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                       BUS DRIVER REVIEW CHECKLIST
Bus Driver Name: ________________________________________________________________



Center: _______________________________________
Date: __________________________
Review the following job responsibilities and check any items to be focused on to facilitate individual professional growth and enhance program quality.  Attach to NMCAA evaluation for drivers in their training period (three times during a school year/every 90 days).  For experienced drivers, the checklist will be completed two times a year, with the second checklist accompanying the NMCAA Annual Performance Review.

	Item(s) Reviewed
	Focus for Growth
	Specific Job Responsibilities

	
	
	Ability to meet school bus driver certification requirements.

	
	
	Ability to obtain a Commercial Driver License with an S endorsement.

	
	
	Have no more than 6 active points on license.

	
	
	Ability to meet Department of Education Physical examination requirements.

	
	
	Ability to meet Department of Education competency levels of driving skills. Including the completion and maintenance of Michigan Department of Education Bus Driver Certification.

	
	
	Meet Federal Department of Transportation drug/alcohol requirements.

	
	
	Complete other training as required.  (Including CPR and First Aid).

	
	
	

	
	
	Job Responsibilities

Flexible hours may be required to accomplish the duties/responsibilities described below:

	
	
	Performance Abilities:

	
	
	Experience and comfort in operating a vehicle while transporting children.



	
	
	Familiarity with the geographic service areas.



	
	
	Knowledge of local, state and federal rules, regulations, ordinances and laws regarding school bus operation.



	
	
	Alert and able to exercise good judgment concerning emergencies, disabled vehicles and abnormal driving conditions.



	
	
	Uphold NMCAA, Motor Vehicle and Head Start vehicle and passenger rules and regulations.




	Item(s) Reviewed
	Focus for Growth
	Job Responsibilities

Flexible hours may be required to accomplish the duties/responsibilities described below:

	
	
	Recordkeeping:

	
	
	Assist in planning and scheduling of bus routes and maintaining a daily schedule.



	
	
	Responsible for the daily and regularly scheduled vehicle maintenance as recommended by the manufacturer or agency policy and procedures.



	
	
	Maintain accurate records of vehicle operations.  Submit the Daily Inspection Form to the Director of Operations on a weekly basis.



	
	
	Inform the teacher of any child absences and reasons why (if known).



	
	
	Conduct a minimum of 3 emergency evacuation drills and submit documentation to the Director of Operations.



	
	
	Report vehicle and/or student accidents/injuries to the Director of Operations and his/her designee, and complete the appropriate form(s).



	
	
	

	
	
	Job Responsibilities

Flexible hours may be required to accomplish the duties/responsibilities described below:

	
	
	Drive safely and defensively at all times.

	
	
	Daily communication with the center teacher staff regarding bus activities and concerns.

	
	
	Attend parent meetings when requested by the Director of Operations or his/her designee.

	
	
	Maintain acceptable communications with the Director of Operations, Center staff, parents and the public.

	
	
	Exhibit a positive image as a representative of the NMCAA Head Start program.

	
	
	Ensure that all passengers are secured in seat belts or restraint systems as necessary.

	
	
	Ensure the no children are left unattended on the bus at any time.  Must conduct a complete walk through on the bus at the end of each run.

	
	
	Arrange for a sub bus attendant if necessary.

	
	
	Act as a Liaison between parents and the center, and promote positive involvement in the program.

	
	
	Be available for scheduled field trips and center meetings.

	
	
	Adhere to the NMCAA Guidance Policy and implement positive behavior management techniques.

	
	
	Adhere to NMCAA Confidentiality Policy at all times.

	
	
	Adhere to the scheduled work hours as required.



	
	
	Meet as requested with supervisor for evaluation of job performance.



	
	
	Perform other duties as assigned.




	YES
	NO
	THE FOLLOWING MUST BE COMPLETED WHILE

OBSERVING THE DRIVER DURING A RUN

	
	
	All objects on board are secured (First Aid Kit, fuses, clipboard, children’s backpacks, toys, etc.)



	
	
	All required emergency equipment is on board and secured:

First Aid Kit:  Contains only the following items: (2) 4” bandage compress, (2) 2” bandage compress, (2) 1” bandage compress, (1) 40” triangle bandage with 2 safety pins, (1) roll gauze, (1) 3” elastic bandage.



	
	
	Fire Extinguisher:  minimum 2A-10



	
	
	Fuses / Flares: 3



	
	
	Triangles: 3



	
	
	Seat Belt Cutter



	
	
	

	
	
	Complies with all applicable driving laws:

	
	
	Correct use of “red lights”.



	
	
	Stops at all railroad crossings.



	
	
	Other:




Teacher Signature: _______________________________________________
Date:___________

Bus Drive Signature: ______________________________________________
Date:___________

Director of Operations Signature: ____________________________________
Date:___________

Comments:
Distribution: Original: Director of Operations      Copies: Driver’s classroom file, Site Supervisor, and HR Director
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