
Driver Handbook Updates – 2020-21 school year 

1.5 Driver Requirements 

All Transportation safety sensitive employees are subject to random drug and alcohol screens and are 
also subject to an annual limited inquiry of their Federal Motor Carrier Safety Administration (FMCSA) 
Drug and Alcohol Clearinghouse record.  This will be requested by Transportation on the Driver’s behalf. 

3.3 Route Bidding 

Routes shall be selected by drivers, in order of seniority, at the annual driver in-service.  Drivers may also 
select to do mid-day routes, or other biddable work, at that time, as long as these routes are available.  
Your selections will determine your total block time, which is used to determine benefit calculations.  
Your block time should mirror the time it takes to do your route, but may be adjusted to ensure the 
block matches the actual time as much as possible.   

As part of the bid process, a driver may choose any bus, subject to the operating requirements of that 
route.  Certain routes will be designated as “large routes” and these shall be given “large bus” priority 
status.  Should a driver choose a large bus for a non-“large route,” the driver may have to cede their 
choice to a driver who has a “large route.”  If this occurs, then the driver may then choose any of the 
remaining non-selected buses from the list. 

4.3.1 Check-In Process 

Bremerton School District’s Transportation Department has one operations base:  200 Bruenn Ave, 
Bremerton, WA 98312.  When driving a personal vehicle on district property please be alert to 
pedestrians and vehicles at all times.  Be sure to lock personal vehicle. The district is not responsible for 
lost or stolen personal articles. 

As part of complying with the Governor’s “Stay Home, Stay Healthy” proclamation and Kitsap County’s 
Pathway to Recovery Playbook, we will observe the requirements until the COVID-19 pandemic is 
declared over.  This means complying with the Safety and Health Requirements outlined in the recovery 
phase active on any particular day.  As of July 10, 2020, Kitsap County is still in Phase 2, and we will be 
following the Phase 2 guidelines.   

As a result, drivers are to do the following at the beginning of their shift: 

• Drivers will take their temperature prior to leaving their home.  If the driver has a temperature 
of 100.4 or higher, they are considered to have a fever, and they must not report to work.   

• Drivers will check in with dispatch as soon as they arrive to the department.  They will be asked 
if they are experiencing symptoms of COVID-19 symptoms. These include: fever, cough, 
shortness of breath, fatigue, muscle aches, or new loss of taste or smell.  In addition, drivers 
may be subject to having their temperature taken when they arrive at Transportation. 

• Drivers will check their mailbox and with Dispatch for any changes to their route or any other 
pertinent information. 

• Drivers should check for special instructions, reroutes and detour information at check in and 
are responsible for checking bulletin boards on a regular basis for changes to policies or 
procedures or other information affecting operations. 

• After checking in with Dispatch, go to the bus to begin the pre-trip inspection.   
 



4.3.3 Sanitizing guidelines 

During each run, drivers are to: 

• Keep at least every other student window down to the first notch. 
• Open the driver’s side window to ensure ventilation 
• Activate the overhead fans (both at the front of the bus and in the middle of the bus, if 

equipped) 
• Push up the rear portion of the roof hatches, weather permitting 

After each run/school drivers are to: 

• Check for students and left articles 
• Use the district-supplied sanitizer spray on surfaces touched by students.  These include (but not 

limited to): 
o Seating areas 
o Handrails 
o Driver’s area 

After the morning and evening run drivers are to use one of the district-supplied fogging machines to 
spray additional sanitizer throughout the bus.  The procedure is as follows: 

• Look for one of the sanitizing foggers.  As of this writing, there are seven (7) fogging machines in 
the transportation department. 

• Ensure there is sanitizing liquid in the reservoir.  If there is no liquid, please contact the 
mechanic coordinator or supervisor for a refill 

• Ensure the battery is providing power to the machine.  Spare batteries are available for the 
machines. 

• Starting at the rear of the bus and working your way towards the front of the bus, hold the 
fogger level at a height above the seats, point the spray end away from you, and activate the 
machine.  Wait to move until you see a steady spray of sanitizer coming out of the machine 
before you start moving towards the front of the bus. 

• Once completed, either return the machine to its storage location or give it to the next driver 
requiring the machine. 

Section 6 (You and Your Students) outlines interactions between drivers and students.  The following 
changes are to be made in order to mitigate risk during the ongoing COVID-19 pandemic: 

6.3.1 Loading at Bus Stops 

Procedures for loading students at bus stops: 

• Eight Light System Process 
• Check front and rear traffic 
• Activate amber warning lights 

• 35 mph or less – 100’ to 300’ 
• Greater than 35 mph – 300’ to 500’ 

• Gradually apply brakes 
• Stay in traffic lane (except when off-road loading) 



• Do not block an intersection 
• Stop approximately 12’ away from the students 
• Activate stop paddle using sequencing switch 
• Leave foot on brake pedal 
• Set Parking Brake 
• Set transmission to Neutral 
• Crossing students wait for your signal 
• Count students getting on/off bus 
• Mirror check – Account for all students 
• Close door 
• Set transmission to drive 
• Release Parking Brake 
• Check mirrors 
• Turn off reds using sequencing switch 
• Check front and rear traffic 
• Accelerate smoothly away from stop 

• Students must arrive at the bus stop at least five (5) minutes and no more than ten (10) minutes 
before the bus is due. 

• Students are to be in an orderly line off the main traveled portion of the roadway. 
• Students are to follow social distancing guidelines to the fullest extent they can at all times. 
• Students must wear facial coverings of some sort at all times when on the bus.  There will be 

students who have been granted exceptions to the cloth facial covering requirement. 
• Students must use district-provided hand sanitizer prior to boarding the bus.  Hand sanitizer 

dispensers will be available to students as they enter the bus. 
• Buses must stop no closer than twelve (12) feet from students. 
• Drivers are to make sure all traffic is stopped completely before students are allowed to board 

or disembark the bus. 
• Students loading on the service door side of the bus must remain in an orderly line and not 

approach the bus until the service door is opened and the Driver signals that it is safe to load. 
• Students who must cross the roadway must wait until signaled by the Driver that it is safe to 

cross.  Students must watch for traffic before and as they cross. 
• Students should go directly to the first available seat with no pushing.  towards the back of the 

bus and fill each seat at one person per seat.  Students residing in the same household will be 
allowed to sit together.  

• Students should be seated in the following manner: 
• Until the COVID-19 pandemic is declared over, the 1st through 5th grade suggestions 

need not be followed.  If a Kinder student wants to sit with a sibling, the sibling should 
come up front. 

• In addition, students are to sit no more than one student per seat.  Students who reside 
in the same household may sit with each other, up to the capacity of that seat. 

• Kindergarten students in the front seats 
• 1st grade through 3rd grade no further back than the first emergency exit, if possible 
• 4th grade through 5th grade may sit in the back of the bus 

• Driver has authority to assign students to a seat in any student seating location on the bus for 
any reason, and at any time.  It is strongly recommended that seats be assigned, especially if 
contact tracing becomes necessary at any time. 



Driver must check for late arrivals, e.g., runners, and ensure all students are seated before proceeding. 

6.3.2 Unloading at schools 

Procedures for unloading students at schools: 

• Students will wait until the bus is completely stopped and the service door is opened before 
standing to disembark. 

• Students will unload row by row starting at the front of the bus, working towards the back, and 
exit in an orderly manner. 
 

6.3.3 Loading at schools 

Procedures for loading students at schools: 

• Drivers must be on the bus when students are loading to properly supervise the process even if 
before bell time.  Drivers will not use a personal electronic device when students are present. 

• Students will remain in an orderly line safely away from the bus until the bus is stopped and the 
service door is opened. 

• If students are not orderly and safely away from the loading space, the Driver will not proceed 
to the loading space and/or open the door until this is accomplished. 

• Students will not push, shove, or become unruly. 
• Students are to follow social distancing guidelines to the fullest extent they can at all times.  
• Students must wear facial coverings of some sort at all times when on the bus.  There will be 

students who have been granted exceptions to the cloth facial covering requirement. 
• Students must use district-provided hand sanitizer prior to boarding the bus.  Hand sanitizer 

dispensers will be available to students as they enter the bus. 
• Students should be seated in the following manner: 

o If possible, load bus by stop order, with last stops towards the back and first stops towards 
the front. 

o Until the COVID-19 pandemic is declared over, the 1st through 5th grade loading suggestions 
need not be followed.  In addition, if a Kinder student wants to sit with a sibling, they may 
do so. 

o In addition, students are to sit no more than one student per seat.  Students who reside in 
the same household may sit with each other, up to the capacity of that seat. 

o Kindergarten students in the front seats, if they have no siblings on the bus 
o Until the COVID-19 pandemic is declared over, the 1st through 5th grade suggestions need 

not be followed.   
o 1st grade through 3rd grade no further back than the first emergency exit, if possible 
o 4th grade through 5th grade may sit in the back of the bus 

• Driver has authority to assign students to a seat in any student seating location on the bus for 
any reason, and at any time. It is strongly recommended that seats be assigned, especially if 
contact tracing becomes necessary at any time. 

 
Making a rule that the very back seat of the bus is reserved exclusively for 5th, 8th, or 12th graders is 
strongly discouraged.  This can cause bullying or behavior issues when other students try to sit there.  
The natural tendency of 5th, 8th, and 12th graders is to automatically choose the very back seat.  Good 
behavior, not a rite of passage, should determine a student’s right to remain in the back of the bus. 
 



6.7.2  CSRS Equipment 
 
If CSRS equipment (booster seats or safety vests) is used, please ensure it is sprayed with disinfectant at 
the end of the run. 
 
 

 

 


