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FOREWORD

The transportation of students to and from school is a critical element of the educational
process in West Virginia. More than eighty-five percent of West Virginia's students ride
a school bus each school day.

Being the person having the direct responsibility for transporting students requires
excellent driving skills, good health and physical condition, an understanding of child
psychology and a dedication to the task that is, at times, above and beyond what is
asked of the average school employee.

The primary objective of any school transportation system is to transport all students to
and from school safely and efficiently. To achieve this goal, school bus operator
trainees must be thoroughly instructed in the fundamentals and techniques of operating
school buses, and the requirements of various school laws, state and county rules,
policies and regulations.

At the completion of this training program, each school bus operator must exhibit a
thorough knowledge of the content of this training program by successfully
demonstrating proficiency both by the passage of a written examination and a driving
skills examination. These elements, combined with a physical examination, drug and
alcohol screening, criminal records screening, driving record screening and proper
licensure, all combine to create a person who is properly equipped to be a school bus
operator.

This latest revision of the training manual will enable West Virginia's school bus
operators to move into the twenty-first century as among the best trained and qualified
school bus operators in the nation. This enables our school transportation system to
remain the safest form of transportation available to anyone, anywhere.

State Superintendent of Schools



SECTION A
INTRODUCTION TO
SCHOOL BUS OPERATOR ROLE AND RESPONSIBILITY
TABLE OF CONTENTS
OBJECTIVES
OVERVIEWYOUR RESPONSIBILITY
YOUR VEHICLE
STATE/COUNTY STANDARDS FOR OPERATOR SELECTION

REPORT FORMS

OBJECTIVES

By the end of this unit, the students should be able to:
1. Describe the responsibilities of members of the pupil transportation system.
1.1 WV Code of Conduct - Policy 5902
2. Describe the requirements for selection of school bus operators.
3. ldentify how emotional and physical characteristics affect the operator's tasks.

4. Identify proper reporting and recording procedures.

OVERVIEW:

Before you get behind the wheel of a school bus, there is a great deal you need
to know about yourself, your responsibilities and those with whom you work.

The transportation of passengers to and from school is a necessary part of an
educational program. Competent school bus operators and standard operation of
buses must be realized if a safe, efficient, and economical transportation program is to
be realized.

Learning to drive a vehicle the size of a school bus is a difficult task, involving
knowledge of related information, visual skills, judgments, decisions and accurate
responses. The way in which you learn to perform this sort of task will have a
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marked effect on your on-the-job performance. You must learn to recognize hazards,
understand defenses, and take prompt evasive action.
1. YOU ARE IMPORTANT

It is evident that YOU, the school bus operator, are a very important person with
a responsible part to play in our educational system. Your basic function is to provide
transportation for passengers to and from school and as needed to complement the
instructional program. It is important that this be done safely and efficiently. School bus
safety involves much more than merely running a shuttle service. Efficient bus
operation prevents accidents. If passenger transportation is to be efficient, it must be
safe.

In most instances, you will be the first representative of the school system to
meet the children in the morning and the last to see them at night. While the children
are on the bus, their safety is in your hands. Passengers you transport will be as safe
as you intend them to be. You can successfully accomplish this assignment and be
respected and appreciated as a person who is performing a difficult and necessary
service. You are in a position to have a large influence on a child's attitude toward
school.

2. YOU ARE A MEMBER OF THE "SAFETY TEAM."

Perhaps in no other area of education does a local board of education or school
administrative staff, accept more responsibility for student life and welfare
than during the mass movement of children in school transportation vehicles on the
public highways, streets and roads of our state. It is absolutely essential that
you provide adequate equipment and constantly strive to improve operational safety
and efficiency. Most accidents result from errors in sight judgment and action on the
part of the vehicle operator. You, as a member of the "safety team", are responsible to
make every trip a safe trip.

YOUR RESPONSIBILITY:

A professional school bus operator must accept responsibility. When you drive a
bus load of children to school every day in all kinds of hazardous highway and weather
conditions, you are charged with a grave responsibility. Just like a ship's captain or an airline
pilot, precious human lives depend upon your experience, skill, judgment and attitude.

The vital link to safety, proper driver attitude, knowledge and skill is not just acquired,
but must be developed through your interest in safe driving. Not only with intensive pre-
employment training, but with continuing education activities, do you upgrade your ability to
cope with the constantly changing driving environment. You must be constantly re-
evaluating your driving technique.

Developing and maintaining safe driving habits requires consistent practice and
periodic refresher courses. No one knows "the real you" as well as you do. Therefore,
it is important that you honestly evaluate yourself to be sure that you are physically and
mentally prepared for driving your bus.

1. You must be sufficiently rested to be free from fatigue.

2. You must be free from adverse effects of drugs, medication or alcohol.

3. Your personal appearance, grooming and language must be acceptable

within your community.
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4.  You must exhibit the mature mental adjustment and emotional stability
needed to cope with the unexpected, as well as, unusual situations.

5.  You must have an interest in the welfare and needs of others.

6 You must be willing to display patience and understanding.

YOUR EMPLOYER:

Your employer provides your salary, benefits, a safe working environment
(equipment) and establishes qualifications, policies, procedures and regulations for you
to follow. The employer also provides supervision necessary to help you provide
efficient transportation service within the scope of the established policies and
procedures. You are depended upon for safe, efficient and economic operation of your
vehicle and for an attitude and conduct that will enhance school, community and
public relations.

YOUR SUPERVISOR:

Someone in your school system is assigned the responsibility of monitoring your
performance as an employee. Your supervisor is another member of the "safety team”
and is vitally interested in the safety of your riders as well as efficiency and economy of
operation, and needs your cooperation. You must be prepared to:

Accept responsibility.
Accept authority.
Exhibit interest in employment continuously.
Carry out assignments completely and cheerfully.
Gain a working knowledge of written school policy.
Communicate with your supervisor.
Communicate and discuss problems of discipline, condition of bus,
condition of highway, changing conditions of various stops for pick up
and discharge of passengers, with your supervisor. The objective of
routing buses is more than merely getting pupils to and from school. Of
major importance is minimal risk to the pupils and efficient use of buses.
Be alert for and discuss with your supervisor:
a. Unnecessary interference with traffic patterns and flow.
b. Possible pick up and discharge of pupils on home side of street.
c. Safest procedures when pupils must cross street, to or from bus.
d. Hazardous locations such as dangerous intersections, hills, curves.
e. Possible avoidance of railroad grade crossings.

NoakwnNpE

YOUR PASSENGERS:
You should establish a positive relationship with your passengers. Your
passengers conduct will depend a great deal on what you say or do.
1. You should greet passengers in a friendly manner.
2. You should use established discipline procedures.
3. You should realize that the average student wants to be treated fairly, equally
and as an adult.



4. Most of your students desire recognition of their good traits and behavior.
5. You must maintain an authoritative, yet friendly relationship with all students.
6. You must use positive reinforcement of good conduct.

PARENTS:

Parents are vitally concerned with the safety of their children and will be a
positive force in assisting you with problems on the bus. Occasionally through lack of
information or misunderstanding, some parents may react negatively. Learn how to
properly inform and work with parents. Parents should realize that passengers are
expected to sit and be reasonably quiet without causing a disturbance throughout the
bus ride.

1. Your discussion concerning a school official or school policy with distraught

parents should be done without malice.

2. You should not repeat rumors or idle gossip, but rather communicate facts to
proper authorities.

3. You have a responsibility to parents to be on time, be courteous and be
cooperative.

4. You shall exercise maximum safety by practicing and displaying good and
proper driving skills at all times.

5. You should recognize when you need assistance from school officials in
solving parent, passenger or driver conflicts.

YOUR FELLOW EMPLOYEES:

The people with whom you work, usually desire the same courtesy and
friendliness that you do. You can help to make their job, as well as yours, a rewarding
experience.

1. Be courteous at all times.

2. Be helpful to other school employees.

3. Aid other drivers in checking out lights and use proper driving practices in the
area of other buses.

4. Cooperate to promote a congenial working environment by refraining from
personal attacks, but rather compliment good work and deeds.

YOUR VEHICLE:

Your school bus is a special vehicle. It is an expensive and well designed
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machine with many special safety features to protect the children you transport.
It is your responsibility to maintain your bus in a safe condition -- ready to do the
job.

"School Bus" means every motor vehicle owned by a public or governmental
agency and operated for the transportation of children to or from school or
privately owned and operated for compensation for the transportation of children
to or from school.

WARNING SIGNAL SYSTEM:

8-light System: 17C-12-8(b), Code of West Virginia (b) "It shall be unlawful to
operate any flashing warning signal light on any school bus except when any
said school bus is stopped or is slowing down to stop on any street or highway
for the purpose of permitting school children to board or alight from said school
bus.”

The 8-light system automatically takes care of activating the "red" flashing lights.
The "amber" flashing lights must be properly activated at approximately 200 feet
or 5 to 10 seconds prior to making the stop.

The "stop arm" and "crossing control arm"” should automatically activate with the
"red" flashing lights, when using the 8-light system.

It is the transportation system's responsibility to avoid unnecessary obstruction of
traffic, by establishing loading zones off the main traveled portion of the highway
whenever possible (with the approval of administration). In such cases the
flashing warning lights are not to be used.

When it is necessary for passengers to cross the roadway, while the bus is in the
loading or unloading area, the bus shall stop in the proper traffic lane and
activate the flashing warning lights.

USE OF HEADLIGHTS:

WYV Code 17C-15-2 - School buses are required to display headlights any time
they are in operation on any road or highway.

YOUR PUBLIC
Public relations is developing a positive opinion people have of us individually
and as a part of our school system.

1. COURTESY

By the way you do your daily job, you each contribute favorably or unfavorably to

9



public relations. The careful, courteous bus operator makes good impressions.
The careless, thoughtless operator leaves harmful impressions and creates
traffic hazards. For example, if you weave in and out of traffic, you attract more
unfavorable attention and more comment than the operator who observes proper
lane usage and conforms to speed limits. One discourteous, irresponsible act
reflects an unfavorable image on other members of the pupil transportation
team.

You are important in the public relations picture. Give thought for a few
moments to these facts:

a. You represent your school system before the public.

b. Your example is reflected in public opinion on school matters.

c. While completing your daily route, you have more contact with the public than
any other school group since:

1. large numbers of student riders are involved.
2. other highway users view the school buses.

d. Observers expect proficient driving skills and take good performance for granted,
and are usually quick to complain of poor driving.

2. COMMUNICATION

You should talk to the individual riders, explain requirements to them and secure
their cooperation as a follow-up to group instructions. This type of communication
between driver and passenger should be a constant activity. Help passengers to
understand and voluntarily follow what is generally considered to be normal and proper
behavior on the school bus.

Building desirable public relations is a continuous process. It depends much on
the attitude each one brings to their work each day. The driver who is proud of his/her
part will not intentionally hurt their system's reputation: he/she will add to it.

This sustains public relations -- the good opinion of the public and of fellow
workers. The term "public relations” is misleading because it suggests good relations
with only the public. But good relations within one's organization are essential, too.

Public relations begin with fellow drivers, teachers, principals, supervisors, the
superintendent and board of education members. An organization whose members
have mutual friendliness, interest and respect has met a major requirement of good
public relations.

The public expects you to observe every law and safety practice in the operation
of a school bus. Extending courtesies to other users of the streets and highways is a
positive indicator of your dedication to the responsibilities of school bus operation and

will be a tremendous influence for acceptance of the total school program by the public
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you serve.
ENFORCEMENT OFFICERS:

You should consider enforcement officers part of the "safety team."” Their job, as
well as yours, is to assure safety on the highways. Their authority and experience may
be invaluable to you.

State Police and/or qualified State School Bus Inspectors may inspect your bus
to assure that it is equipped and maintained for safe operation. This is an advantage
and protection for you, as well as your passengers. Your full cooperation is required.

They will also assist you in enforcing the safety law requiring motorists to stop
when the red flashing warning lights are in operation on your bus. Areas or locations
where frequent hazardous operation of other motor vehicles endanger your
passengers, will usually be promptly checked by enforcement officers when requested
through your supervisor.

STANDARDS FOR SELECTION OF SCHOOL BUS OPERATORS:

Federal standards for school bus operator selection are stated in general terms
and serve as guidelines for state and local use.

West Virginia standards are stated in more detail. They are also more
restrictive. Care has been exercised to avoid discrimination against any person or
persons. The purpose of the added restrictions is to provide competent bus operators
that are well qualified to offer safe and efficient transportation to our passengers.

You will be provided a copy of Policy 4336, West Virginia School Bus
Transportation Policy and Procedures Manual. Your instructor will discuss the details of
school bus operator qualifications as listed therein.

Many persons are selected as new school bus operators each year. School
systems have the responsibility of hiring drivers based on their local recruitment and
selection policies.

The goal in bus operator selection should be to provide the highest possible
quality of transportation service. Each new school bus operator should be selected with
the idea of improving the transportation system.

Few occupations involve a more urgent need for proper safety attitude than of
driving a school bus. In addition to the responsibilities of professional driving, school
bus operators must account for the well-being of the passengers daily entrusted to their
care.

School bus operators actually "hold the lives of the pupils in their hands.” The
many decisions that must be made each mile actually determine whether or not the
pupils will arrive at their destination safely. Selection, training and motivation of bus
operators must be designed to prevent accidents. Selection is the key to safety. With
the right selection, training and motivation will be much more effective.

STATE SELECTION REQUIREMENTS:

1. Must have had at least three year's driving experience as a licensed operator.
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2. Must be free from communicable disease and meet all the established physical
requirements.

3. Must meet certification training and testing and requirements.
4. Must submit a fingerprint for a pre-employment criminal records check.

5. Must pass a pre-employment alcohol and drug screen as required by the Omnibus
Transportation Act of 1992.

REPORT FORMS:

1. MONTHLY SCHOOL BUS SAFETY INSPECTION AND MAINTENANCE
REPORT

The items in this report appear to be self-explanatory and all items should be
approved before the bus is operated. File this report each month with the county
school transportation director. (This is a maintenance report and does not replace the
daily pre-trip inspection.)

2. SCHOOL BUS ACCIDENT REPORT

An accident is defined as: "If your bus bumps, touches or scrapes another
vehicle or object so as to leave a mark on either the bus or the other object.” A verbal
report shall be made immediately, and a written report shall be made within 24 hours to
the county transportation director of any accidents in which the bus or passengers have
been involved.

Give this report to your county transportation director in duplicate. The form
should be helpful in determining safety standards in school bus operation in the future,
in addition to showing that you have carried out your responsibility by making an official
report of exactly what happened in so far as you are able to determine. In case of an
accident involving serious injury to persons or property, solicit aid of the state police and
county transportation director in preparing a detailed report. This report must bear the
signature of the school bus operator and county transportation director.

3. SCHOOL BUS SUPPLY RECORD
List amounts of supplies and dates they were used on your bus.

4. DAILY OPERATING SCHEDULE

This form, for both morning and afternoon schedules should be completed as
early as possible. All items should be filled in for every line used. If stops do not have
names, you may assign names for the purpose of identification. Sufficient space
should be provided for you to add stops if they become necessary. If, after the
schedule is complete, a stop is added between stop 7 and 8, for example, the stop
should be number 7a. Every stop should be listed. A copy of this Daily Operating
Schedule should be posted in your bus for reference after this official schedule is
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approved by your county board of education or their authorized school official.

5. SCHOOL BUS SCHEDULE AND ENROLLMENT

Bus Number: List the number that identifies your bus.

Operator: Give the full name of the operator regardless of the ownership of the

bus.

Schools Served: List each school served and the number of trips to each school,

beginning with the first school served and then continuing with the other schools

in the order in which the schools are served in the morning.

Stop Number: List the bus stops in the order in which the bus stops to load

passengers in the morning, beginning with Stop No. 1. Opposite the bus stop

number you are to list the name of the stop. List all of the pupils below the bus
stop name who board the bus at that stop. This procedure should be followed
with each subsequent bus stop. It is suggested that you leave blank lines
between bus stops to take care of late enroliments and transfers.

Passengers and stop names according to bus stops. List the passengers by bus

stops in the morning schedule, leaving sufficient space to provide for all

passengers on the bus route. Be sure to list the school as a bus stop, even
though the school may be the end of the morning route. List each school at
which the bus stops, giving the name of the school, the time of the bus stop, and
the stop number.

Minutes on the Bus: Give the minutes each passenger is on the bus from the
time they board the bus until they are unloaded at school. This time may be found by
subtracting the time the passenger gets on the bus, as shown by the time of the bus
stop, from the time the passenger reaches the school they attend as shown by the bus
stop at that particular school.

Miscellaneous County Reports: Local county reports may include, but are not

limited to, reports and/or forms such as follows:
Pre-trip Inspection
Preventative Maintenance
Time Sheet
Extra Duty Assignments
Bus Shelter Reports
Emergency Evacuation Drill
Emergency Information Sheet
Discipline Report
. Personal Data Sheet

10. Abbreviated Run Report
11. Fuel Data Sheet
12. Personal/Sick Leave Form

CoNoOoO~wWNE
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OBJECTIVES

By the end of this unit, the students should have:

[ —

. Knowledge of Starting the Engine

N

Knowledge of the Clutch and Transmission

w

Knowledge of Securing the School Bus

»

Knowledge of Pre-Trip Inspection
OVERVIEW:

This unit is to teach you the basic skills necessary to operate school buses safely
and efficiently in transporting this most valuable cargo. To accomplish this, well-trained
and safety oriented drivers are required.

An established comprehensive training program will teach you the procedures for
basic driving skills and techniques, maneuvers, detecting hazards, potential hazards,
appropriate driving techniques, positioning of the school bus and emergency conditions.

School bus operators hold the greatest responsibility of any other driver today. In
past years, accidents involving school buses were caused by the school bus operators in
approximately half of all accident cases. Those school bus operators did not follow
procedures of driving fundamentals. Through practice, correct basic procedures will
become a habit and will improve your performance as a school bus operator.

To be a good bus operator, you must position yourself in control; you must be able
to reach and operate the controls in comfort and be able to see the areas all around the
bus as part of the pre-trip inspection.

1. Adjust the seat so that all controls can be operated properly and are

unobstructed.

2. Adjust (or check) all mirrors for optimum rear vision of traffic behind the bus,
and for proper vision to both sides and across the front of the bus.

3. Fasten and adjust driver safety restraint (dsr), which is to be worn when bus
IS in use.

4. Go through shift pattern with clutch depressed, if bus make is unfamiliar.
Locate and check operation of all switches and controls:

1. windshield washer/wiper

2. master switch for flashing warning lights

3. heater and defroster fans
4

. headlights and dimmer switch
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5.
6.
7.

marker lights
interior lights
other

Locate each instrument and dial on the dash panel and
determine its function:

NoakwnNpE

vacuum

air

amp

oil gauge
temperature gauge
fuel gauge

other

STARTING THE ENGINE:

The procedure used in starting a bus engine must become a matter of routine. It
must incorporate principals of safety and be performed in keeping with good engine
preventative maintenance practices.

1.

2.

Set parking brake to keep bus from moving.

Depress clutch pedal to disengage engine, if transmission is manual.
Shift gear lever into neutral position.

Turn on ignition key to complete electric circuits.

Engage starter switch with clutch depressed and gear shift in neutral.

a. Use foot accelerator sparingly. Pumping will cause carburetor flooding.

b. Bus engines will vary widely in gasoline and diesel sensitivity; therefore, do
not hesitate to ask the supervisor or bus mechanic for special techniques in
starting a particular bus.

6. Warm up engine at fast idle; do not race the engine.

7.

Check instruments to see that all are registering properly:

a. Ammeter registering in plus direction.
b. Oil gauge at middle of instrument.
c. Temperature gauge.

d. Fuel gauge registering full (or enough to complete run).



e. Vacuum gauge light is not on (for hydraulic brakes).
f. Air pressure gauge light and/or buzzer are not on (for air brakes).
g. Air pressure gauge(s) registering properly

SHIFTING GEARS AND ACCELERATING:

Gear shifting is a phase of bus driving which requires skill and practice. You must
learn the best range of speed in changing gears upward and downward. You must shift the
gears without losing your view of the road. Synchro-mesh transmissions have alleviated
most of the gear clashing. Generally, buses are equipped with a four, five or six speed
transmission.

1. Know the gear positions.
a. Check chart on lever knob or on dash.
b. Ask instructor, supervisor or mechanic.
2. Depress clutch pedal
Load and/or terrain shall dictate the appropriate gear necessary for take off.
3. Depress foot brake.
4. Release parking brake.
5. Release clutch gradually to friction point and hold. Release foot brake.
6. Depress accelerator. Hold point of clutch friction and slightly depress
accelerator to increase the power to prevent stalling.
7. Release clutch.
a. Slowly and gradually release the clutch to the remainder of pedal travel and
at the same time slowly and gradually increase the acceleration.
b. Remove foot from clutch pedal completely.
c. Pick up engine speed before shifting to higher gear.
8. Shift to next higher gear.
a. Depress clutch pedal and release accelerator.
b. Shift to next higher gear.
c. Release clutch smoothly but more quickly.
1. To prevent loss of vehicle speed.
2. Do not race the engine and slip the clutch.
d. Remove foot from clutch pedal.
e. Proceed in this gear until proper vehicle speed is reached for shifting to
next gear.
10. Repeat Step 9 procedures until the bus is in cruising gear.
11. Don't skip a gear in up-shifting or down-shifting as this causes undue engine and
clutch wear.
12. Shift up or down as may be necessary to prevent engine lugging or excessive
engine revolutions per minute (RPM).
13. In going down a hill, shift into the gear that would be used in going up the hill or

one gear lower, before starting down grade with the same load.
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SECURING THE BUS:

You must be able to secure the bus so that it will remain stationary and well
protected from unauthorized use. Follow these steps:

1. Set the parking brake.

2. Shift to low gear.

3. Check instrument for normal readings.

4. Turn off ignition and remove key.

5. Upon leaving bus, secure door.

6. Take safety equipment (fire extinguisher, etc.) to storage, if required.

SCHOOL BUS INSPECTIONS:

You must inspect your bus. Safety is the most important and obvious reason.
Inspecting your bus helps you to know your vehicle is safe. Such inspections will help
insure the safety of the motoring public, you and your passengers. Federal and State
laws, WV Department of Education and county rules and regulations require inspection
by the driver. Federal, State and county inspectors also inspect your bus. This practice
will also decrease the maintenance costs of transportation program. The few minutes
you invest may pay rich dividends in the savings of lives and property, and could be a
factor in your defense if a component or system malfunctions while the bus is in
service.

There are three types of inspections you must perform:

1. Pre-Trip Inspection
2. During a Trip Inspection
3. Post-Trip Inspection

The most extensive of the three types of inspections you will engage in is the
pre-trip inspection. During this inspection you should play like a detective,
digging into every nook and cranny, investigating for evidence that your vehicle is
either ready or not ready to transport passengers safely.

VEHICLE INSPECTION RESPONSIBILITIES:

Follow a regular routine.
Inspect inside and outside.
Listen for telltale noises.
Test vehicle components.
Make adjustments.

Report defects.

Record the inspection.

Nook,rwhE

THE MAJOR COMPONENTS INCLUDE:

1. Under hood checks.
2. Outside walk around.
3. Drivers compartment.
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4. Passenger compartment.
5. Outside checks.
6. Reporting and recording procedure.

PRE-TRIP INSPECTION PROCEDURE:

You do a pre-trip inspection before each trip to find problems that could cause an
accident or breakdown. You should do a pre-trip inspection the same way each time so
you will learn all the steps and be less likely to forget something. The following
procedure should be a useful guide.

School Bus Pre-Trip Inspection
@Qui de for the
West Virginia Dept. of Education

1. VEHICLE OVERVIEW:
a. Approach the bus and check general condition.
b. Look for damage and vandalism.
C. Looking for vehicle leaning to one side.
d Look under the engine and transmission
for evidence of fresh oil, coolant, grease, or fuel leaks.
Check for pipes, wires, hoses, etc. hanging under the vehicle.
Check the area around the vehicle for hazards to vehicle movement
(people, other vehicles, objects, low hanging wires, limbs, etc.)
g. Check for leaks & vandalism to the fuel tank. ( Check fuel cap)
2. ENGINE COMPARTMENT:
a. Check that the parking brake is on and the wheels are chocked. The
bus keys in your possession.
b. Open the hood and make sure that the safety latch, rod or cable are
in the hold position
3. CHECK THE FOLLOWING:
C. Excessive oiliness or greasiness, missing or loose parts and frayed
wires.
d. ENGINE OIL LEVEL:
1) Check oil level making sure it is above the “ADD OIL “ line.
2) Be certain that the oil level is not overly full.
4. COOLANT LEVEL:
1) Look at the sight glass in the reservoir, or remove the radiator cap
and check the fluid level. NOTE: IF THE ENGINE IS AT OR NEAR
OPERATING TEMPERATURE, DO NOT REMOVE THE RADIATOR CAP.

AN ¢))
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10.

11.

12.

13.

14.

15.

2) Check the radiator hoses and heater hoses.

3) Check for cracked, worn, frayed hoses, secure couplings, rubbing
components and listen for air leaks.

4) Check WATER PUMP for leaks, belt condition and tightness.

BELTS:

1) The belt (s) should not be frayed, no visible cracks, loose fibers, and
no signs of wear.

2) Check the belt for proper tension. Push the belt with your hand and if
it deflects more than a %.” to %" of an inch slippage is probably
excessive.

AIR COMPRESSOR:
1) Check the mounting and belt condition, if equipped.
2) Check the oil line (s) for leaks
AUTOMATIC TRANSMISSION:
1) Check the fluid level.
WINDSHIELD WASHER FLUID:
1) Check fluid level
ALTERNATOR:
1) Check the nmounting and belt condition.
2) Look for | oose wires and connections.
POWER STEERING:
1) Keep the oil level above the “ADD OIL” line
2) Check the belt for proper tension and condition, if equipped.
STEERING BOX:
1) Look for missing nuts, bolts, cotter keys, etc.
2) Look for power steering fluid leaks and damage to power steering
hoses.
PITMAN ARM:
1) Look for missing nuts, bolts, cotter keys, etc.
DRAG LINK:
1) Look for missing nuts, bolts, cotter keys, etc.
STEERING ARM:
1) Look for cracks, dents and make sure the steering arm rotates.
TIE ROD ASSEMBLY:
1) Look for dents, cracks, missing nuts, bolts, cotter keys, etc.
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16.

17.

18.

19.

20.

21.

22.

23.

FRAME:
1) Check for loose attachments, check for cracks and bent or broken
cross members,
SPRINGS:
1) Look for broken or missing leaves. Look for shifted leaves that could
come in contact with a tire, rim, brake drum, frame or body.
2) Look for cracked or broken spring hangers, broken, missing, loose or
damaged bushings or bolts, loose or missing axle mounting parts.
SHOCK ABSORBERS:
1) Check bushings and mounting and for no leaks.
BRAKES:
1) Check for secure couplings.
2) Check the BRAKE CHAMBER, for cracks, dents and it is securely
mounted.
a) Check that the push rod is not bent or binding
3) Check the SLACK ADJUSTER, for broken, loose or missing parts.
a. When pulled by hand, the brake rod should not move more the
approximately one inch.
b. Check the BRAKE DRUM for cracks or holes.
TIRES:
1) Checks tread depth for a minimum of 4/32 of an inch on the front.
2) Look for uneven wear, cuts, or damage to the tread or sidewalls. ( no
retreads on the front)
3) Check that the valve caps and stems are not missing or damaged.
4) At least once a week, check for proper inflation with a tire gauge.
5) When inflating, use manufacturing specification that is stamped on
each tire.
RIMS:
1) Check for damaged or bent rims, no repair welds.
2) No rust trails that indicate rim is loose on wheel.
LUGS NUTS:
1) Check that all lug nuts are present and not loose.
2) No cracks at lug nut bolt holes
3) Look for rust around the lug nuts. (which could indicate that the lug
nuts are loose)
HUB OIL SEAL:
1) Check to see that the wheel hub seal is not leaking.
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2) If it has a sight glass, check that oil level is adequate
24. MUD FLAP:
1) Should be secure and not damaged.
25. CLOSE AND LATCH HOOD:
26. MIRRORS:
1) Check physical condition, no loose bolts, no broken glass, etc.
DRI VER CHECK AREA:
1. SAFETY EQUIPMENT:
1) Check for a charged and a properly rated FIRE EXTINGUSHER. (ABC)
2)  Check for proper date on inspection tag.
3) Check for red reflective triangles (THREE).
4)  First aid kit, with 36 units and scissors.
5) Body fluid cleans up kit.
6) Seat belt cutter (full hand- replaceable blade within reach of driver).
7)  Spare fuses.
8)  Video securely fastened (if equipped).
2. WINDSHIELD:
1) Check for current DMV AND DEPARTMENT OF EDUCATON stickers.
2) Check for cracks, dirt, illegal stickers and other obstructions to the
drivers view.
3. INSIDE DOCUMENATION:
1)  Rules and regulations, Code of conduct, Proper registration and
current schedule.
2)  Check for condition and adjustment of sun visor ( it should never be
towards the driver).
4. TURN KEY ON AND CHECK:
1) Horn, (high and low).
2) Windshield washers and wipers: (high, low and variable speed if
equipped)
3) Heaters, defrosters & fans (high & low).
4) Dome lights.
5. ENGINE START CHECKS:
1) Depress clutch (if equipped)
2) Listen for unusual NOISES.
3) Check OIL PRESSURE GAUGE; should come up to normal within
seconds after starting engine.
4)  Ammeter should show a positive charge.
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5)
6)
7)

Voltmeter should approximately 14 volts.
Fuel; enough to make a trip.
Fuel/water separator indicator.

6. AIR BRAKE CHECK (TEST):

1)
2)
3)
4)
5)
6)
7)
8)
9)
10)
11)
12)

13)

14)

15)

16)

CHOCK THE WHEELS
If it is necessary to start the engine to build air pressure make sure
the park brake is set and transmission is in neutral ( automatic or
standard). Start engine and build air pressure to 120/125 PSI.
Turn engine off ( if equipped with a standard transmission place
transmission in low gear).
Turn KEY on.
Push park brake knob in. (release position)
After initial drop in pressure you should have no more than a 2PSI
loss in (1) minute with foot off of service brake.
Apply service brake, after initial drop there should be no more than a
(3) three PSI loss in one minute.
Pump the brake pedal (service brake) until low air pressure warning
light and buzzer come on at approximately 60 PSI.
Continue to pump the brakes until the parking brake sets, (Knob pops
out) at approximately 20 to 45 PSI.
Start engine and build air pressure up to approximately 60 PSI at
which time the low air warning devices should go off.
Continue to build air pressure up until it reaches approximately 85
PSI.
The system should build air from 85 PSI to 100 PSI within 45 seconds
at engine idle.
Continue to build air to 120/125 PSI at which time the governor
should cut out and stop building pressure.
Checking the cut in/cut out pressure of the air compressor governor
with engine at idle. Pump the bus air pressure down and the
compressor should start building air at about 100PSI and cut out
(stop building air) at 120/125 PSI.
At this time make sure that the park is set (Knob out) place the bus in
gear and pull against the Park brake.
At this time we need to test the service brake release the park brake
(Knob in) pull the bus forward at approximately (5) five MPH and
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firmly apply the service brake (foot pedal). NOTE ANY PULLING TO
ONE SIDE, UNUSUAL FEEL OR DELAYED STOPPING ACTION.
17) Set the Park brake.
7. CHECK STEERING WHEEL:
1) No more than (10) degree of play in wheel.
8. CLUTCH:
1) Depress clutch and check for free travel and engagement (if
equipped)
9. GEAR SHIFT:
1) Check for smooth operation.
10. IN SEAT CHECK:
1) Turn right signal and check indicator.
2) Turn head lights on and activate high beam. (Check indicator)
3) Turn clearance lights on.
4)  Turn strobe light on.
11. CHECK OUTSIDE OF BUS:
1) Right signal on side of bus, cowl and front of bus.
2) High beam headlights.
12. PASSANGER AREA CHECK:
1) Check stepwell light.
2) Check hand rail mounting, make sure it securely fastened.
3) Check steps and stepwell tread
4) Check entrance door glass.
5) Check service door controls. (close door)
6) Activate (8) way lights and check indicators.
7) Turnkey on if it is off.
13. WALK BACK THROUGH CHECK:
1) Check seats for loose, damaged bottoms, frames, front and back.
Make certain seat bottoms are latched if equipped.
2) Open rear emergency door and check for proper operation
instructions, buzzer and door stop.
3) Check right rear signal light.
4) Check backup lights and listen for backup alarm.
5) Check brake lights.
6) Check rear amber lights
7) Close emergency door.
14, WALK TOWARD FRONT OF BUS CHECK:
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15.

16.

17.

18.

19.

20.

21.

22,

1) Check back of seats.

2) Check emergency windows for proper operation, latches, instructions

and buzzers. ( make sure windows open fully)

3) Check strobe light.

4) Look for loose or foreign objects.

SET IN DRIVER SEAT CHECK:

1) Turn left signal light on and check indicator.

2) Turn head lights on low beam.

3) Open entrance door activate 8 way red lights and check indicator

light.
OUTSIDE CHECK: Right Hand side
1) Check clearance lights, reflectors, lettering and numbers.
2) Check storage box for chains, stretchers and wire for broken links.
DRIVE SHAFT:

1) Make sure shaft is not bent or cracked.

2) Couplings appear secure.

3) Safety loops are in place.

TIRES, INNER & OUTER:

1) Check tread depth, rear tires should not have less than 2/32 of an
inch.

2) Check for uneven wear, cuts or damage to the side walls.

3) Check for missing or damaged valve caps or valve stems.

4) Check tire atleast once a week for proper inflation with tire gauge. (if
It is necessary to inflate a tire use manufactures specifications that
are stamped on the side of the tire.)

RIMS:
1) Check for a damage or a bent rim, no welding repairs.
2) Check for rust trails which would indicate a rim is loose on the wheel.
LUG NUTS:
1) Check that all lug nuts are present and not loose.
2) Check for rust trails around the lug nuts which would indicate they
are loose.
3) Check for cracks around lug bolt holes.
AXLE SEALS:

1) There should no signs of leaking lubricants.
SPACERS: If equipped

1) Check wheels for even spacing.
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23.

24,

25,

26.

217,

28.

29.

2) Check that tires are not touching one another.
3) Check for objects between tires.
BRAKES:
1) Check for cracks, damaged or frayed hoses.
2) Check for secure couplings.
3) Check CHAMBERS for cracks, dents, and securely mounted.
4) Check that push rod is not bent or binding.
5) Is securely fastened to the slack adjuster.
SLACK ADJUSTER:
1) Check for broken, loose or missing parts.
2) Check angle between push rod & adjuster arm.
a. Angle should be a little over 90 degrees with brakes released.
b. Angle should not be less than 90 degrees brakes applied.
DRUM:
1) Check for cracks, dents and holes.
2) Check for loose or missing bolts.
SPRING/AIR SUSPENSION:
1) Check for broken or shifted leaves.
2) Check the mounts, brackets, bolts, bushings, air bags if equipped.
SHOCK ABSORBERS:
1) Check bushings and for secure mounting.
2) Check for fluid leaking from shock.
MUD FLAP:
1) Should be securely mounted and not damaged.
REAR BUS CHECK: Check for proper operation and condition
1) Clearance lights.
2) Red 8 way lights.
3) Tail lights.
4) Reflectors.
5) License plate and light.
6) Open emergency door. (Check outside lettering)
7) Automatic chains. (If equipped)
8) Check FRAME for:
a.  Cracks or bends.
b.  Noloose, cracked, bent or missing parts.
9) Check springs, mounts, shock absorbers, and if equipped air bags.
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30.

31.

32.

33.

DIFFERENTIAL:
1) Check for leaks.
LEFT OUTSIDE CHECK: For proper operation and condition
1) Check clearance lights, reflectors, & emergency window instructions.
2) Mud flap securely mounted & no damage.
3) Tires, rims, lug nuts, axle seals, & spacers.
4) Brakes. (same as right side)
5) Exhaust system.
a.  Visible parts securely mounted
b.  No separation, holes or leaks.
6) Check FRAME for:
a.  Nocracks or bends
b.  Noloose, cracked, bent, broken or missing parts.
7) Check BATTERY COMPARTMENT for:
a.  Door and latch in good operating condition.
b.  Battery tray secure.
C. Battery connections & cables in proper condition.
8) Left turn signal.
9) Check STOP ARM (SIGN) for:
a.  Proper lights, wires and cables.
b.  Air leaks and condition of boot.
FRONT OF BUS: Check for proper operation & condition of;
1) Left turn signal.
2) Clearance lights.
3) Red 8 way lights.
4) Low beam & park lights. (If equipped flashing head lights)
5) Crossing gate. (Check air boot for air leak and condition)
6) 4 way hazards.
ENTER BUS:
1) Check and adjust seat.
2) Check and adjust mirrors.
3) Check and fasten seat belt.
4) Check odometer and inter on PUPIL TRANSPORATION PRE-TRIP
INSPECTION FORM.

SPECI AL NEEDS EQUI PPED BUSSES W LL REQUI RE
ADDI TI ONAL TRAI NI NG
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DURING A TRIP INSPECTION:
a. Watch your gauges for signs of trouble.
b. Use your senses (look, listen, smell) to check for problems.
c. Bus drivers should stop at least every 2 hours or 100 miles (which ever comes
first) and check:
1. Tires, wheels, rims
2. Brakes
3. Lights
4. Doors
POST-TRIP INSPECTION:
a. Check the tires, brakes, lights, and emergency signaling devices.
b. Report any problems.

c. Drivers are responsible for conducting a walk-through inspection of the school bus
following drop-offs at each school and after the last delivery on each run segment.
Prior to departing the bus for any length of time, a walk-through inspection must
be conducted. The purpose of the walk-through inspection is to check on and
under the seats for sleeping or hiding students and to identify any items that may
have been dropped or left aboard the bus. Warning flag systems and/or
electronic means may be used. Written policies and procedures should be in
place for post-trip and post-run segment checks.

d. If the vehicle is not equipped with a child minder a written verification of the

operators examination of the interior of the bus for students, loose items and
damage shall be completed.
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SECTION C
DRIVER FUNDAMENTALS
CONTROLLING THE POSITION OF THE BUS
TABLE OF CONTENTS
OBJECTIVES
OVERVIEW
OBSERVING PROCEDURES
MAKING SURE YOU ARE OBSERVED
STEERING AND TURNING
BACKING IN A STRAIGHT LINE
BEING OVERTAKEN AND SPEED
OVERTAKING AND PASSING
STOPPING AND PARKING A BUS
RAILROAD CROSSINGS
STARTING AND STOPPING ON A HILL
SKILLS YOU WILL NEED
LONGITUDINAL SEPARATION PROCEDURE
LATERAL SEPARATION PROCEDURE
ENTERING THE FLOW OF TRAFFIC
ADJUSTING THE SPEED OF THE BUS
LANE USE AND POSITION ON ROADWAY
ESTIMATING REQUIRED SPACE
STRUCTURE WITH RESTRICTED SPACE

DRIVING ON RURAL HIGHWAYS
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DRIVING IN URBAN TRAFFIC

NIGHT DRIVING

DRIVING UNDER ADVERSE WEATHER CONDITIONS

EXPRESSWAY DRIVING
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OBJECTIVES

By the end of this unit, the students should be able to control the position of the bus by:
1. Estimating required space for the bus.
2. Observing the position of other vehicles
3. Making sure other drivers observe them.

4. Maintaining adequate separation between the bus and all other objects and
pedestrians.

OVERVIEW:

Beginning drivers too often learn to drive only under favorable driving conditions and
probably with a lighter vehicle than a school bus. Then, when they have to drive a heavy
bus under unfavorable road, light, traffic or weather conditions, they continue with the only
driving practices they have learned and run into trouble.

Special or unusual driving conditions put special responsibilities on you. They
lengthen the stopping distance or danger zone. Under unfavorable conditions, you must
reduce vehicle speed merely to maintain the same margin of safety that you keep under
favorable conditions.

You operate your bus over a variety of roads and under varied conditions. It is
necessary to adapt your driving habits to the conditions under which you are driving. On
poor roads, a considerable part of your attention should be devoted to getting through
safely with the greatest degree of comfort to the passengers and without damaging the
bus. On main highways, a large part of your attention should be concentrated on other
traffic on the road. Know how the bus is going to respond on different types of roads and
what the braking distance will be on different road surfaces -- under normal conditions and
when rain, snow, or ice is present.

Observing Procedures:

You must observe and be prepared to respond to other vehicles in the following
situations:

1. When unusual noises occur.

2. Vehicles approaching from ahead.

a. Approaching intersections and interchanges.
b. Before attempting to pass.

c. When overtaking cars ahead.

d. Approaching parked cars.
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e.

When entering traffic.

3. Vehicles following from behind.

a.

b.

C.

d.

e.

General.

When changing lanes.
When preparing to pass.
When leaving traffic.

When entering traffic.

f. At intersections and interchanges.

g.

When slowing and stopping.

4. Cross traffic.

5. Other road users:

a. 12-15 Second Rule - look 12-15 seconds down the road.

b. S-1-P-D-E Process -

1. Sense - center scan-check instruments and mirrors.
2. ldentify - where, when, how, relating to senses.

3. Predict - ability and process assumption.

4. Decide - determine action to be taken.

5. Execute - behavior action taken.

c. Commentary driving - say aloud what you see.

National Safety Council
1. Recognize the hazard
2. Understand the Defense

3. Act correctly in time
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Being Observed:

Make sure that you are observed by other drivers and road users through the
following:

1. Use of brake lights when slowing or stopping.
2. Use of turn signals when changing lanes.
3. Use of lights, horn and appropriate acceleration when passing.

Separation:

You must maintain adequate separation -- a safe margin of space between your
bus and other vehicles as follows:

1. Longitudinal separation
a. following distance
b. overtaking

2. Lateral separation
a. passing
b. being passed

. approaching oncoming vehicles

(9]

o

. approaching parked vehicles

D

. approaching turning vehicles
f. approaching other road users
OBSERVING PROCEDURES:

1. You must be able to respond to specific AUDITORY CLUES for the environment
(which includes other traffic, pedestrians, and animals) in order to drive safely.

a. Attempt to identify the sources of unusual sounds, including sounds of
emergency vehicles, screeching tires, horns and whistles, (trains, etc.).
b. Look in the direction of the noise, using the mirrors to help locate the
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sound.

Note whether the noise is continuous or intermittent or whether its
intensity is increasing or decreasing as an indication of whether the
source of the sound is approaching or leaving, or completely irrelevant
to the intended path of your bus.

Audibility may be improved by opening the window. In addition, to
improve the detection of warning signals, minimize passenger noise

level within the bus.

2. Observe Vehicles Ahead
When negotiating intersections:

a.

b.

1.

2.

Observe the oncoming traffic for an indication of a left turn.
If turning left, check to make sure that the oncoming traffic has not
anticipated a green light.

Look ahead and note indications of vehicles leaving parking spaces

by:

1. Observing the vehicle driver's hand signals or activated directional
turn signals.

2. Noting the vehicle's lighted back-up lights or brake lights.

Observe other traffic when negotiating a safe exit from parking spaces.

1. If parked at an angle and backing out, check the traffic behind and
the vehicles to each side of traffic behind and the vehicles to each
side of the bus.

2. If parked at an angle and exiting facing a traffic lane from a

3.

perpendicular space, check the traffic to both sides of the front of
the bus.

If parallel parked and a parked vehicle is ahead, check for traffic
before entering the roadway.

Observe the vehicle ahead and do not pass if the lead vehicle is:

1.
2.
3.

o gk

Signaling or otherwise indicating a left turn.
Changing lanes preparing to pass.
Weaving or Wandering
a. In this case, sound the horn or flash the headlights to alert the
driver of the lead vehicle. If the weaving does not cease, wait
until you can pass with at least one-half lane separation.
Decelerating suddenly.
Passing children, cyclists or animals.
Being passed by another vehicle.
a. In this case, wait until the lead vehicle has been passed, your
view of the road ahead is clear and an acceptable gap is
present.

Adjust your speed to changes in the speed of the lead vehicle. Not

ind

ications of reduced speed, such as:

1.
2.

Hand signals from the lead vehicle driver.
Activations of the lead vehicle's brake lights or directional turn
signals.
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3. Vehicles in front of the lead vehicle which are changing speed,
causing the lead vehicle's speed to change.

f. Watch for slow-moving vehicles on a long or steep upgrade and
downshift. Some states require vehicles going less than 40 mph to use
their emergency flashers.

g. Check the traffic to the front and rear when entering traffic.
Specifically:

1. Yield to the rear-approaching traffic.

2. Look for a suitable gap in the traffic.

3. Note the vehicle that you plan to enter behind and activate the turn
signal as the vehicle passes.

3. Observe vehicles behind in order to drive safely.
a. In general, you should be able to react appropriately to being followed.

Specifically:

1. Make smooth gradual stops and observe the roadway and traffic
ahead to anticipate stop requirement.

2. Check mirrors frequently to assess the traffic situation behind.
Watch for tailgating vehicles and for the following vehicles
directional signals indicating an intent to pass.

3. Avoid looking at the mirrors if being followed closely at night by a
vehicle with high beams on.

b. Look for rear-approaching traffic in the new lane when deciding to
change lanes. You should:
On multi-lane roads, look for vehicles about to enter the new lane
from the far adjacent lane.
Check all mirrors to observe vehicles passing in the new lane,
following vehicles closing fast from the rear in the new lane, and
following vehicles about to enter the new lane.

c. When approaching an upgrade, check the traffic for trucks or other
heavy vehicles that may be "highballing”, i.e., approaching a long or
steep hill with excessive speed.

d. When negotiating a downgrade, periodically observe the traffic behind for
vehicles which may be accelerating excessively.

4. Observe cross traffic in order to drive safely.

a. Observe the traffic ahead and from the left and right when approaching
and traversing intersections. Specifically:

1. Watch for vehicles which are close and fast approaching the
intersection and decelerate or stop to permit those vehicles to
clear the intersection.

2.  Watch for vehicles approaching from the left and signaling a right

turn. Prepare to enter the intersection only after the vehicle has
begun the turn.
If your vision is obscured (e.g., by buildings, trees, parked,
vehicles, etc.), stop at the intersection and edge forward slowly.
b. Observe other traffic when moving with traffic. Specifically:
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1. Scan the traffic situation and the roadway on tour well ahead, in
addition to watching vehicles surrounding the bus.
2. Periodically observe vehicles in adjacent lane(s) in case that lane is
needed for maneuvering or passing.
5. Observe pedestrians and animals in order to drive safely.
a. You should respond to pedestrians and animals appropriately. Specifically:
1. Watch for pedestrians or animals entering the roadway from the
front of or between parked vehicles.

2. Watch for pedestrians near intersections, crosswalks, and school
crossings. Decelerate and proceed cautiously if pedestrians are
near.

3. When stopped at intersections and noting pedestrians waiting to
cross with large or heavy objects, remain stopped to allow the
pedestrians to proceed.

b. Watch out for animals (domestic and wildlife) in the roadway.
c.  When in danger of striking a pedestrian or cyclist, check the traffic for
space
d. to take evasive action and reduce your speed.
Add here any particular observation techniques you find useful and include other
things to observe that are pertinent in your area if they aren't covered in this section.
Now you'll practice observing, being observed, and maintaining separation while
actually driving on the road. Your instructor will describe the planned route and
review the Commentary Driving Technique by the following planned exercises.

MAKING SURE YOU ARE OBSERVED:
You must be able to utilize signaling devices and technique to ensure that other
drivers are aware of your intentions and to warn other drivers of potential hazards.
1. Signal appropriately to traffic behind you under the circumstances indicated:
a. Signal your intention to decelerate or stop, by using brake lights -
1. When determining the suitability of a parking space.
2. When preparing to park parallel or to exit from a parking space.
3. When parking at an angle.
4. In response to the actions of the vehicles ahead.
b. Signal your intention to change lanes or direction, by using directional turn
signals well in advance.
2. Signal your intention to pass:
a. To the lead vehicle -- by flicking your headlights at night or by sounding
the horn.
b. To traffic following -- by activating the left turn signal well in advance of
initiating the passing procedure.
3. Signal appropriately your intention to turn, using directional signals:
a. When leaving a parallel parking space to enter traffic.
b. When leaving traffic.
c. Atintersections at the appropriate time.
d. When approaching and entering an off-ramp without a deceleration lane.
e

. When leaving an off-street area facing traffic.
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f. When preparing to change lanes or direction.
4. As a warning to other drivers:
a. Tap the brake pedal lightly --
1. To signal following traffic (and to reduce speed) if the lead vehicle
changes speed.
2. To signal following traffic if an oncoming vehicle starts across the
center line.
b. Flash headlight beams or sound the horn --
1. To signal an oncoming vehicle that he has crossed the center line.
2. When the occupants of a parked car are about to exit on the roadway
side.
c. Sound the horn --
1. When passing a stopped vehicle in the roadway.
2. When approaching the crest of a hill on a narrow road, in order to
alert oncoming vehicles.
5. Sound the horn.
a. To alert animals (domestic and wildlife) in the roadway of the school bus's
approach.
b. When in danger of striking a pedestrian or cyclist.

STEERING AND TURNING:

To be classified as an expert driver, you must be able to assume the correct
steering position and make all the turning maneuvers correctly and smoothly. Learn the
correct procedures necessary to prepare for the turn, make the turn, and re-enter the
traffic pattern. When you're confronted with an unusual turn or turnaround, turn with
extreme caution. Today's speed limits and the super-highway systems upon which the
school buses may travel, forces you to use added skills and judgment in making turns
properly and safely.

1. Steering positions

a. Grip the steering wheel with both hands.
b. Hands shall be positioned on opposite sides of the steering wheel.
c. Hands on outside of steering wheel and thumbs on top or outside of wheel.

2. Use your eyes. Be continually aware of the entire area around your bus.

a. Eyes should be constantly on the move to obtain the "big picture”.
b. Look ahead; use left side, right side and mirrors.
c. Scan mirrors every 3 to 5 seconds.

3. The push-pull steering method is recommended for minor steering

corrections.

4. Hand over hand method may catch thumb in clothing, safety chain on wrist

watch, bracelets, etc., which are hazards to steering.

5. Preparing for turns. Good signaling is very important to the safe operation of

the school bus.
a. Check traffic to the front and rear of the bus.
b. Give proper signal to move vehicle into proper lane.
c. Switch on turn signals 100 or more feet ahead of turn.
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d. Signal early, signal continuously and cancel signal.
6. Making right turn.
a. Give proper right turn signal.
b. Reduce speed and downshift to proper gear needed to execute turn.
c. Position bus in right lane.
d. Check for clear right of way.
1. Traffic signals, sign, pedestrians or vehicles.
2. Use both outside mirrors.
e. Execute the turn.
1. Make turn smoothly without strain on the engine.
2. Brake to a safe speed and down shift before entering the turn. Never
shift gears during a turn.
3. Check right mirror while executing turn.
4. Enter the right most lane available and check turn signal for
cancellation.
5. Steer wheel back into position -- do not let steering wheel spin wheels
back into position.
6. Avoid "question" mark or "button" hook right turn.
7. Making left turn.
a. Give proper left turn signal.
b. Reduce speed and downshift gear.
c. Position bus to the left edge of the lane.
d. Check for clear right of way.
1. Traffic signals, signs, pedestrians or vehicles.
2. Use both outside mirrors.
3. If necessary to stop, keep front wheels straight and brake
pedal depressed.
a. Prevents drifting and activates stop lights.
b. Prevents being shoved into line of approaching traffic if
struck from the rear.
e. Execute the turn.
1. Drive into the intersection, make turn smoothly and without
strain on the engine.
2. Check left mirror while executing turn.
3. Never shift gears in a turn.
4. Enter the highway in the left-most lane available and check
turn signal for cancellation.

e. After completing the left turn upon multiple lane highways pick up
speed, activate right turn signal and move into right hand lane as soon
as reasonably possible.

8. Making a turnaround.

a. Give brake signal well in advance of turnaround.

b. Stop bus in proper position on roadway.

1. One bus length ahead of road to be backed into.

2. Check traffic front and rear.

3. Visibility should be 500 feet in either direction.
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4. Have traffic move around bus if possible.
5. Back into roadway or driveway using mirrors.
6. Re-enter roadway, with caution, checking traffic.

BACKING IN A STRAIGHT LINE:
You must be able to back straight into a given space without allowing the bus to
scrape or hit stationary objects.
Stop bus in correct position to back.
Using mirrors, check that way is clear.
Put transmission in reverse.
Using mirrors, back slowly and smoothly in a straight line.
Stop at desired point without hitting any object.
Be positive no pedestrians are in area into which you will be backing.
An expert driver must be able to skillfully back the bus when absolutely
necessary. However, never back the bus when there is an acceptable
alternative.

NoakwnNpE

BEING OVERTAKEN AND PASSED:
1. When there is no possible hazard:
- stay in right hand lane
- maintain speed
2. When another vehicle is also approaching from the opposite direction
creating a hazard for the vehicle trying to pass you:
- Slow bus to allow vehicle to safely pass before oncoming vehicle reaches
you, or
- Move to parking lane or leave roadway if it seems that passing vehicle
can't complete the pass before oncoming vehicle reaches you.
3. When on a narrow road, following traffic is built up, and a regular stop is not
coming up soon:
- Pull to side of road (if possible) using right turn signal and stop.
- Allow vehicles to pass.
- Activate left turn signal.
- Resume position on road and continue run.

OVERTAKING AND PASSING:
Usually, you won't have to overtake and pass other vehicles, but when it's
necessary, follow these steps:
1. Using mirrors, check that the traffic following the bus is clear for passing.
2. On a two lane road, check that there is no on-coming traffic and check traffic

signs and markings to determine if passing is allowed.

Activate the left turn signal well in advance of passing.

When clear, pull smoothly into passing lane.

Deactivate left turn signal.

Move smoothly past the vehicle at a safe speed.

Activate right turn signal.

Nookow
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Move back into right lane when at least 1 1/2 bus lengths ahead of passed
vehicle.
Deactivate right turn signal.

Maintain safe speed.

EXTRA CAUTION: Signal your intention to pass -- to the lead

vehicle -- by flicking headlights at night or by sounding the

horn:

1. When the lead vehicle's vision to the rear is obscured by a trailer, open

trunk lid, ice or snow on the rear window or objects in the rear window.

2. When the lead vehicle is about to pull out and pass.

3. When the lead vehicle moves laterally toward the bus.

4. When the driver of the lead vehicle appears inattentive.

DO NOT PASS if the lead vehicle is:

1. Signaling or otherwise indicating a left turn.

2. Changing lanes preparatory to passing.

3. Weaving or wandering - in this case, you may sound the horn or flash the
headlights to alert the driver of the lead vehicle, and if the weaving does
not cease, wait until you can pass with at least one-half lane
separation.

Decelerating suddenly.

Passing children, cyclists or animals.

Being passed by another vehicle - in this case, wait until the lead vehicle
has been passed, your view or the road ahead is clear and an
acceptable gap is present.
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STOPPING AND PARKING A BUS:

Stopping a school bus smoothly and within the limits of safety is another sign of
expert driving. As a good operator, you have the vehicle under control at all
times and know that braking distances increase greatly as the speed and weight

2.

of the bus increases. With an ideal reaction time of 3/4 of a second, you must
realize that at 20 mph the average stopping distance is 62 feet, and at 40 mph the
stopping distance is 209 feet or more than three times as great.

The skillful operator also knows that by using correct stopping procedures, the
maintenance costs on the braking system will be less.

1.

Stopping when in a low gear or 10 mph and less.

a. Release accelerator and depress clutch pedal.

b. Apply brakes gradually by increasing pressure.

c. Reduce brake pressure slightly, but not completely just before

coming to a stop to prevent jerking.

d. Shift gear lever into neutral position.

e. Release clutch and remove foot from pedal.
Stopping when in cruising gear.

a. Release accelerator and depress brake pedal.
b. When proper mph is obtained for any gear, downshift to next lower gear.

1. Will reduce heat build up.
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2. Reduce excessive brake wear.
c. Downshift can be very effective and smooth.
1. Third gear of 5-speed transmission.
2. Second gear of 4-speed transmission.
3. Parking the bus.
a. Shift lever into low gear to provide maximum braking power by the engine.
b. Turn wheels into curb.
c. Turn off ignition and remove ignition key.
d. Release clutch and take foot off pedal.

e. Set parking brake (parking brake may freeze in wet cold
weather).
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RAILROAD CROSSINGS:

Many accidents could be eliminated through planned safety procedures for
crossing railroad tracks. Learn these procedures and practice them until they
become automatic actions.

Chapter 17C, Article 12, Section 3 West Virginia Code:

"Certain vehicles must stop at all railroad grade crossings.

(&) The driver of any motor vehicle carrying passengers for hire, or of any school
bus carrying any school child, or of any vehicle carrying explosive substances or
flammable liquids as a cargo or part of a cargo, or of any vehicle owned by an
employer which, in carrying on such employer's business or in carrying
employees to and from work, is carrying more than six employees of such
employer, before crossing at grade any track or tracks of a railroad, shall stop
such vehicle within fifty feet but not less than fifteen feet from the nearest rail of
such railroad and while so stopped shall listen and look in both directions along
such track for any approaching train, and for signals indicating the approach of a
train, except as hereinafter provided, and shall not proceed until he can do so
safely. After stopping as required herein and upon proceeding when it is safe to
do so the driver of any said vehicle shall cross only in such gear of the vehicle
that there will be no necessity for changing gears while traversing such crossing
and the driver shall not shift gears while crossing the track or tracks.

Crossing railroad tracks represents one of the greatest hazards insofar as mass
casualties and fatalities are concerned. STOP, LOOK, and LISTEN. All school buses
loaded or empty should stop for railroad crossings as a matter of safety if not a matter

of law.
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Railroad-highway Crossings

Types of Crossings

Passive Crossings. This type of crossing does not have any type
of traffic control device. You must stop at these crossings and
follow proper procedures. However, the decision to proceed

rests entirely in your hands. Passive crossings require you to
recognize the crossing, search for any train using the tracks and
decide if there is sufficient clear space to cross safely. Passive
crossings have yellow circular advance warning signs, pavement
markings and cross-bucks to assist you in recognizing a crossing.

Active Crossings. This type of crossing has a traffic control
device installed at the crossing to regulate traffic at the crossing.
These active devices include flashing red lights, with or without
bells and flashing red lights with bells and gates.

Warning Signs and Devices

Advance Warning Signs. The round, black-on yellow warning
sign is placed ahead of a public railroad-highway crossing. The
advance warning sign tells you to stop, look and listen for the
train. See Figure 10.5.
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ROUND YELLOW
WARNING SIGN

Figure 10.5

Pavement Markings. Pavement markings mean

the same as the advance warning sign. They

consist of an “X” with the letters “’RR” and a no passing
marking on two-lane roads.

There is also a no passing zone sign on two-lane
roads. There may be a white stop line painted on
the pavement before the railroad tracks. The front
of the school bus must remain behind this line
while stopped at the crossing. See Figure 10.6.
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Figure 10.6

Crosshbuck Signs. This sign marks the crossing. It
requires you to yield the right-of-way to the train. If
there is no white line painted on the pavement, you
must stop the bus before the crossbuck sign.
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