  

phones must be si lenced or  turned off  when the bus is  in operat ion. To avoid any 

possible percept ion of  i l l ic i t  cel l  phone use, dr ivers and assistants may not wea r 

Bluetooth earpieces or  s imi lar  devices.  

Cel l  phones may be used in an emergency s i tuat ion i f  two -way radio communicat ion is 

not ef fect ive. In these cases, the bus must be secured in a safe location pr ior  to cel l  

phone use . 

Section 4.04 Radios  

Radios are provided in every school  bus. I f  dur ing bus inspections i t  is  determined that  

the radio is malfunct ioning, employees must immediately not i fy the dispatcher to resolve  

the matter. Radios are provided for  safety and dispatching reasons. The fo l lowing are  

prohibi ted wi th regards to the usage of radios:  

  Radio usage for  personal  reasons. Al l  transmissions must perta in to off ic ial  

school  transportat ion business.  

  Transmit t ing whi le someone else is  using the radio.  Wait  unt i l  they c lear before  

transmit t ing.  

  Transmit t ing conf identia l  information.  

 

Section 4.05 Family Members  

Family members may not r ide the bus with an employee or  be in the employee work 

areas ( inc luding the lounge) wi thout the express wr i t ten permission of the Supervisor.  

Section 4.06 Conduct on Extra Trips  

Lateness and/or  other unprofessional  behavior  on extra tr ips wi l l  not be to lerated. 
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Drivers must stay wi th the bus at the locat ion of  the tr ip unless otherwise instructed. 

Dr ivers must have permission from the teacher or  coach and receive pr ior  author izat ion 

from the transportat ion supervisor to leave the si te of the tr ip for any reason.  

Section 4.07 Drug Use Prohibition and Prevention  

Drivers or  a ides shal l  not use tobacco products,  inc luding tobacco al ternat ives ( i .e.  e -

c igarettes),  or  possess, consume or be under inf luence of a lcohol ic  beverages or  

control led substances dur ing paid hours,  or pr ior  to undertaking such duty wi th in the 

t ime frames speci f ied in app l icable legal  requirements,  in part icular the Pupi l  

Transportat ion Act,  or otherwise in the exerc ise of  reasonable judgment.  

The Agency shal l  conduct or  cause to be conducted tests under appl icable legal 

requirements to determine the presence of i l legal  dr ugs, control led substances, or  

a lcohol .  Such tests shal l  be administered to:  

A. Any dr iver  involved in an accident whi le work ing but not absolved of faul t  at  the 

scene of the accident by a Law Enforcement Off icer .  

B. Any dr iver or  aide whom the Agency has reasonable cause to bel ieve has 

reported to work or is  otherwise on school  property whi le under the inf luence of 

drugs or  a lcohol .   

C. Any dr iver  selected for  random drug and alcohol  tests.  

Any employee who receives a screening and confirmation drug test by the med ical  

review off ice (MRO) or  a conf irmed test of a lcohol  concentrat ion .02 or  greater  wi l l  be 

immediately d ischarged.  

Section 4.08 Appropriate Dress and Grooming  

Employees may dress casual ly,  but be aware that you are representing the Agency and 
the distr ic t  you are serving. Your c loth ing should be appropr iate.  For the purposes of  
safety whenever you are representing the Agency and being paid al l  footwear must have 
an enclosed heel ,  covered toes, and a sole that provides ample tract ion. I f  you have a 
quest ion about what is  permissib le please contact your supervisor.  Employees wear ing 
inappropr iate c lothing may be sent home without pay.  

Section 4.09 Reporting Traffic Violations  

Traff ic v io lat ions incurred outs ide of work shal l  be reported by the employee to th eir  
supervisor wi th in 24 hours of  receiving the t icket.  

Section 4.10 School Bus Idling  

A. Pre-Trip Inspection 

1.  Your bus may id le dur ing the pre -tr ip inspection as many of your required 
checks depend on the bus running.  

2.  I f  the temperature is  above 40 degrees, you must shut your bus off  af ter 
complet ing your pre- tr ip.  

3.  I f  the temperature is  below 40 degrees, you may al low your bus to cont inue 
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to id le.  The maximum id le t ime in this  s i tuat ion is  f i f teen minutes.  

B. Special  Situations 

During per iods of  extreme cold,  the mechanics wi l l  s tar t  the f leet at a temperature 

chosen in conjunct ion wi th the of f ice staff .  This temperature wi l l  vary due to 

mult ip le factors.  

C. AM Unload at School  
You must shut your bus off  i f  you are si t t ing for more than 5 minutes. The bus 

wi l l  retain enough heat to keep the students safe and comfortable.  Be sure to 

turn your key to accessory to a l low the 2 -way radio to funct ion, as wel l  as shutt ing 

down any blowers or  fans to save the batter ies.  

D. Before Noon Route 
Unless otherwise noted on the message  board, no idl ing is al lowed pr ior  to the 

noon routes.  

E. Before PM Route 
Unless otherwise noted on the message board, no idl ing is al lowed pr ior  to the 
PM routes.  

Dur ing per iods of  extreme cold,  some or al l  of  the idl ing restr ic t ions above may be l i f ted.  

Be sure to check the message board for  information. I f  you feel  there is  a special  

s i tuat ion involving your bus or  route that requires you to act outs ide of  the pol ic ies 

l is ted above, please see the mechanic on duty.   

Section 4.11 Route Adherence and Accuracy  

The establ ished route direct ions are to be fo l lowed as wr i t ten, unless doing so presents 
a c lear and immediate danger to students and staf f ,  would vio late traf f ic  laws, or  there 
is  a legi t imate cause to deviate as descr ibed below.  

Off ice staf f  must preapprove permanent deviat ions from the scheduled route. Deviat ions 

inc lude travel  path, inc luding turn around location, p ick up/drop off  locat ions, and pick 

up/drop off  t imes.  

Temporary deviat ions due to missing students are al lowed, as long as the scheduled 
t imes for  the students on board are not adjusted.  

I f  you are aware of a s igni f icant deviat ion due to temporary changes such as absent 
students,  report  this  to the dispatch staf f .  They wi l l  advise i f  they intend to contact 
parents to ask permission for the ear l ier pick up and drop offs ,  or  i f  you should secure 
your bus and wait  for the scheduled t imes. Do not modify parent p ick -up t imes without 
approval  f rom your Supervisor.  

Permanent changes or  schedule inaccuracies must be reported to the router .  For the 
purposes of th is  sect ion, a student who has not r idden for  over a week without any 
contact from the parent(s)  is  considered a permanent change and must be reported to 
the router .  

Section 4.12 Official Correspondence  

Most of f ic ia l  communicat ion to employees is  via Agency email .  Make sure you have 

access to your account,  and check i t  several  t imes a week. Copies of  communicat ions 
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may be placed on the var ious information boards, but th is  is  not required.  

Section 4.13 Fueling Buses  

Employees are not permit ted to  fuel  a bus unless they have completed al l  required 

tra in ing on the “underground storage tank A/B system” and have a “Class C Operator”  

permit .  

Buses are to be fueled whenever the level indicated is below ½ at the conclusion of a 

route. Subst i tute dr ivers are required to fuel  regardless of  the fuel  level .  Buses used 

for  other than regular  routes must be f i l led at  the conclusion of each use.  

Fuel ing is  to be completed dur ing any paid downtime, such as a scheduled layover or 

package hour t ime generated by missing students.   

Section 4.14 – Cleaning Buses (Exterior)  

Buses should be c leaned whenever needed to maintain a safe and appropr iate 

environment for  transport ing students, or  as directed by their  Supervisor. Bus washes 

should be l imi ted to no more than one t ime every other day.  

 

Section 4.15 – Interactions with Parents  

Drivers and assistants may share information wi th a parent about how that parent ’s  chi ld 

is doing on the bus. Staff  should try to establ ish a good relat ionship wi th them. When 

parents see that the bus staf f  cares about the wel fare of  their  s tudents, they wi l l  provide 

support  when approached for  help wi th problems.  

Avoid the fo l lowing pit fa l ls  when deal ing with parents:  

  Never argue with parents  

  Do not d iscuss other students on the bus outs ide of their  own chi ldren.  

  Do not d iscuss your coworkers wi th parents.  

  Never make deals or  changes to the route wi th parents . 

  Never lose your temper when discussing matters wi th parents . 

  Never at tempt to discuss or  handle problems with a parent through the open door 
of  a bus.  

  Never te l l  a parent how to manage students who r ide your bus . 

  Never al low unauthorized persons on your bus . 

I f  a parent approaches you during a route, pol i tely explain that you must meet your  
schedule.  Show interest and invi te them to contact you at the of f ice.  At the end of your 
route, or  i f  they need immediate assistance, contact the dispatcher.  

Article 5 – Emergency Situations 

Section 5.01 Bus Breakdowns 
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Any mechanical  fa i lure or  other problem that impairs an employee’s abi l i ty to continue  

the route must be immediately reported to the dispatcher. The dispatcher wi l l  provide  

instruct ions appl icable to the s i tuat ion. Employees  shal l  not abandon a bus in d istress.  

Section 5.02 Accident Procedures 

  In the event of  an accident that in the judgment of  the dr iver  is  not l i fe 
threatening, contact d ispatch.  

  I f  i t  appears there have been signi f icant in jur ies,  contact 911 f i rst .  I f  the dr iver  
does not have a cel l  phone avai lable,  dispatch should be contacted using the 
two-way radio or  a cel l  phone avai lable at  the scene should be used.  

  Students should remain on the bus i f  at  al l  possible.  Evacuate only i f  absolutely 
necessary.  

  The bus dr iver  must col lect  the seat locat ion of  s tudents on board dur ing the 
accident.  Do not d iscuss the accident wi th any part ies other than the pol ice and 
off ice staf f .  

  I f  medical  personnel  decide to remove students from the bus, ask where the 
student is  being taken. 

  Refer to local  d is tr ic t  pol ic ies for addi t ional  guidel ines.  

Article 6 - Safety Program 

The Agency acknowledges that safety is a paramount concern, and accordingly, 

employees of the Agency shal l  comply with al l  aspects of  the safety program. The 

safety program shal l  include, but not be l imi ted to, scheduled safety meet ings for 

dr ivers and aides and at a minimum shal l  meet and/or comply wi th al l  appl icable federal  

and state legal  requirements.  

Suggest ions for  tra ining and/or safety meetings subjects sho uld be directed to a  

Supervisor.  Al l  construct ive suggestions are appreciated.  

Section 6.01 “Empty Bus” Program 

Chi ldren, especial ly very young chi ldren, may not a lways get of f  the bus at their  

appointed stop. A chi ld ’s  heal th could be ser iously threatened  i f  lef t  on a bus unattended 

for  an extended per iod of t ime, depending on the weather condi t ions, temperature, 

locat ion and other factors.  The leaving of a chi ld on a bus by a bus dr iver and assistant  

shal l  resul t  in immediate terminat ion for  both.  

To prevent the leaving of s tudents on the school  bus af ter  the complet ion of  a route,  

the bus dr iver  and assistant may complete a quick check for remaining students. Once 

back at  the transportat ion faci l i ty a formal inspection after  each route shal l  be completed 

by walk ing to the back of the bus and inspect ing around and under a l l  seats.  The dr iver  

shal l  then hang a sign, provided by the Agency, in the back door window of the bus 

(Note: Some busses are equipped with a Chi ld Reminder System (CRS). The CRS does 

not replace the employee’s responsibi l i ty for  p lacing the empty sign in the rear window 

of the bus).   

I f  a bus is found without a s ign whi le parked at the transportat ion faci l i ty,  the staff  
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member wi l l  immediately check the bus for  students and then report  this  act ion to the 

supervisor.  

Buses are not to dr ive outside of the transportat ion faci l i ty wi th the s ign displayed in 

the back door window.  

Section 6.02 Bus Inspections  

A. Pre Trip Inspections 

The school bus dr iver is  expected to make a safety inspection of their  vehic le 
before receiving any passengers.  The safety inspect ion is  to be documented 
using the form provided by the local  dis tr ict .  The safety inspection form is to be 
turned in on a dai ly basis;  any mechanical issues are to be documented. I f  the 
dr iver is  concerned about the  immediate safety of  their  bus, the dr iver  is  to 
contact the supervisor,  or  i f  the supervisor is  not avai lable the dr iver  is  to contact  
the dispatcher on duty.  Dur ing the pre- tr ip inspect ion, the dr iver must remove the 
“Empty Bus” Program sign unt i l  the end of his or  her route .  

B. Post Trip Inspections  

The school bus dr iver  is expected to complete a post tr ip inspection dur ing which 

they close al l  windows, hatches, and doors. They then inspect the inter ior of  the 

bus for  vandal ism, lost ar t ic les,  remaining students,  etc.  and hang the designated 

s ign in the rear emergency door.  The exter ior  of  the bus is  then inspected for 

anything out of  the norm and document f indings on the de signated form. 

Section 6.03 – Bus Maintenance Requests  

Drivers shal l  submit a completed Dai ly Vehic le Inspection Report  to communicate  

maintenance needs to the garage staf f .  More t ime cr i t ical  issues may also be  

communicated verbal ly in addi t ion to but not  in place of wri t ten documentat ion. I f  you 

are ever instructed by the garage staf f  to discont inue an issue you feel  needs repair , 

report  your concerns to the supervisor.  

Section 6.04 – Practice Evacuations  

Employees are required to perform three pract ice e vacuations per student group during 

the school  year.  

Article 7 - Staff Performance 

Section 7.01 Evaluations  

The supervisor shal l  complete an evaluation for  each employee at least once per school 

year.  Evaluations shal l  be based on each employee's performance in the fol lowing 

categor ies:  

A. Safety:   Performing al l  dut ies wi thout at - faul t  accidents,  t ickets or  formal  

complaints and in accordance with appl icable laws, as wel l  as agency pol ic ies,  
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guidel ines, and instruct ions.  

B. Attendance:  Coming to work consistent ly and working the scheduled work shi f t ;  

arranging appointments and personal  business so as not to inter fere wi th 

scheduled duties.  

C. Cooperat ion:  Cooperates wi th parents,  school  d istr ic ts,  and the agency staf f  to  

make operat ions run smoothly.  

D. Att i tude:  Exhibi ts  a posi t ive,  proact ive at t i tude and seeks solut ions to problems 

rather than placing blame or merely complain ing.  

E. Communicat ion:  Informs supervisors about condi t ions requir ing at tent ion and 

l is tening to parents,  students,  and staf f  regardin g concerns.  

F. Contr ibut ions:  Using innovat ion and shared th inking to resolve problems, making  

suggest ions and working toward common goals of  the department.  

Employees have a r ight to at tach to their  evaluation a wr i t ten statement as permit ted by 

law. 

Section 7.02 Accident Review Committee  

Accidents resul t ing in an injury or  over $1,500 est imated damage wi l l  be addressed by 
the Accident Review Committee.  

The purpose of the Accident Review Committee is  to provide a fa ir  and uni form process 
to evaluate and determine post-accident act iv i t ies wi th the overal l  object ive of  reducing 
or  e l iminat ing repeated accidents.  The committee shal l  review al l  accidents to determine  
the preventabi l i ty of the accident and the level  of  compliance with Agency pol ic ies and 
procedures. 

The concept of  preventabi l i ty is  based on the premise that dr ivers are expected to meet 
a higher standard of performance than the average motor is t .  I t  is  sel f -evident that the  
professional  dr iver  should be able to observe and assess the behavior  of  pedestr ians 
and other dr ivers and recognize those act ions that may create hazardous condi t ions 
and take every reasonable measure to avoid involvement in an accident.  

The committee shal l  review the accident for  defensive dr iv ing and preventabi l i ty,  not for 
legal  faul t .  The fact that a dr iver ,  who becomes involved in a vehic le col l is ion, is  not  
legal ly at- faul t  does not mean the dr iver  could not have prevented the accident.  

The committee shal l  consist  of  three members, the Transportat ion Director ,  the  
supervisor, and a cert i f ied tra iner.  

The Director  wi l l  apply the fol lowing guide to determine the appl icable progressive post -  
accident act ion:  

Preventabil ity 
Determination
 
Action 

Action 

First  preventable accident wi th in current  

f iscal  year wi th or wi thout property 

damage and/or  injur ies . 

Re-tra in ing, wr i t ten repr imand, and up to 

3 days suspension without pay.  
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Preventabil ity 
Determination
 
Action 

Action 

Second preventable accident wi th in 

current  f iscal  year wi th or  wi thout property 

damage and/or  injur ies . 

Termination of  employment as a bus 

dr iver .  Employee may appeal  to be 

retained as a  bus assistant.  

Two preventable accidents wi th in three  

years of  the current accident under 

review. 

Re-tra in ing, wr i t ten repr imand, and up to 

5 days suspension without pay.  

Three preventable accidents wi th in three  

years of  the current accident under 

review. 

Termination of  employment as a bus 

dr iver .  Employee may appeal  to be 

retained as a  bus assistant.  

Preventable accidents where bus rear -

ended other vehicle, fa i led to stop at a 

stop s ign or  traf f ic  l ight,  fai led to  yield, 

s truck a pedestr ian or  other s imi lar 

ser ious singular  event .  

Progressive discipl ine steps may be  

accelerated to a more severe response 

level ,  inc luding terminat ion.  

 

Employer may require addi t ional  fol low -up depending on the nature of  the accident .  
Addi t ional  requirements may be at the employee’s expense.   

Section 7.03 Retraining  

The Agency may require retra in ing af ter  a preventable accident or  incident or  af ter  a  

dr iver ’s  evaluation. A dr iver  assigned such retraining may not cont inue to provide  

services unt i l  such retra in ing has been successful ly completed.  

Section 7.04 Performance Improvement  

Performance improvement may be suggested whenever the Agency bel ieves that an 

employee’s performance is  less than sat is factory and can be resolved through adequate 

counsel ing. Correct ive counsel ing is  completely at  the discret ion of  the Agency. The  

Agency expressly reserves the r ight to d ischarge “at wi l l . ”  Even i f  correct ive counsel ing 

is  implemented, i t  may be terminated at any step at the discret ion of  ma nagement.  The 

Agency, in i ts  sole discret ion, may ei ther warn, reassign, suspend, or  d ischarge any 

employee at wi l l ,  whichever i t  chooses and at any t ime.  

The Agency wi l l  determine the course of act ion best sui ted to the c ircumstances. The  

steps in performance improvement are as : 

A. Verbal Counseling 

At the f i rs t  s tep in correct ing unacceptable performance or  behavior,  the 

supervisor wi l l  review pert inent job requirements wi th the employee to ensure his 

or  her understanding of them. The supervisor wi l l  conside r the severi ty of the 

problem, the employee’s previous performance appraisals and al l  of the 

c ircumstances surrounding the part icular  case. A wri t ten warning, probat ion, or  

possible terminat ion could resul t  i f  the problem is not resolved at th is  level .  The  

supervisor wi l l  document the verbal  counsel ing for  future reference but i t  wi l l  not 

become part  of  the employee’s personnel  f i le .  
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B. Written Reprimand 

I f  the unacceptable performance or  behavior  cont inues, the next step is  a wr i t ten 

repr imand. Certa in c ircumstances, such as vio lat ion of a widely known pol icy or 

safety requirement,  may just i fy a wr i t ten repr imand without f i rs t  using verbal 

counsel ing. The wr i t ten repr imand defines the problem and how i t  may be 

corrected. The ser iousness of the problem wil l  be emphasized, and the wri t ten 

repr imand shal l  indicate that probat ion or terminat ion or both, may result  i f  

improvement is  not observed. Writ ten repr imands become part  of  the employee’s 

personnel  f i le .  

C. Probation 

I f  the problem has not been resolved or  the c i rcumstances warrant i t ,  or  both, 

the employee may be placed on probat ion. Probat ion is  a ser ious act ion in which 

the employee wi l l  be advised that terminat ion wi l l  occur i f  improvement in 

performance or  conduct is not achieved with in the probat ionary per io d. The 

Director  of Transportat ion and the designated supervisor,  af ter review of the 

employee’s performance improvement documentat ion, wi l l  determine the length 

of  probation. Typical ly,  the probat ion per iod should be at least two weeks and no 

longer than 60 days, depending on the  ci rcumstances. A wr i t ten probat ionary 

notice to the employee wi l l  be prepared by the  Director  of  Transportat ion who 

shal l  meet wi th the employee to discuss the probat ionary let ter  and answer any 

quest ions. The employee should acknowledge receipt  by signing the let ter .  I f  the 

employee should refuse to s ign, the Director of  Transportat ion may s ign attest ing 

that i t  was del ivered to the employee and identi fy ing the date of del ivery.  The  

probat ionary let ter  becomes part of  the employee’ s personnel  f i le .  

On the def ined probation counsel ing date or  dates, the employee and the Director  

of  Transportat ion wi l l  meet to review the employee’s progress in correct ing the 

problem that  led to the probat ion. Br ief  wr i t ten summaries of these meet ings shal l  

be prepared with a  copy provided to the employee and a copy placed in the 

employee’s personnel  f i le .  

At the complet ion of  the probationary per iod, the Director  of  Transportat ion and 

the designated supervisor wi l l  meet to determine whether the employe e has 

achieved the required level  of performance and to consider removing the 

employee from probation, extending the per iod of  probat ion, or taking further 

act ion. The employee wi l l  be advised in wr i t ing of  the decis ion. Should probation 

be completed successful ly,  the employee wi l l  be commended, though caut ioned 

that any future recurrence may resul t  in further d iscipl inary act ion.  

D. Suspension 

A two or threeday suspension with or wi thout pay may be just i f ied when 

c ircumstances reasonably require an investigat ion of  a ser ious inc ident in which 

the employee was al legedly involved. A suspension may also be warranted when 

employee safety, welfare, or morale may be adversely af fected i f  a suspension 

is  not imposed.  

In addi t ion, and with pr ior  approval  of the Direct or  of Transportat ion, suspension 

without pay for  up to three consecutive working days may be imposed for such 

proven misconduct as intentional  v iolat ion of  safety ru les on the job. These 

examples do not  l imi t  the Agency’s use of suspension with or  wi thout pay in other 

appropr iate c ircumstances, such as the need to invest igate a ser ious inc ident.  In 

implementing a suspension, a wr i t ten counsel ing report  shal l  be issued to set 

for th the circumstances just i fy ing the suspension. Such a report shal l  become 
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part  of  the employee’s personnel  f i le .  

E. Termination 

The employee is  not i f ied of  the terminat ion by the Director  of Transportat ion and 

wi l l  be directed to report  to the personnel  department for  debr ief ing and 

complet ion of  terminat ion documentat ion. Involuntary terminat ion is  reserved for 

those cases that  cannot be resolved by correct ive counsel ing or  in those cases 

where a major  v io lat ion has occurred which cannot be tolerated. Terminations 

are to be treated in a confident ial ,  professional  manner by al l  concerne d. 

Section 7.05 Attendance Expectations 

Employees are expected to come to work on al l  days they are scheduled.  

Attendance issues include tardiness, excessive absenteeism, fai lure to report  (no cal l  

/no show), pattern of  absences (missing certa in days of th e week, etc.) ,  or  an approved  

absence without pay (Approved AWOP). Attendance issues wi l l  be subject to a separate  

improvement plan.  

Instance 
Number 

Attendance Issues Failure to Report Tardy Absence Without Pay 

 Al l  o the r  a t tendance  
re la ted  i ssues  no t  
i t emized in  the  
fo l l ow ing  tab le .  

Employee  does  no t  
repor t  a t  
des ignated  t ime ,  
does  no t  repor t  
absence be fore  
ass igned  rou te  
depar ts  f rom 
garage  o r  o r ig in  
po in t .  

Employee  repor ts  to  
work  a f te r  the  
schedu led  repor t  
t ime bu t  s t i l l  
comple tes  the  rou te .  

Employee  does  no t  
comple te  schedu led  
ass ignments ,  and  
does  no t  have  
approva l  o r  ava i lab le  
t ime o f f  fo r  absence .  

1  

Verba l  Warn ing .  Wr i t ten  Repr imand ,  
Remova l  f rom ex t ra  
work  sheet .  

Verba l  Warn ing .  Wr i t ten  Repr imand ,  
Remova l  f rom ex t ra  
work  sheet ,  no  
l onger  e l ig ib le  fo r  
summer  ass ignment .  

2  

Wri t ten  Repr imand .  Unpa id  Suspens ion ,  
Leng th  TBD.  

2 n d  Verba l  Warn ing .  2 n d  Wr i t ten  
Repr imand ,   

Moved  1  Pos i t i on  
Lower  on  Sen io r i t y  
L is t .  

3  

2 n d  Wr i t ten  
Repr imand  

Terminat ion  
Hear ing .  

Wr i t ten  Repr imand .  1  Day Unpa id  
Suspens ion ,  Moved  1  
Pos i t i on  Lower  on  
Sen io r i t y  L i s t .  

4  

Suspens ion ,  Leng th  
TBD.  

 2 n d  Wr i t ten  
Repr imand .  

Unpa id  Suspens ion ,  
Leng th  TBD,   

Moved  5  Pos i t i ons  
Lower  on  Sen io r i t y  
L is t .  

5  
Terminat ion  
Hear ing .  

Suspens ion  or  
Term inat ion  
Hear ing .  

Term inat ion  Hear ing .  

One instance of an attendance issue wi l l  be rol led back per school  year.  

Section 7.06 Dispute Resolution 
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An Employee that has a concern or  issue related to their  work or  workplace should f i rs t  

communicate these issues to their  supervisor.  I f  af ter  meet ing with the supervisor the  

employee st i l l  feels their  issue is  unresolved, they may contact the Regional  

Transportat ion Director  and request a meet ing. I f  s t i l l  unsat is f ied af ter  th is meet ing, a  

meet ing with the Super intendent or  his designee ma y be requested.  

Article 8 - Seniority & Loss of Seniority 

Section 8.01 Seniority  

A. Senior i ty shal l  be based on the Distr ic t  in which the employee typical ly works.  

B. Senior i ty shal l  be def ined as length of  continuous employment s ince last  date of 
h ire in the distr ic t  to which the employee is  assigned for  employees who worked 
in that  d istr ic t  pr ior  to July 1,  2010. Employees hired on or  af ter  July 1,  2010 
senior i ty is def ined as length of cont inuous service since the last  date of h ire. 
For the purpose of determining senior i ty only,  cont inui ty of  employment shal l  not 
be considered broken by approved leaves of absences or  when operat ions 
af fect ing the employee are  temporar i ly suspended by the employer.  Senior i ty  
shal l  not accrue during unpaid leaves of absence of more than th ir ty (30) 
cumulat ive days per year or  whi le an employee is  on layoff  s tatus.  

C. Ranking of new employees with the same senior i ty shal l  be by alphabet ical  order 
using the last  name by which each employee was f i rs t  h ired.  

Section 8.02 Loss of Seniority 

A. An Employee wi l l  lose his/her senior i ty and his/her name wi l l  be removed from 
the senior i ty l is t  and the Employee wi l l  be terminated from employment when one 
or  more of the fo l lowing events occurs:  

1.  The Employee qui ts ,  ret i res or  is d ischarged.  

2.  The Employee has been laid of f  for  more than one (1)  year.  

3.  The Employee has been on an unpaid leave of absence for  a per iod of 
t ime exceeding their  accumulated senior i ty days or  four years,  whichever 
is  less.  

Article 9 - Compensation 

Section 9.01 Payroll Procedures 

Employees wi l l  document their  hours on a weekly t imesheet.  This sheet wi l l  have spaces 
to record any extra work,  and spaces to record actual  t ime worked i f  the assigned route  
exceeds the scheduled hours.  Below are some important rules and procedures to fo l low 
when documenting your t imes:  
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A. I f  you exceed your scheduled hours,  record the actual t ime worked. Then, have 
a dispatcher review and s ign your extra t ime as soon as pract icable. The 
dispatcher may refer you to a supervisor depending on the nature o f  the extra 
t ime.  

B. Be sure to review your t imesheet at  the end of the week and sign the s ignature 
l ine before submit t ing i t  to the dispatcher.   

C. Timesheets are due on Fr iday af ter  complet ion of  the f inal  run. Timesheets wi l l  
be accepted no later  than noon on Monday. I f  you are consistent ly late,  you may 
miss a check date and be subject to a performance improvement plan.  

Section 9.02 Package Hours  

Route t imes shal l  inc lude 15 minutes for  morning segments,  5 minutes for  noon 

segments,  and 15 minutes for  af ternoon segments per day for  the purpose of complet ing 

necessary pre-  and post-  t r ips as wel l  as fuel ing, paperwork, and bus washing . 

Package Hours are compiled as accurately as possible,  but adjustments wi l l  be made 

for  any c ler ical  errors.  Addi t ional ly,  any  permanent changes to the package wi l l  cause 

the hours to be adjusted ei ther up or  down to sui t  the revised route. A permanent change  

inc ludes students who move out of dis tr ict ,  s tudents that are reassigned to other 

routes/schools,  s tudents who have not r i dden for  over a week without contact from the  

parent,  or  any other change that i t  is  not reasonable to assume is transient in nature.  

I f  an outbound route concludes ear ly,  the Employee is  required to remain on premises 

unti l  the conclusion of paid t ime. L i kewise, i f  a route is  missing students on the inbound 

s ide the Employee is required to report  at  the scheduled t ime. Whi le on paid t ime, other 

dut ies may be assigned that f i t  wi th in the or ig inal ly scheduled route t ime.  

Section 9.03 Wages {modified and re-formatted}  
Employees shal l  move steps on the wage scale based on a combinat ion of  t ime worked  
for  the Agency in their  assigned job and with an annual  evaluation that provides 
evidence the employee has met the performance expectat ions as establ ished with in t h is 
Handbook. Al l  increments occur on July 1s t .  

 

Scale  Increment  Cr i ter ia  Dr iver  Ass istant  

Step #1 Ef fect ive at  t ime  of  h i re .  $14.92 $11.16 

Step #2 
El ig ib le  Ju ly 1 s t  fo l lowing 

date of  h i re .  
$15.72 $12.36 

Step #3 
El ig ib le  one year  af ter  

Step 2.  
$16.79 $13.56 

Ext ra Tr ips  not  ass igned f rom,  or  

as par t  of ,  a  package.  
N/A $15.01 N/A 

Step #4 

(Ef fect ive 07/01/17)  

E l ig ib le  af ter  7 fu l l  years  

of  serv ice.  $17.49 N/A 
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Meet ings,  Profess ional  

Development ,  and Summer 

Cleaning.  
N/A $12.24 $9.18 

 

Dr ivers shal l  receive the same rate of  pay for  work ing on a temporary basis in a  

neighboring distr ic t  as they would receive i f  they were working in the distr ict  they are  

assigned a regular  package. Supervisors are not obl igated to use dr ivers for temporary  

assignments that are not assigned a regular  package in their  d is tr ic t .  

Al l  bus dr iver  t ra inees shal l  receive $12.06/hr .  whi le t ra in ing with a cert i f ied tra iner.  

The star t ing rate of pay for  subst i tute bus dr ivers shal l  be $14.47/hr.  and shal l  increment 

to $14.72/hr .  on  the 1 s t  of  July immediately fo l lowing their  s tar t  date.  

The star t ing rate of  pay for subst i tute bus assistants is $11.06/hr .  and shal l  increment 

to $12.24 on the 1 s t  of July fo l lowing the 5 t h  anniversary of  their  star t  date.  

Section 9.04 Overtime  

Each employee is  responsible for  keeping his or  her weekly hours under 40 for  the week. 

Any t ime in excess of 40 hours shal l  be pre -approved by the supervisor and shal l  be 

paid at  1.5 t imes the hour ly rate for  al l  hours actual ly worked in excess of 40. For 

purposes of overt ime, the workweek is  Sunday through Saturday.  

Section 9.05 Attendance Merit Incentives  

Al l  regular employees (excluding subst i tute employees) shal l  be el igible annual ly for  
the incentive, according to the fo l lowing:  

A. An employee who uses no sick leave from the per iod commencing July 1 and 
ending January 31 shal l  be el ig ib le for  a three hundred ($300) attendance mer i t  
incentive payment and may elect to be paid for  up to one unused personal  
business day. An employee who exper iences only one (1)  oc currence during th is 
per iod of  t ime shal l  be el ig ib le for  a one hundred ($100) at tendance mer i t  
incentive payment.  Payment for  such incentive payments shal l  be made by March  
15 t h .  

B. An employee who uses no s ick leave from the per iod commencing February 1 and  
ending June 30 shal l  be el ig ib le for  a three hundred ($300) at tendance mer i t  
incentive payment and may elect to be paid for  up to one unused personal  
business day. An employee who exper iences only one (1)  occurrence during th is 
per iod of  t ime shal l  be el ig ib le for  a one hundred ($100) at tendance mer i t  
incentive payment. Payment for  such incentive payments shal l  be made by 
August 15 t h .  

C. For purposes of th is  sect ion, an occurrence of s ick leave is  def ined as any 
legi t imate use of a part ia l  day, a fu l l  day or  more than one (1)  day, consecut ively, 
as a resul t  of  personal or  fami ly i l lness.  

D. In order to qual i fy for  the mer i t  incent ive, the employee must be a senior i ty 
employee from November 1 s t  to June 30 t h .   

E. An employee who has more than twenty (20) accumulated s ick days as of  June 
30 t h  shal l  be el ig ib le  to convert  up to three (3)  days at  $100 per day.  
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Article 10 - Fringe Benefits 

Section 10.01 Voluntary Health & Supplemental Benefits  

Health Benef i ts  avai lable as required by the Affordable Care Act.  Supplemental  benefi ts  

are avai lable as publ ished.  

Section 10.02 Term Life Insurance  

The Board wi l l  pay the annual  premium for each employee that typical ly works at  least 

25 hours per week*  for  a $10,000 term l i fe insurance pol icy.  Each qual i fying employee 

with f ive (5)  or  more years of  senior i ty shal l  be el ig ib le for  a board -paid term l i fe 

insurance pol icy of  $15,000.  

*Based on packaged hours  on ly .  

Section 10.03 Authorized Time Off  

A. Sick Time 

Employees not on leave shal l  be credi ted wi th three (3)  s ick days on September 

1 and three (3) s ick days on January 1.  Employees hired after  the beginning of 

the regular school  year or  employees on leave shal l  receive a pro -rated number 

of  days based on the number of  calendar days scheduled to work for  the school 

year.  

Any s ick leave days not used by the end of the school  year shal l  carryover to the 

fo l lowing year,  up to a maximum of 100 days.  

The employee may be required to provide a doctor ’s  ver i f icat ion of  the need for  

the absence. Fai lure to comply wi th such a request wi l l  resul t  in the wi thholding 

of pay for  such leave days.  

Cr i ter ia for ut i l izat ion of  s ick leave days shal l  be:  

  Personal  i l lness, in jury or  quarant ine.  

  Serious i l lness in the immediate  fami ly,  e.g. ,  husband, wi fe,  chi ld, father 
or  mother.  

The Employee shal l  not i fy the administrat ion of  h is/her impending absence 
stat ing the nature of  absence. Each Employee shal l  g ive such not i f icat ion at 
least 90 minutes pr ior to his/her scheduled on -the- job star t ing t ime.  

The Employee may be required to give a wri t ten, s igned statement indicat ing the 

reason for such absence when report ing to work on the f i rs t  work ing day fol lowing 

his/her absence. Fai lure to comply wi th such a request wi l l  resul t  in the 

wi thholding of pay for  such leave days and shal l  subject the employee to 

disc ip l inary act ion up to and inc luding discharge.  

Accumulated sick leave t ime shal l  terminate upon severance of employment.  

Sick leave charged wi l l  be prorated based on the number of  hours taken off ,  
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divided by the number of  hours scheduled for  the day, rounded to the nearest 

tenth of  an hour.  

B. Personal Business   

a.  Use of personal  business days must have pr ior  administrat ive approval .  

Only two employees per job c lassi f icat ion wi l l  be approved to use Personal  

Time per day. These absences shal l  be considered in the order received. 

Requests for  t ime off  wi l l  not be accepted more than 60 days in advance.  

b.  This leave shal l  be used only for  the purpose of conduct ing personal 

business which cannot normal ly be transacted after  work,  on weekends, 

between runs or  dur ing vacat ion per iods.  

C. Holidays 

Employees wi l l  be paid at  regular  stra ight - t ime rates for  the fo l lowing hol idays: 
Thanksgiving Day; day after  Thanksgiving; Chr is tmas Day; day after  Chr is tmas 
Day; day before or  af ter  New Year ’s Day; New Year 's Day; Good Fr iday; Memoria l  
Day. To be el ig ib le for  pay for  any given hol iday, the Employee must work the 
fu l l  day before and the next ful l  scheduled working day after  the hol iday. I f  a 
hol iday fa l ls  wi th in the f i rs t  seven (7)  days of  an absence due to a work re lated 
in jury,  the employee shal l  qual i fy  for  hol iday pay.  

D. Jury Duty 

An employee who is  summoned and who reports for  jury duty shal l  be paid an 
amount equal  to the di f ference between the amount of  salary he/she would 
otherwise have earned by working on that day and the dai ly jury fee paid by the 
court ,  not inc luding travel  a l lowances or  re imbursement of  expenses for  each day 
on which he/she reports for  or performs such jury duty on which he/she would 
otherwise have been scheduled to work.  

An employee who is  subpoenaed shal l  be re leased from regula r dut ies wi thout 
loss of  salary to appear in court  as a wi tness in any case connected with the 
employee’s employment or  in cases where the Agency is involved. 
Notwithstanding the above, paid re lease t ime shal l  not be granted for court  
appearances which are  not connected with the employee’s employment,  or  in 
which the Agency is not involved, or  in a case in which the employee in i t iate s 
against the Agency, or where the employee is  one of the defendants except in an 
agency connected case in which the employee is  acquit ted.  

E. Bereavement Leave  

When death occurs in an Employee's  fami ly,  e.g. ,  spouse, parent,  parent of 
current spouse, grandparent, grandchi ld ,  chi ld, brother or  s is ter ,  or 
son/daughter - in- law, the Employee on request wi l l  be excused from work for  up 
to f ive (5)  calendar days immediately fo l lowing the date of death, provided that 
he/she attends the funeral .  The employee may elect to defer  the use of up to one 
(1)  day to at tend the funeral  or  memorial  service i f  such services are scheduled 
later  than the f ive (5)  calendar days noted above.  

A non-probat ionary Employee wi l l  be excused, on request,  for  one (1)  day to 
at tend the funeral  upon the death of  an aunt, uncle,  n iece, nephew, s is ter - in- law, 
or  brother- in- law. 

An Employee excused from work under this  Section shal l ,  af ter making wri t ten 
appl icat ion, receive the amount of  wages he/she would have earned by working 
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during the stra ight - t ime hours on such scheduled days of work for  which he/she 
is  excused with pay provided that he/she attends the funeral .  P ayment shal l  be 
made at the Employee's rate of  pay, not inc luding premiums, as of  his/her last  
day worked. Paid bereavement t ime wi l l  not be counted as hours worked for 
purposes of overt ime.  

F. Medical Leave 

An employee who receives a wr i t ten medical  author iz at ion to refra in f rom work 

for  at  least two (2)  weeks due to a disabi l i ty may apply for  a medical  leave of 

absence without pay. The period of  the medical  leave shal l  not exceed s ix (6) 

months.  

1.  No other benef i ts ,  excluding senior i ty,  shal l  accrue. Employee s shal l  have 

the r ight to return to their  or iginal  posi t ion wi th a wri t ten statement from 

the doctor  a l lowing ful l  resumption of  job dut ies.  

2.  Avai lable paid s ick days shal l  be used concurrent ly wi th the medical  leave 

and such use shal l  not count against a person for  purposes of determining 

el ig ib i l i ty for  the at tendance mer i t  incent ive except that the maximum 

incentive leave payment shal l  be $100.  

3.  Elect ive medical  procedures shal l  not qual i fy for  medical  leave.  

Section 10.04 Unscheduled Closings  

A. Suspension of Operations  

On any given day every reasonable ef for t  wi l l  be made to determine by 5:45 a.m. 

whether or not Transportat ion operat ions wi l l  be suspended. I f  such a decision 

is made, i t  wi l l  be announced over WHMI (93.5 FM). Al l  Employees are expected 

to l is ten for  such an announcement.  

B. Unscheduled School Closings  

Employee shal l  be credi ted annual ly wi th two (2) days that may be used i f  their  

scheduled assignment is  cancel led due to condi t ions not wi thin the control  of 

school author i t ies,  as def ined in Sect i on 101(4) of  the State School  Aid Act.  Such 

days shal l  not carry-over to the next year i f  they are unused.  Pay for  such days 

wi l l  be based on the scheduled hours for  the cancel led assignment.  

C. Show-Up Time 

1.  I f  operat ions are suspended after  an Employee's st art ing t ime, but before 
the star t  of scheduled classes, Employees who show up for  the beginning 
of their  assignment wi l l  be paid one (1)  hour of  s tra ight t ime rates i f  the 
day is  rescheduled. The Employer may assign employees to any work 
avai lable dur ing such 1-hour per iod.  

2.  I f  no school  c los ing announcement is  made, a l l  Employees are expected 
to report  for  work as scheduled.  

3.  An Employee who is  unable or  unwi l l ing to appear for  work as defined 
above wi l l  be charged for  the t ime lost  over the interval  beginning at the 
t ime he/she would have been scheduled to begin work and ending at one 
of the fo l lowing three t imes, whichever oc curs f i rs t :   
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i . The t ime he/she would have f in ished his/her scheduled work;  

i i . The t ime the Agency closes on that day ; or   

i i i . The t ime at which the Michigan State Pol ice or  the Liv ingston 
County Sher i f f 's  Department advises the Employer to c lose or 
advises the publ ic  in the Employee's home area to dr ive only in 
an emergency.  

This provis ion does not apply to the Employee who is reasonably delayed in gett ing to 
work because of inclement weather.  

Article 11 - Expense Reimbursement 

Section 11.01 CDL/License Renewal  

The Agency shal l  reimburse bus dr ivers for  the cost of  any required endorsements or 
l icense fees in excess of their  personal  l icense that are required to perform the work of 
a school  bus dr iver .  

Section 11.02 Physicals  

The Agency shal l  pay for  the actual cost  of  physicals,  excluding mi leage and t ime 
incurred with regard to the physical .  Dr ivers are el igib le for  30 minutes of pay when 
they complete a required physical .  

Section 11.03 Damaged Clothing or Eye Glasses  

The Agency shal l  not re imburse employees for  c l oth ing or  eyeglasses damaged whi le 
performing work. However,  extenuat ing ci rcumstances shal l  be considered by the 
Regional  Director  upon the receipt  of a wr i t ten explanat ion and request for  
re imbursement.  

Section 11.04 Pay for Random Drug Screenings  

Employees are el ig ible for  15 minutes of pay when they complete a random drug 
screening.  

 
 
 
 
  



 

p ag e  2 8  of  34  

Brighton Division  

A-01 - Governance  

A monthly meet ing shal l  be held wi th two representat ives from each of:  (1) d iv is ion 
employees, (2)  Agency (Employer) ,  and (3)  Loc al  Distr ic t  (Customer) .  

A-02 – Hours of Operation  

Off ice: 5:15am – 5:30pm 

Bus Wash: 6:00am – 5:00pm (weather permit t ing)  

A-03 – Reporting Absences  

I f  you are i l l  and unable to report  to work please cal l  the of f ice by 5:30am. Please make 
certain to speak to  one of the of f ice staf f .  Voice mai l  should not be used.  

A-04 – Crossing Signal for Students  

Drivers must comply wi th the fol lowing procedures when crossing students in front of 
the bus:  

1.  Establ ish eye contact wi th the student.  

2.  Raise your index f inger to s ignal “s top and wait”  to the student.  

3.  Raise a second f inger to s ignal  “OK to cross and walk”  to the student.  

A-05 – Meal Reimbursement  
Employees shal l  be reimbursed up to $10 for  meals on tr ips that exceed four (4)  hours.  
Actual  detai led receipts must be  submit ted wi th requests for  re imbursement.  

A-06 – Authorized Time Off  
Employees who have over 15 s ick days in their  s ick bank may, wi th the wr i t ten pre -
approval  of the supervisor,  convert  up to 5 of those days into personal  days for  cover ing 
an unusual absence such as an out of s tate event,  anniversary tr ip,  or  other s imi lar 
event.   This convers ion is  subject to the pr ior  approval  of  the supervisor.  
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Hartland Division  

B-01 – Governance  

A monthly meet ing shal l  be held wi th two representat ives from each of:  (1) d iv is ion 
employees, (2)  Agency (Employer) ,  and (3)  Local  Distr ic t  (Customer) .  

B-02 – Hours of Operation  

The off ice is open from 5:15 a.m. unt i l  5:15 p.m. on ful l  days of  school unless not i f ied 
of  a change by the supervisor.   On hal f  days, of f ice ho urs are 5:15 a.m. to 3:00 p.m.   

Employees wi l l  not loan or  dupl icate school  keys/fobs to other persons . 

B-03 – Reporting Absences  

I f  you are unable to perform your work in the a.m. as scheduled due to i l lness or  other 
reason, you must cal l  the of f ice by 5 :15 a.m.,  and leave your name, bus number,  reason 
for  absence, t ime you leave for  each part  of  your route, and a phone number where you 
can be reached.  I t  is  mandatory that you cal l  back again and speak to someone direct ly.  
Transportat ion hours are 5:15 a.m. unt i l  5:15 p.m.  

B-04 –Crossing Signal for Students  

Al l  employees are required to use the “Safety Signal”  for  loading and unloading K -12 
students.   Al l  s tudents must wai t  on the s ide of  road that they reside on.  These 
procedures are to be fo l lowed by “a l l ”  s tudents loading, unloading, crossing, or  staying 
on the door s ide of  the bus.  I t  is  the dr iver ’s  responsibi l i ty to always report  late running 
students to the of f ice in wr i t ing each and every t ime th is occurs.  

I f  i t  seems out-of- the-ordinary that students are not at  a stop in the morning, cal l  
d ispatch to ver i fy the t ime and your t ransmission wi l l  be documented by of f ice staf f .   Do 
not run ear ly to any bus stop (drop -off /p ick-up);  you are required to pul l  over at  a safe 
locat ion to help improve your t ime.  You are required to stop at a l l  bus stops on your 
route direct ions even i f  the student not v is ible.  Al l  unauthorized turn -arounds not 
indicated on your route sheet must be pre -approved with dispatch.  

Students cannot r ide any bus other than the one( s)  they are assigned.   

Kindergarten (KG) and School of  Choice (SOC) students must have a parent or  
appointed person at the bus stop in order to re lease the student.   I f  no one is  at  the 
stop for  them, keep the student on and radio the of f ice.  Parents of  K G and SOC students 
may elect in wr i t ing to al low their  s tudent to be released without anyone to meet them 
at the stop. A student that does not feel  comfortable exit ing the bus for  any reason must 
keep on.  In the event th is  happens, radio dispatch with the  student ’s  name and you wi l l  
be instructed on how to proceed.  

B-05 – Student Management  

Employees are responsible for  the behavior  of  the al l  s tudents under their  care at  al l  
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t imes. Employees wi l l  enforce al l  bus rules as stated in the Student Code of Cond uct 
and pol ices/procedures establ ished by the Transportat ion Department . 

B-06 – Random Drug/Alcohol Testing  

Employees wi l l  be noti f ied over the radio or  in person to report  for  a random drug/alcohol 
screen using the code “Code 10-75”.   Once you have been noti f ied, you must report  
d irect ly to the of f ice,  and not leave the premises unti l  your screen is  completed or i t  wi l l  
be considered posi t ive,  and wi l l  resul t  in terminat ion of  employment.  

B-07 – Practice Evacuations  

Drivers are responsible for making students aware of what is  expected of them dur ing 
a bus evacuation and what procedures are to be fo l lowed.  Off ice staf f  wi l l  be on s i te 
for  assistance and evaluation of  the al l  scheduled pract ice dr i l l .  

B-08 – Daycare Opportunity  

The distr ic t  wi l l  provide chi ldcare for  school  aged chi ldren for  e l ig ib le employees at the 
Hart land Latchkey program dur ing the 16/17 school  year.  

B-09 – Supplemental Longevity Payment- Regular Drivers 

Effect ive for  the 2016-17 year,  dr ivers wi th qual i fying years in the Hart land RTC (and 

current ly employed in the Hart land RTC)  wi l l  be el ig ib le for  a longevi ty payment as 

fo l lows:  

Qual i fy ing Longevi ty Years of  Service 
(Paid at  the Complet ion of) :  

Maximum Annual Longevi ty Payment  

3 Years $387.00 

5 Years $470.00 

7 Years $547.00 

9+ Years $635.00 

*To be coordinated with RTC changes in t iers or  new longevi ty/addi t ional  incentives.  

 

A qual i fy ing year is  def ined as the school  year per iod beginning no later  than October1 

of  each school  year and ending June 30.  

In order to qual i fy for  the payment,  a dr iver must physical ly work a minimum of at  least 

seventy- f ive percent (75%) of their  scheduled days for the 2016 -17 year.  
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Payment wi l l  be paid by August 1,  2017.  Drivers terminat ing employment wi th the 

Hart land RTC pr ior  to the complet ion of  the current year would not be el igib le for  the 

longevi ty payment.  

B-10 – Supplemental Bonus Payment- Substitute Drivers 

Effect ive for  the 2016-17 year,  a substi tute dr iver  wi th the Hart land RTC wil l  be el igible 

to earn a Bonus Payment as fo l lows:  

Qual i fy ing Bonus Years of  Service Earned  Bonus Payment 

0 – 2 Years $1.00 bonus per day worked 

3 Years + $1.40 bonus per day worked 

 

Days worked are def ined as any day a subst i tute dr iver  reports to work for any route 

assignment,  inc luding standby. Payment wi l l  not be made related to non -route days ( i .e.  

meet ings, tra in ing, etc.)  

Subst i tute dr ivers that are hired as a Hart land RTC regular  dr iver wi l l  be el ig ib le for  the 

bonus earned for  days worked as a subst i tute.   

Total  bonus compensat ion avai lable for  th is  provis ion shal l  not exceed $2,010. Should 

total  payments exceed the maximum specif ied, the  payment wi l l  be prorated for al l  

substi tute dr ivers.  

The actual payment wi l l  be paid by August 1, 2017. Subst i tute dr ivers terminat ing 

employment wi th the Hart land RTC pr ior  to the complet ion of  the current year would not 

be el igible for  any bonus payment.  

B-11 – Supplemental Wage Scale While on Field Trips  

A dr iver ,  who accepts an extra tr ip assignment that runs concurrently wi th their  regular 

route package, wi l l  be paid at  their  regular dr iver  rate dur ing any port ion of their  regular 

route package; extra assignment hours fa l l ing outs ide of their  regular  route package 

wi l l  be paid at  the current Fie ld Tr ip rate.  
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Howell Division  

C-01 – Governance  

A monthly meet ing shal l  be held wi th two representat ives from each of:  (1) d iv is ion 
employees, (2)  Agency (Employer) ,  and (3)  Local  Distr ic t  (Customer) .  

C-02 – Hours of Operation  

Off ice: 5:30am – 5:15pm (c losed for  lunch from 11:30am – 12:30pm). 

Bus Wash: 5:30am – 5:00pm.  

C-03 – Reporting Absences  

I f  you are i l l  and unable to report to work plea se cal l  the of f ice by 5:30am for  morning 
runs and by 1:00pm for  af ternoon runs. You may leave a voice mai l .   

C-04 – Crossing Signal for Students  

Drivers must comply wi th the fol lowing procedures when crossing students in front of 
the bus:  

1.  After  making a complete and legal  s top count the chi ldren that have to cross the 
road. 

2.  Make eye contact wi th the students . 

3.  Raise the paddle wi th the “red” s ide facing the students ( this  s ignals to the 
students to wai t  unt i l  i t  is  safe to cross) .  

4.  When you determine i t  is  safe for  the students to cross turn the paddle so the 
“smi ley face” faces the chi ldren.  

5.  Count the chi ldren after  they have crossed.  

C-05 – Meal Reimbursement  
Employees shal l  be reimbursed up to $10 for  meals on tr ips that exceed four (4)  hours.  
Actual  detai led receipts must be submit ted wi th requests for  re imbursement.  
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Pinckney Division  

D-01 – Governance  

A monthly meet ing shal l  be held wi th two representat ives from each of:  (1) d iv is ion 
employees, (2)  Agency (Employer) ,  and (3)  Local  Distr ic t  (Custom er) .  

D-02 – Hours of Operation  

Off ice: 5:15am – 5:30pm. 

Bus Wash: 6:00am – 5:00pm (weather permit t ing) .  

D-03 – Reporting Absences  

I f  you are unable to perform your work schedule due to i l lness or  other reasons, cal l  810-
225-3960 and leave a message on the voice mai l ,  no later than 90 minutes prior to 
your pull  out t ime.  

Employees shal l  cal l  in s ick personal ly.   Personal  t ime off  (PTO) days need pr ior 
approval  and cannot be arranged on the voice mai l .  

When cal l ing in,  g ive the fo l lowing information:  

1. Name, route, reason for  absence and the t ime of your f i rs t  run.  

2. How long you wi l l  be absent (al l  day, part  of  the day).  

3. Any extra work such as midday runs, tr ips,  etc. ,  that you are scheduled for  dur ing 
your absence. 

Upon return to work,  i t  is  the responsibi l i ty of the employee to immediately f i l l  out an 
absentee form. 

D-04 – Crossing Signal for Students  

Drivers shal l  instruct s tudents about the fol lowing safety procedures:  

1. Students shal l  move wel l  away from the side of  the bus after  leaving the bus.  

2. Students are not to rush the bus.  

3. Students are not to get the mai l  f rom the roadside mai lbox unt i l  the bus has 
departed. 

4. I f  s tudents must cross the road, they shal l  be instructed to:  

a. Move at least 10 giant steps in front of  the bus before star t ing across the 
roadway. 

b. Make eye contact wi th the dr iver .  

c. Wait for  the proper s ignal  from the dr iver  (PA 187 Sect ion 55 2. (d)) .  
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i . The raised paddle with the “red” s ide facing the students ( this 
s ignals to the students to wai t  unt i l  i t  is  safe to cross) .  

i i . When i t  is  safe for  the students to cross, the “green” s ide of  the 
paddle wi l l  be turned to face the students . 

d. Stop at the traf f ic  s ide of  the bus, look lef t ,  r ight and lef t ,  and cross – only 
when approaching traf f ic  is  stopped . 

e. Walk. 

Dr ivers shal l  count the number of  s tudents that leave the bus to cross the roadway and 
count again before leaving the bus stop to account for a l l  crossing students.  

I f  a vehicle pul ls  a longside or  near the bus to del iver  or  p ick up a student,  upon returning 
to the Transportat ion Bui lding immediately not i fy the Transportat ion Supervisor in 
wr i t ing wi th the student ’s  and/or parent’s  name.   Note:   The Transportat ion Supervisor 
wi l l  contact the parent about the unsafe pract ice.  

D-05 – Meal Reimbursement  
Employees shal l  be reimbursed up to $10 for  meals on tr ips that exceed four (4)  hours.  
Actual  detai led receipts must be submit ted wi th requests for  re imbursement.  

 




