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GREETINGS FROM THE TRANSPORTATION DIRECTOR 

 

 

 

 

 

“Children have never been very good listening to their elders, but they have never failed 

to imitate them.” 

~James Baldwin 

 

 

 

 

School bus drivers have a tremendous impact on the children they transport.  The bus 

driver in most cases is the first adult outside of the family home to see and greet the child, 

thus having the opportunity to set the tone for that child’s day.  At the end of the school 

day, the bus driver is most likely the last adult outside of the family with which the child 

will interact until the following day.  What a marvelous opportunity to be a positive force 

in our students’ lives! 

 

I am very proud of this department’s willingness and ability to work as a team.  Through 

the years, the individuals that make up Transportation have become more than a team, we 

are a family.  Like all families, we share in the celebration of life’s good moments and 

pull together to persevere through the tragic moments.  This willingness to come together 

helps us be more compassionate when dealing with our students and the ups and downs 

in their lives. 

 

As we begin this new school year, I would like to take this opportunity to welcome 

everyone, our returning drivers and the new additions to our Transportation family.  

Please take the time to read the policies and procedures covered in this Transportation 

Manual.  We welcome any suggestions, comments, concerns or questions you may have. 

 

Thank you for everything you do for and on the behalf of the Zizzer Pride Transportation 

Department as well as all you do for our students, our school and our community.  Here’s 

looking forward to another stellar year at West Plains R-7 Schools! 

 

 

Sincerely, 

 

Luke Boyer 
 

Luke Boyer 

Assistant Superintendent 
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GENERAL BUS POLICIES 

 

 

LIGHTS AND SIGNS 

 

 8 way lights and stop signs are to be used when loading and unloading students 

except when on school property. 

 

 Strobe lights are to be used only on low and/or poor visibility days.  (NOTE: 

Strobe lights are to be turned OFF when entering school property.) 

 

 

BACKGROUND CHECKS  

 

Drivers will not be allowed to operate a school bus alone with students without certified 

supervision until the background check has been received. 

 

STUDENT REWARDS 

 

 Due to the ever-growing rate of obesity among our younger children it has been 

requested that all schools implement a wellness program.  The two things that the 

West Plains School District is doing to meet this request is to ask all teachers and 

staff not to reward their students with food, candy, gum or soda.  The school is 

not to hold a student back from going to recess. 

 If you need rewards for your students; pencils, erasers, certificates, etc. are 

available from the Transportation Office upon request. 

 

TRIP TIMES 

 

When figuring time for taking a trip the following must be figured: 

 Add 15 minutes to the trip ticket starting time if the bus has not been pre-tripped 

that day. 

 If the trip ticket departure time is 10:00 a.m. you need to be there at 9:45 a.m. add 

15 min. to your starting time.  

o  The above applies to the following buildings: 

 W.P. Elementary 

 Middle School 

 High School 

o For the South Fork School add 30 min. to get to South Fork and 15 min. 

for a total of 45 min. before departure time. 

 If the bus assigned for the trip has not been pre-tripped for the day, the Driver is 

to pre-trip the bus, fill out the pre-trip log and turn in the white copy into the 

office before leaving the bus lot.  To assure there is sufficient time to complete 

this task add 15 minutes to the departure time. 
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 The drivers are responsible for cleaning any bus they take on a trip if it is needs to 

be.  Note: The time recorded to clean a bus will be counted as time towards your 

40 hours that week.  

 Buses will be checked on Mondays after the morning routes. 

 

 

 

SCHOOL BUS REGULATIONS 

 

The administration and operation of the school bus transportation system is of great 

importance to the district.  Under State Law, the Board of Education must accept the 

responsibility for operating a safe, efficient and economical pupil transportation system.  

The following regulations represent safety rules for Bus Drivers as adopted by the Board 

of Education. 

 

DRIVER OPERATION 

 

PRETRIP, CLEANING, FUELING, DAILY CONSIDERATIONS 

 

 The Driver shall perform a daily pre-trip inspection checking condition of bus, 

including brakes, steering gear, lights, signaling devices, emergency door and 

tires.  The Driver turn the white copy of the pre-trip form into the office before 

leaving the bus lot. 

 The Driver shall keep the inside of the bus CLEAN and comfortable at all times.  

Check for items left on the bus. Place found items in the Transportation Office the 

same day, if possible.  After every route or trip, the Driver MUST walk through 

the bus to check for students/personal belongings remaining on the bus, cut seats 

or graffiti. 

 The surface containing lettering on front and rear of bus shall be kept clean so that 

all markings are clearly visible.  Dust is a continuous problem; however try to 

keep the back lights clean. 

 The service door shall be kept closed at all times in which the bus is in motion. 

 The Driver shall not leave student(s) unattended on the bus.  

 The Driver shall fuel the bus only when there are no students on the bus. 

 The Driver shall carefully observe all signs, signals, rules of the road and 

courtesies due other drivers. 

 The Driver shall not permit any other person to occupy his/her seat, drive the bus, 

tamper with the motor or any of the controls, excepting for such persons as 

approved by the Board of Education. 

 West Plains R-7 Schools has adopted a policy that Contracted and Substitute 

Drivers are NOT to release a student to anyone including a parent/guardian, at the 

school, UNLESS the parent/guardian has cleared the release with the appropriate 

office. 
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SPEED LIMITS, RAILROAD CROSSINGS, BACKING ON SCHOOL 

PROPERTY 
 

 The Driver shall drive in a careful and prudent manner and shall exercise the 

highest degree of care in driving over all types of roads.  The vehicle should not 

exceed posted speed limits, with a maximum of 65 miles per hour. 

 The Driver should never swerve or turn suddenly.  Avoid jerky starts and sudden 

stops whenever possible and travel slowly over rough places. 

 The Driver shall not follow within 300 feet of another school bus, except when 

passing. 

 The Driver shall, upon approaching any railroad crossing, come to a full stop 

within 50 feet but not less than 15 feet from the crossing (unless the crossing is 

exempt.  A complete list of exempt railroad crossings can be found in the 

transportation office and www.modot.org).  The Driver shall not proceed until due 

caution has been taken to ascertain that the course is clear. 

 The Driver should not back the school bus on school grounds unless the rear is 

guarded by school patrol or an adult and then only when the Driver is advised that 

the way is clear. 

 

PROHIBITED ITEMS 
 

 No animals shall be permitted on school busses 

 No weapons of any sort shall be permitted on school busses. 

 

 

ACCIDENT SUMMARY 

 

 In case of accident or breakdown while the bus is loaded with children, keep the 

students on the bus, if possible.  Evacuate only if threatened by fire or imminent 

danger.   

 The Driver should not leave the bus to summon help but rather use the two-way 

radio to communicate with the transportation office and/or emergency personnel.     

 Flares, red reflectors, or red flags should be used to indicate a disabled bus on the 

roadway.   

 In the event the bus is involved in an accident, the bus should not be moved until 

the police have checked it and have given permission to move the bus. 

 Call the Police and the Transportation Office. Obtain the other driver’s name and 

vehicle license number, and the names of any witnesses.   

 The LEAST SAID is a good policy to follow at an accident. 

 

 

DISCIPLINE, REPORTS, ROUTE SCHEDULE POLICY, EMERGENCY 

EVACUATION DRILLS 
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 The Driver shall assume control of all children while they are being transported 

and shall require respect.  In the event of student(s) misbehaving on the bus, the 

situation shall be reported to the proper school authorities. 

 The Administration Policy should indicate what authority is delegated to the 

Driver and a general line of procedure for handling disorderly conduct.  

Transportation can be deprived from/granted to a student only by the 

Transportation Director/building administrator or other district administrator. 

 It shall be the duty of the Driver, at the direction and under regulations prescribed 

by the Administration, to give emergency evacuation drills on school busses; 

which include instructions and practice in the location, use and operation of the 

emergency door, fire extinguisher, first aid kit and opening windows as a means 

of escape in case of fire or accident. These drills should be completed in 

September and January of each school year and a written report filed with the 

Transportation Director. 

 The Driver shall make every effort to run the bus on the route and the time 

schedule as established by the Administration, thereby giving pupils and parents 

regular and satisfactory bus service.  Advise the Transportation Director or Office 

Manager of any needed changes. 

 The Driver shall promptly make and file all required reports. 

 

DISCIPLINE 
 

 Drivers are responsible for discipline on the bus. 

 On trips, if the group is interfering with the safe operation of the bus, it may be 

necessary to request the sponsor to assist in controlling the situation.  If there is no 

sponsor, the Driver needs to take charge in correcting the problem(s). 

 If there is a discipline problem, talk with the student(s), and/or move them.  It 

may be necessary to send a warning notice on a Bus Conduct Report home to the 

parent(s)/guardian(s).  Bus Conduct Reports are available from the Transportation 

Director and/or Office Manager.   

 In extreme cases, it may be necessary to suspend a student from the bus until the 

parent(s)/guardian(s) contact the Transportation Office and/or their respective 

principal(s).  The Transportation Director will make this determination after 

meeting with the Driver and the student(s). 

 REMEMBER, disciplinary situations are easier to resolve if proper warning 

procedures have been followed and the parent(s)/guardian(s) are aware of the 

situation. 

 Drivers need to inform Substitute Drivers of any unusual situations they may 

encounter while driving the route by leaving a note or informing the Office 

Manager of the particular situation. 

 

DRUG TESTING, FINGERPRINT CHECKS 

 

 Pre-employment and random drug testing is required of all Drivers. 

 A set of fingerprints must be submitted when applying for any position with the 

West Plains R-7 Schools where that person would come in contact with children. 
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WORK-RELATED INJURIES 
 

 Anyone who experiences a work-related injury requiring medical treatment 

should follow the procedure indicated below: 

o If the injury is not an emergency and does not require immediate 

treatment, please report to any School Nurse’s Office for direction prior to 

receiving treatment. 

o If the injury is an emergency, requires immediate treatment or is after 

business hours, Drivers are to go Ozarks Works Urgent Care, 181 North 

Kentucky Ave., Suite 100, or the OMC Emergency Room.  Upon arrival at 

either facility, notify the desk that this is a Workman’s Compensation 

Claim Injury.  Contact the Transportation Director and/or the Payroll 

Clerk at the Administration Building for further instructions, the next 

school day after receiving treatment. 

o If a Driver receives an injury requiring immediate medical care while 

driving an out-of-town, out-of-area trip, the Driver is to report to the local 

hospital emergency room.  Upon arrival, notify the desk that this is a 

Workman’s Compensation Claim Injury.  Contact the Transportation 

Director and/or Payroll Clerk at the Administration Building for further 

instructions the next school day after receiving treatment. 

 

 

CELL PHONE USAGE BY DRIVERS 
 

Effective December 28, 2010: The West Plains R-7 School Administration prohibits all 

School Bus Drivers from using cell phones while driving R-7 busses.  If an emergency 

arises and it is necessary to use the cell phone, (whether making or receiving a call), the 

driver is to stop the bus off the roadway and secure the bus prior to using the cell phone. 

 

SUPPLEMENTAL PAYROLL CHECKS, SUBMISSION OF TRIP TICKETS 

AND TIME SHEETS, BUS PERMISSION SLIPS (“BUS PASSES”) 

 

 Effective January 14, 2005: Due to the paperwork required by the State of 

Missouri Department of Revenue and the US Government, as well as cutbacks in 

personnel in the Superintendent’s Office, there will be no supplemental pay 

checks cut.  It is the Drivers’ responsibility to make sure all needed payroll forms 

are filled out properly, signed accordingly and placed in his/her envelope for 

submission. 

 Effective October 7, 2004: Any student wishing to ride a different bus than his/her 

assigned bus or wishing to exit at a different stop than his/her assigned stop 

MUST HAVE A SIGNED BUS PASS FROM THE OFFICE.  If a student has a 

note not authorized through the office, they may not ride the bus or get off at a 

different stop. The only exception to the above guideline is if the Transportation 

Director or Office Manager authorizes the change. 
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PUPIL LOADING AND UNLOADING GUIDELINES 
 

 When stopping to load/unload pupils along the roadway, the Driver shall pull as 

far to the right as is safe, and at a place in the roadway where the visible clear 

distance to the front and to the rear is sufficient to allow the approaching motorist 

to stop his/her vehicle.  Before making a stop, the Driver shall start signaling not 

less than 500 feet from such stop, and if it is necessary that a stop be made in 

close proximity to a blind hillcrest, the Driver shall start signaling at least 100 feet 

prior to passing the crest so that all vehicles may prepare to stop for the purpose 

of loading or unloading pupils.  The same shall apply when the stops are made on 

curves with limited sight distance. 

 The Driver shall avoid stopping vehicles on sharp curves, steep grades or just over 

the crest of a hill. The transportation vehicle (bus) should never be stopped closer 

than 300 feet from a hillcrest or on blind curves.  The Board, through a designated 

administrator, shall work in cooperation with the State Highway Department’s 

Maintenance Division and the Highway Patrol in designating stops in such a 

manner that the same are easily available, convenient, and safe for pupils.  Any 

doubt about a stop should be discussed with the Transportation Director. 

 The stop arm, warning signal, or both shall be continued in operation as the 

vehicle comes to a stop and until the vehicle is ready to proceed. 

 Pupils who must cross the road after leaving the bus shall cross in front of the bus 

and only upon the signal given by the Driver or the Driver and monitor or bus 

patrol when organized bus patrols are used.  Pupils who must cross the road 

should be trained to walk around in front of the bus and stand about 5 paces in 

front of the bus in line with the left front fender and wait for a signal from the 

Driver to cross the road.  Where bus patrols are used, the patrol should have a red 

flag, lead the way to the front of the left front fender, use the flag to stop traffic 

and guard pupils away from the bus.  It is the Driver’s responsibility to make sure 

the highway is clear and traffic is stopped before signaling the children to cross.  

The bus shall not resume motion until the pupils are safely on their residential 

side of the road. 

 When children must cross the road to board the bus, the Driver shall signal when 

it is safe to do so, and the children shall proceed to cross the highway in front of 

the bus. 

 Exceptions to these instructions may be desirable in densely populated areas 

where highway stop signals are located at intersections and crossings for 

pedestrians. 

 

ADDITIONAL LOCAL GUIDELINES 

 

ABSENCES 
 

With the exception of extra-curricular activity school trips, Drivers should plan to drive 

his/her route every day.  Use sick or personal leave days only when absolutely necessary.  

Regular Drivers provide consistent discipline and service.  Drivers should give as much 
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notice as possible before absence(s).  It is difficult to secure a Substitute Driver on short 

notice. 

 

 

 

SAFETY TRAINING 
 

Drivers are responsible for the safety of their riders.  To assist Drivers in keeping abreast 

of current safety issues, the Department of Elementary and Secondary Education request 

that every Driver attend 8 hours of safety training each school year.  This training is 

provided free of charge and sign up sheets with dates and times of training classes will be 

posted. See the Office Manager with any questions.   

 

PERSONAL REQUIREMENTS 
 

 Drivers are required to be neat and clean. 

 Drivers are required to abstain from using tobacco on the bus. 

 Drivers are required to refrain from being under the influence of intoxicants, 

narcotics or drugs. 

 Drivers are required to conduct themselves in a manner that will positively 

influence the students. 

 

 

ARRIVALS AND DEPARTURES 
 

 Arrive at the indicated respective times at the Elementary, Middle and High 

Schools.  Adjust your route time so you do not arrive early in the mornings.  In 

the afternoon, you should be in your bus while the students are loading. 

 REMEMBER, you are a “Rolling Billboard” for your school, your students and 

yourself.  Be a positive one. 

 

FM RADIOS 
 

 The West Plains R-7 school busses are now equipped with FM radios.  When the 

radios are set on channel 2, they are set on the “talk about” channel.  This channel 

allows the Drivers to communicate bus to bus without using the radio tower 

repeater.  This channel is for use while on out-of-the area trips. 

 In town, the Transportation Office monitors channel 1 which covers the West 

Plains area. 

 In the South Fork area, the South Fork Elementary School monitors channel 1 

which covers the South Fork area of the district.   

 Channel 4 allows the Drivers to access local 911 dispatchers.  ONLY USE THIS 

CHANNEL IN CASE OF EMERGENCY!!! 
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RULES AND SAFETY REGULATIONS FOR PUPILS RIDING BUSSES 

 

1. The Driver is in charge of the pupils and the bus.  Pupils must obey the Driver 

promptly. 

2. Pupils should be on time at the bus stop; the bus cannot wait beyond the regular 

schedule for those who are tardy. 

3. Pupils should never stand in the roadway while waiting for the bus. 

4. Unnecessary conversation with the Driver is prohibited. 

5. Profane language and gestures are prohibited. 

6. Proper conduct is to be observed by pupils while riding the bus. 

7. No cellular phones. 

8. Pupils must not throw things on the bus or extend their arms or head out of the 

bus windows. 

9. Pupils must not try to board or exit the bus while the bus is moving nor move 

around on the bus while the bus is in motion. 

10. Fighting will result in suspension from the bus and will require a meeting with the 

Transportation Director. 

11. No animals shall be permitted on the bus. 

12. No weapon of any sort shall be permitted on the bus. 

13. Any damage to the bus should be reported at once to the Driver. 

 

School busses are considered extensions of the school environment.  Any pupil whose 

conduct on the school bus is improper or jeopardizes the safety of the pupils may have 

their school bus transportation suspended. 

 

ACCIDENT SCENE PROCEDURES 
 

1. Make sure the children are not injured.  If there are no injuries, check on the 

driver of the other vehicle. 

2. Get a list of all the names and phone numbers of the students on the bus. 

3. If there are injuries, take care of them first. 

4. If there is a threat of fire, evacuate immediately. 

5. Do not talk to anyone concerning the accident except for the police or school 

officials. 

6. Do not release any children to anyone, including parent(s)/guardian(s) until a 

school official is at the scene.  Then only release to parent(s)/guardian(s), unless 

phone contact has been made with the parent(s)/guardian(s) and they direct 

otherwise. 

7. The parent(s)/guardian(s) must sign next to the child(ren)’s name(s) if taking 

them from the scene. 

8. If an accident occurs which could cause another accident, road markers must be 

placed immediately. 

9. If the bus contains students and you are questioned about what happened, 

REMEMBER:  
”At this time my main concern is the welfare of the children on the bus.  I will 

have a written statement at the Superintendent’s Office later today.” 
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10. If the bus is empty and you are questioned,  

REMEMBER:   
“I need to assess the damage to the bus and other vehicle, and I will have a 

written statement at the Superintendent’s Office later today.” 

11. Do not speak to the media. 

   

POST ACCIDENT DRUG TESTING  

  

Following an accident the driver may be required to undergo drug testing at the discretion 

of school administration.  Administration will use suggested guidelines established by the 

Department of Transportation to help make the determination.  The decision tree below is 

an example of the process that will be taken when making the determination for drug 

testing.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Was there a fatality? 

 

Test Required Was the driver cited with a 

moving traffic violation? 

Was there an injury that 

required the injured person to 

leave the scene of the accident 

for immediate medical 

treatment? 

No Test Required 

Was there a vehicle that 

received damage causing the 

vehicle to be towed away from 

the accident by a tow truck or 

another type of vehicle? 

Test Required 

No Test Required 
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R-7 TRANSPORTATION CRISIS RESPONSE PROCEDURES 

 

 

THREE RULES TO REMEMBER 

 

1. The first rule is: Common Sense.  You and only you have to decide the best way 

to handle a potentially dangerous situation. 

2. The second rule is: Stay Cool.  This is the one time you need to stay cool and 

calm on the outside, even though you may feel “I can’t even think of my name” 

on the inside.  Be aware of your body language and voice intonation. 

3. The third rule is: Do Not Escalate the Problem.  Common sense and staying cool 

will help you not escalate the problem.  Ask yourself, “What are my options?” 

 

 

25 WAYS TO MAINTAIN STUDENT DISCIPLINE 

 

Maintaining student discipline on school busses is probably one of the biggest problems 

confronting School Bus Drivers today.  Listed below are suggested tips that may be 

helpful. 

 

1. Only give orders you mean to enforce. 

2. The response of the child is in his/her action.  Give a positive command to 

stimulate action, not a negative one to check it.  Say, “Do __________” rather 

than “Stop __________”.  Suggest an action which can be successfully obeyed. 

3. Give the child time to act on your positive command. 

4. Have a valid reason for what you ask a child to do, and when possible, take time 

to give the child the reason and let him/her see the point. 

5. Be honest in what you say and do.  A child’s faith in you is a great help in 

maintaining discipline. 

6. Be fair and consistent.  It is not punishment, but injustice that makes a child rebel 

against you. 

7. Be friendly.  Always show an interest in what the students are doing.  Ask open-

ended questions. (Questions that require more than a “yes” or “no” answer.) 

8. Praise good qualities and actions.  Catch your students doing something positive 

and praise them publicly. 

9. Try always to be constructive, not repressive, in all dealings with children. 

10. Remember that a sense of humor is extremely valuable and can diffuse tense 

situations. 

11. NEVER STRIKE A CHILD.  Be careful about how you touch a child.  

12. Judge a child’s misconduct by the rules not by how his/her action annoys you. 

13. Keep your personal feelings and prejudices off the bus and away from the 

children. 

14. Maintain poise at all times.  Keep control over your temper. 
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15. REMEMBER:  “The tongue is the only keen-edged tool which grows sharper 

with constant use.”  Nagging, bluffing, or being officious are negative discipline 

methods. Use positive discipline methods. 

16. Look for good qualities for all children have them. 

17. Sometimes it is wiser to overlook a few minor indiscretions rather than “pick” on 

every little thing a child does. 

18. Bear in mind that misbehavior is seldom willful, there is usually a cause.  The 

cause may be you, home or school problems, or other influences outside the child. 

19. Listen for suggestions and/or complaints from the students. 

20. Follow up on all cases which have been disciplined.  Be sure you have the respect 

and confidence of the children.  COMMUNICATE!  

21. Always be sincere in your work.  Children do not care how much you know - but 

they know how much you care.  We can fool adults, but not kids. 

22. Be a good example for children to follow. 
23. Intelligence in handling youth consists of being aware.  Learn to see problem 

possibilities BEFORE they become problem realities. 

24. Defiance to established procedure comes from failure in the adult to keep the 

situation in hand.  Lack of communication can cause confrontations.  Try to 

address patiently, but consistently, bad situations before they become major 

confrontations.  The adult should only be pitted against the child as a last resort.  

25. In regard to serious personal problems, try to deal with the student in private.  The 

surest way to create discipline problems is to hold a child up to public ridicule. 

 

Remember…. 
 

PATIENCE….PATIENCE...PATIENCE...PATIENCE…PATIENCE...PATIENCE 

 


