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[bookmark: _Toc69978589]Preface 
 
[Enter division name] provides transportation for students requiring access to school in accordance with Board Policy and Administrative Procedures for Student Transportation, The Education Act, 1995, and The Traffic Safety Act. Provision is also made for special use of buses to enable students to participate in educational and extracurricular activities. 
 
This manual provides bus drivers with information they require to provide the best possible service to our students, parents/guardians and staff. 
 
The school division transports approximately _____students daily, traveling ______ kilometres on ___ bus routes. The safety of students and staff is of highest priority.  



 
“Success and achievement for every student in every school” 
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[bookmark: _Toc69978590]Chapter 1A: Duties, Roles and Responsibilities of Bus Drivers


[ENTER DIVISION NAME]






[bookmark: _Toc69978591]Job Description of Bus Driver 


Position Profile: 	The bus driver is responsible for the safe, efficient and punctual transportation of students. Related responsibility includes the transportation of adults and students on approved extra-curricular and other Board approved excursions.

Directly Reports To: 		Transportation Foreman
Indirectly Reports To:		Transportation Supervisor
				Manager of Facilities & Transportation	


Required Education, Knowledge, Qualifications and Experience:
· Hold and maintain a ‘Class 1 – 5’ Driver’s License with a School Bus “S” Endorsement.
· A clean driver’s abstract.
· Satisfactory results from a medical examination in accordance with Board Administrative Procedures and The Highway Traffic Act.
· Related training such as courses in first aid or defensive driving would be considered an asset.
· Previous experience in the operation of a school bus would be considered an asset.
· Knowledge of highway and school bus legislation and regulations would be considered an asset.

Required Skills and Abilities:
· Ability to work independently with minimal supervision.
· Ability to work in a team oriented, collaborative environment.
· Good communication skills required in order to interact with fellow drivers, children, parents and teachers in a respectful manner. 
· Ability to work in varied climates.
· Employees must be physically fit and able to handle various tasks involving lifting, bending, twisting, turning, and climbing. Lifting up to 50 lbs. occasionally, and up to 20 lbs. frequently.
· Employees must demonstrate patience and maturity and must enjoy working with children.
· Ability to develop and maintain positive work environment.
· Ability to prioritize multiple demands and effectively manage time.
· Present a professional attitude and appearance.

Supervision of Staff:
This position does not involve the supervision of staff.

Duties and Responsibilities: 
Without restricting the generality of this job description, the bus driver shall perform such duties and responsibilities as may be assigned including, but not restricted to, the following:


Student Related Duties:
· Advise students (families) of pick-up and drop-off times prior to the start of the year.
· Advise all students of bus rules at the start of the year.
· Advise substitute bus drivers of bus rules specific to the route. Substitute drivers are expected to uphold the regular driver’s rules.
· Provide supervision of students during transit and assist in supervision during boarding and unloading.
· Keep students on the bus until regular school supervision is provided.
· Manage passenger behavior by quickly and effectively solving discipline problems.
· Promptly advise the Principal and Transportation Foreman, Transportation Supervisor and Manager of Facilities & Transportation of any discipline problems on the bus or of any damage caused by a student to the bus.
· Comply with safety, traffic and bus regulations as well as Division & Transportation Admin Procedures in order to operate the bus in a safe and courteous manner.

Bus Care
· Minimum bus cleanliness requirements:
· Sweep the floor and empty garbage cans daily.
· Dust and wipe down the interior area of the bus as required.
· Wash the exterior and interior of the bus as required and as weather and road conditions permit.
· Ensure that all lights and windows are cleaned prior to the start of every run.
· During colder months, ensure the bus is plugged in for sufficient time to promote easy starting and longer engine life. 
· Check and maintain all fluid levels.
· All buses must always maintain no less than ½ tank of fuel at all times.
· Report any bus malfunctions or needed repairs to the Transportation Foreman.
· Return spare buses cleaned in and out, full of fuel with fluids checked and ready for the next user.
 
General:
· Report all accidents immediately to the Transportation Foreman, Transportation Supervisor and Manager of Facilities & Transportation.
· Complete all applicable paperwork as required.

· Submit all required reports and documentation, including but not limited to:
· Copy of renewed driver’s license
· Annual SGI abstract
· Conduct oneself in a manner appropriate to an educational institution that provides services to children.
· Be willing to engage in lifelong learning with respect to professional development, training, in-service and courses of study.
· Perform other duties as may be required or assigned by the Transportation Foreman.
· Be knowledgeable about and supportive of Administrative Procedures and directives. 
Judgement, Independence and Client/Peer Contact:

Confidentiality (Reference applicable policy)
At no time should a bus driver discuss in public information pertaining to anyone in the School Division.  A Bus Driver is expected to respect the confidential nature of the position by avoiding discussion about any topics that are not formally communicated to the public by the administration of the school or the School Division.  Breaching confidentiality is a serious violation of acceptable conduct.

Independence
A bus driver is expected to work independently and as a team member of the Transportation Sector, all Schools and the Division Office as required.

Working Jointly with Other Staff on Common Assignments or Tasks
This position can involve working jointly with other support staff, division office staff and school-based administration on a daily basis in support of the goals of the school division.

Responsibility for Quality of Assigned Work:
The employee is under supervision and is responsible for the quality of the work and is expected to seek clarification and direction on any matters of concern.

[bookmark: _Toc69978592][bookmark: _Hlk520204988]Section 1A.1: Role of Bus Drivers 
1. The bus driver’s central role is to transport students safely and efficiently to and from school and school-related activities.  In fulfilling this role, bus drivers shall: 
a. Perform duties as assigned by the Manager of Facilities & Transportation. 

b. Abide by directions outlined in this manual. 

c. Work under the direction of the Transportation Foreman.  

[bookmark: _Toc69978593]Section 1A.2: General Duties of Bus Drivers 
 
1. [bookmark: _Hlk14270328]Bus drivers shall: 
 
a. [bookmark: _Hlk14270768]Be in possession of the School Bus Log supplied by the Saskatchewan Government Insurance Vehicle Standards & Inspection Agency.
 
b. Be familiar with this manual and regulations contained within the School Bus Log.  
 
c. Follow the prescribed bus route unless you have notified the Transportation Foreman with a valid reason for not. 
 
d. Shall be courteous at all times to students, school staff, and the public. Personal neatness and cleanliness must always be kept in mind. Clothing should be in good repair. Clothing and hats with derogatory slogans (e.g., alcohol or drugs) are not permitted. 

e. [image: ]Wear Personal Protective Equipment (PPE) 

i. Enclosed heel and toe footwear with flexible slip resistance soles. (See picture for approved footwear)
[image: ]
ii. Safety glasses, applicable gloves.    

iii. Long pants/long sleeved shirts must be worn when performing the following tasks:

f. Fueling and daily School Bus Deficiency/Inspection Reports

Always refer to the safety data sheet for hazardous products.     
 
g. [bookmark: _Hlk14270821]Ensure that bus rules are posted in the school bus and enforced. 

2. [bookmark: _Hlk536784810][bookmark: _Hlk14270274]Bus drivers shall render assistance to students entering or leaving the bus when age or other conditions make such assistance necessary or appropriate.   

3. [bookmark: _Hlk536784749][bookmark: _Hlk536784714]Bus drivers shall not use tobacco products on school buses, school division vehicles or on any other school division property. 

a. Tobacco Product Definition - is defined to include any lighted or unlighted cigarette, cigar, pipe, bidi, clove cigarette, e-cigarette, vapors, and any other smoking product, and spit tobacco, also known as smokeless, dip, chew and snuff, in any form.

4. [bookmark: _Hlk14270940]Cell phone use is prohibited while in motion. A cell phone can only be used to check voicemails or text messages that pertain to your route or to call your foreman when you are legally parked with the park brake applied.
a. All use of any type of ear buds/headphones is prohibited.

“Eyes and Mind on Task”

5. Daily Student Tracking- ( Division specific)

Insert example here if applicable 




[image: ]
[image: ]

[bookmark: _Toc69978594]Section 1A.3: General Bus Maintenance 
 
1. Bus drivers shall, through the performance of general daily maintenance inspections, ensure that their bus is in clean and sanitary condition before transporting students. 

2. Before Annual Inspection/Maintenance appointments your bus must be clean including the under carriage (interior/exterior). Maximum 30 minutes wash time, if more time is needed approval from your Transportation Foreman is required.
 
3. Bus drivers who fail to maintain a clean and sanitary bus will receive progressive discipline. 

4. Bus Drivers must notify Transportation Foreman if an oil change/service repair is required.

5. Bus Drivers must bring their bus in on the scheduled day, unless other arrangements have been made with the Transportation Foreman.
 
[bookmark: _Toc69978595]Section 1A.4: Student Conduct 
 
1. In Charge of Discipline 
Bus drivers shall follow the concept of “in-loco-parentis” (in place of the parent) and must exercise discipline in a manner that would be expected of a kind, firm and judicious parent. 
 
2. School Bus Rules 
At the beginning of the school year, bus drivers shall communicate all posted rules of acceptable behaviour and personally communicate their expectations regarding student behaviour. The following general rules apply to all students traveling on a school bus: 

Parental Responsibilities:
a. To inform the driver when their child or children will not require bus service.

b. [bookmark: _Hlk520205488]To ensure their child or children are ready to board the bus at the appointed pick-up time.

c. To ensure their child or children are dressed appropriately for the weather conditions.

d. To arrange billets for their child or children in the event of severe weather, and ensure the school has this information. 

e. To promote good conduct by their child or children on the bus.

Student Responsibilities:
a. Show respect to the driver and to understand the driver is in charge at all times while they are on the bus.
 
b. Abide by bus driver seating assignments. 
 
c. Observe the instructions and directions given by the driver when boarding or leaving the bus.
 
d. No student is to attempt to board or leave the bus while it is in motion.
 
e. Remain in their seats while the bus is in motion. 
 
f. Be ready to board the bus at the appointed pick-up locations/times both before and after school.
 
g. The use of tobacco products, alcohol and non-medical drugs are prohibited on the bus.
 
h. Profanity is not permitted. 
 
i. No part of the body is to protrude out of an open window on the school bus.

j. School conduct on the bus is to be consistent with the good conduct that is expected in the classroom.

k. Eating and drinking only allowed at the driver’s discretion.

3. Dealing with Discipline Concerns (Division specific) 
Bus drivers shall maintain discipline and use a progression of disciplinary actions when behavioural concerns arise.  The following measures are provided by way of example: 
 
a. Initially, bus drivers should discuss discipline concerns with student individually. 
 
b. If, after discussion, student conduct does not improve, bus drivers must follow the procedures below: 
 
i. Contact the Transportation Foreman, seeking suggestions for alternative solutions. 
ii. Fill out a Student Report Form and submit to your Transportation Foreman (form to be filled out at the time of the incident, as soon as it is safe to do so).
iii. Contact parents for additional support and reinforcement of required behaviours. 
iv. Contact Principal for additional support and reinforcement of required behaviours. 

4. Consequences for Failing to Display Good Conduct on the School Bus 
If efforts to maintain discipline do not achieve required results, bus drivers shall report their concerns to the Principal and the Transportation Foreman as follows: 
 
a. If a student continues to misbehave, despite efforts of the bus driver to work with that student, the bus driver shall submit a written report (Student Report Form) to the Principal and Transportation Foreman. The driver can recommend to the Principal that bus service be refused to any student who misbehaves or fails to abide by the rules established for the bus.  

b. The Principal has the authority to decide on the consequence(s) that is to be applied to a student for failing to abide by the rules.
 
c. Should a student be suspended from bus riding privileges, the Principal shall inform the following persons: (Reference applicable policy)
 
i. The parent or guardian of the student
ii. The Transportation Foreman
iii. Transportation Supervisor
iv. Manager of Facilities & Transportation
v. Superintendent of Schools or designate

d. Should the Principal recommend a suspension of longer than (3) days for failing to display good conduct on a school bus, the Superintendent of Schools or designate will follow a course of action in accordance with Reference (Division specific policy) 

[bookmark: _Hlk48031962][bookmark: _Toc69978596]Section 1A.5: Reporting Accidents, Incidents, Near Misses or Property Damage 
 
1. Reference: (Specific Division Policy)– Injury Reporting System

2. Definitions:

a. Accidents 
An unwanted, unplanned event that results in a loss (production, property or human).
 
b. [bookmark: _Hlk14867707]Incidents 
An unwanted, unplanned event that results in or could have resulted in a loss (production, property or human).

c. Near Miss
An unwanted, unplanned event that didn’t but could have resulted in a loss (production, property or human).
 
3. Reporting Accidents/Incidents/Near Misses or Property Damage 

General Reporting:
a. Complete Incident Report Form and submit to the Foreman or designate.

b. Participate in the follow up investigation of incident, near miss, accident or property damage.

c. [bookmark: _Hlk46907348]Obtain the name and plate number of any other person involved in the motor vehicle accident. 
 
d. Consult the Transportation Foreman before the bus is moved from the accident scene. 
 
e. Complete a Student Report Form, if applicable and ensure a copy is given directly to the Principal/Vice Principal by the driver and a scanned copy is sent to the Foreman from the school scanner.

f. Report any damages to the Transportation Foreman or designate. Complete and submit incident report form to the Foreman.
 
g. When able to do so, contact the Principal particularly if the accident, incident or student behavior results in an alteration to the regular schedule or other circumstances that might impact school operations. 




	[image: ]

4. Traffic/Criminal Code Violations  
Under The Traffic Safety Act, bus drivers must report the following situations to the Manager of Facilities & Transportation or designate: 
 
a. Any ticket violations received while driving any type of [enter division name] vehicle. 

b. Any type of Criminal Code Violations received whether it be in a [enter division name] or personal vehicle must be reported to the Director of Education of the charges. Reference (Specific Division Policy) 

c. Drug or alcohol related incidents. 

5. Fines 
The following applies to situations where a traffic violation summons, or a ticket has been issued to a bus driver: 
 
a. Bus drivers who are cited for any type of violation must pay fines with their own funds. 
 
b. Traffic violations become part of the National Safety Code (This document is for internal use by the Transportation Sector staff only).  In this document, the driving record of all employees is summarized, and demerits are assigned. 
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[bookmark: _Toc69978597]Chapter 1B: Employment: Conditions & Compensation 


[ENTER DIVISION NAME]




[bookmark: _Toc69978598]Section 1B.1: Conditions of Employment 
 
1. General Terms of Employment 
Bus drivers are employed under the conditions of their applicable collective agreement. 
 
2. [image: Image result for conditions of employment image]Required Documentation 
All drivers are required to produce the following documentation:  
 
a. A valid Class 5 Driver’s License. This includes every renewal.

b. A Criminal Record Check of good standing, which includes a Vulnerable Sector Check. 
 
c. A current driver’s abstract. 

d. “S” Endorsement. Must provide SGI Driver Examination Certificate.

e. Completed WHMIS 2015 education.

3. Criminal Record Check 
Transportation will review the prospective bus driver’s criminal record check.  
Regarding this review: 
 
a. A positive result allows the hiring process to continue. 
 
b. Criminal Record Checks that cite a conviction will be assessed by the Director or designate. 
 
4. Driver’s Abstract 
The driver’s abstract is reviewed to see if there are any convictions showing. This process is continued each succeeding year in August (in the case of continued employment).  

5. Ongoing Evaluation 
Bus drivers are evaluated a minimum of once every 3 years through an on-bus evaluation carried out by the Transportation Foreman. 
 

6. Complaints Regarding Bus Drivers 
Complaints against bus drivers are handled as follows: 
 
a. Complaints against bus drivers are kept on file in the Transportation Shop and/or personnel file.    
 
b. Documents on file can become part of the permanent file of a driver.   
 
c. Drivers will receive written notification when a letter has been put in their permanent file. 

7. [bookmark: _Hlk14271484]Changing Routes 
The following conditions apply to changing bus routes: 
 
a. Bus drivers may apply for another bus route if posted on the website.  
 
b. All routes are posted for competition.   
 
c. It is the driver’s responsibility to review the website and keep current on driving positions across the school division. 

d. Drivers may be changed from routes for efficiency purposes. 

8. [bookmark: _Hlk14699056][bookmark: _Hlk14699157]Roles & Responsibilities

Employer

The Act, section 3-1(1)(j), defines an “employer” as:

“a person, firm, association, or body that has, in connection with the operation of a place of employment, one or more workers in the service of the person, firm, association or body.”

 An employer has responsibilities under the legislation to:

· Provide and maintain a safe and healthy workplace;
· Ensure that legal health and safety requirements are met by complying with the Saskatchewan Employment Act and the Occupational Health and Safety Regulations (2020);
· Define responsibility and accountability for health and safety in the workplace;
· Inform workers of their rights and responsibilities for a safe workplace;
· Establish and maintain an effective occupational health committee (OHC) and ensure it functions effectively and efficiently;
· Consult and cooperate with the OHC and/or representative(s) and resolve concerns in a timely manner;
· Assist OHC members to obtain appropriate training that will enable them to fulfill their duties;
· Establish and maintain an effective Safety Management System;
· Ensure personal information is protected and only disclosed as allowed in legislation (e.g. The Saskatchewan Health Information Protection Act)
· Identify all hazards and risks to the workers, and establish safe work practices and procedures to eliminate, reduce or control those hazards;
· Conduct workplace inspections and correct sub-standard conditions of the workplace;
· Allocate sufficient resources (money, time, equipment, and people, including competent managers and supervisors) to implement the Safety Management System;
· Ensure managers and supervisors are trained, supported, and held accountable for fulfilling their workplace health and safety requirements;
· Provide workers with legislated health and safety information and training;
· Ensure workers are trained in all matters that are necessary to protect their health, safety and wellness;
· Ensure that all work is sufficiently and competently supervised; 
· Ensure workers are not exposed to harassment;
· Ensure there is a plan to limit or prevent the exposure to violence (verbal, physical, psychological);
· Provide for the safe handling, use, storage, and transport of hazardous materials;
· Ensure personal protective equipment (PPE) is available to workers;
· Ensure incidents and occupational diseases are reported to the appropriate authority;
· Ensure medical/first aid resources are provided as necessary;
· Provide a safe means of entrance to, and exit from, the work site; and
· Inform and train volunteers regarding safety policies and procedures related to their duties so as to enable them to work and act safely.

In addition, the employer should ensure that basic human resource functions promote a safety focus (e.g., safety expectations are written into job advertisements, position descriptions and performance expectations).

Supervisor

The Act section 3-1(1)(dd) defines a “supervisor” as:

“an individual who is authorized by an employer to oversee or direct the work of the employer’s workers.”

A supervisor has responsibilities under the legislation to:

· Ensure the health and safety at work of all workers who work under their direct supervision and direction;
· Ensure that workers under their direction comply with the legislation;
· Ensure workers under their direct oversight and direction are not exposed to harassment;
· Understand and ensure his or her compliance with workplace health and safety requirements;
· Co-operate with the OHC, helping it to do its job properly, and ensure all workers support committee members in their health and safety activities;
· Ensure hazards are identified and proper measures are taken to control the risks associated with those hazards;
· Inspect work areas and correct unsafe acts and conditions;
· Instruct and coach workers to follow safe work procedures;
· Ensure that workers comply with legislation;
· Ensure only authorized, trained, and competent workers operate equipment;
· Ensure the necessary PPE is provided to workers and used properly;
· Ensure equipment is properly maintained;
· Know how to safely handle, store, and dispose of chemical and biological substances at the workplace;
· Develop and implement emergency workplace procedures;
· Ensure workers are trained in emergency workplace procedures and know what to do in the event of an emergency;
· Report and investigate all incidents and dangerous occurrences;
· Promote health and safety awareness in the workplace; and
· Co-operate with other parties in dealing with health and safety issues.

Worker

 The Act, section 3-1(1)(gg), defines a “worker” as:

“an individual, including a supervisor, who is engaged in the service of an employer.”
A worker has three rights under the OH&S legislation; namely to:

 Know about hazards in the workplace.
Participate in OH&S activities.
 Refuse work if the work is unusually dangerous.

A worker has responsibilities under the legislation to:

· Take reasonable care to protect his or her health and safety and that of others in the workplace;
· Refrain from causing or participating in harassment;
· Co-operate with any person exercising a duty under the legislation;
· Understand and follow legislative requirements;
· Use safety equipment, machine guards, safety devices, and PPE as required by the legislation, and as required and provided by the employer;
· Report all unsafe acts and workplace hazards to his or her supervisor;
· Take initiative to resolve unsafe situations within the scope of his or her responsibility;
· Follow safe work practices and procedures;
· Report all work related incidents, dangerous occurrences, injuries, or illnesses to his or her immediate supervisor;
· Participate in OHC activities; and 
· Co-operate with the OHC and others on health and safety issues.

*** Failure to comply may result in discipline and/or termination***

 Contractor

The Act, section 3-1(1)(g), defines a “contractor” as:

“A person who, or a partnership or group of persons that, pursuant to one or more contracts, directs the activities of one or more employers or self-employed persons involved in work at a place of employment.”

A written agreement or contract will be developed between the (agency) and the contractor to do work for the agency.  The employer must designate a site manager in charge of the operations to ensure that the contractor policy is followed and there is compliance with safety policies and procedures.  

A contractor has responsibilities under the legislation to:

· Ensure a safe worksite that is without risk to the health of employers, workers, self-employed persons, patients, clients or residents at the place of employment;
· Address safety matters that he or she has control over;
· Provide the employer/self-employed person with any information which may affect the health and safety of his or her workers, patients, clients or residents;
· Post any prescribed notice in a conspicuous location in the workplace where the contractor is working; and
· Comply with legislation. 

Supplier

The Act, section 3-1(1)(ee), defines a “supplier” as:

“A person who supplies, sells, offers or exposes for sale, leases, distributes or installs any biological substance, chemical substance or any plant to be used at a place of employment.”

A supplier has responsibilities under the legislation to:

· Take reasonable precautions to ensure that any biological or chemical substance or any products supplied to a workplace are safe when used according to instructions provided by the supplier;
· Provide written instructions for safe use of product(s) supplied to the employer; and
· Ensure that product(s) comply with legislation.

Volunteer

As volunteers are not technically employed in the service of an employer, the legislation does not apply to them.  However, in the best interest of safety and risk management, volunteers should be expected to:

· Act safely; and
· Abide by all safety policies and procedures of the employer.
· Please see Administrative Procedure 490 – Volunteers 

Reference: The Saskatchewan Employment Act 
The Occupational Health and Safety Regulations, 2020

Safety Rules

We are all accountable for our actions and are expected to comply with the provisions of the [enter division name], Transportation Sector policies, procedures and code of conduct.
1. Accidents, injuries, property damage, unsafe conditions and near misses must be reported promptly to your supervisor and complete an incident report form. 
2. Always be aware of your surroundings at all times. 
· Bus drivers anytime you have parked your bus, walk around prior to moving.
3. Always hang on to hand rails entering and exiting bus.
4. Ensure you are wearing appropriate winter clothing for winter conditions. Be a role model.
5. Always follow WHMIS 2015 education and training, read the Safety Data Sheets.
6. Use proper body mechanics when washing, cleaning bus or checking fluids. 
7. Wear enclosed toe and heal footwear with slip resistant soles. 
8. Use the Personal Protective Equipment (PPE) identified for the task being performed to protect your health and safety.
9. Do not use a cell phone until safely parked at a stop, off the road way. Apply parking brake and turn on hazard lights.
10. Keep your bus clean, all lights must be visible at all times.
11. Practice proper hand hygiene (wash your hands).



Health & Safety Policy 
	______

STATEMENT OF COMMITMENT TO HEALTH & SAFETY

Background

In Saskatchewan the employer is required by law to promote and protect the safety of workers in the workplace.  This document provides the [enter school division] public declaration of its commitment to safety.

Statement of Commitment to Health and Safety will be posted in a location visible to all employees, such as the OHC bulletin board.

Commitment

The [enter school division] is committed to providing a safe and healthy work environment for all individuals (employees, students, visitors, contractors and volunteers).

The [enter school division] recognizes the duties, rights and responsibilities of all workers and will ensure that all workers are aware of these and other conditions embodied in provincial legislation.  The [enter school division] declaration does not preclude all employees’ responsibilities and accountabilities in achieving a safe work environment for all.

The [enter school division] will establish and maintain an occupational health and safety program as part of its Safety Management System to ensure the goals of this policy and the right of participation of all workers.  The [enter school division] will support safe work procedures through the funding of adequate equipment, programs, training and through the establishment of standards for safe work practices.

The [school division] will adopt and preserve the following safety philosophy statements:

· The safety of workers is as important as the safety of students, visitors and contractors.
· Workers have a right to work in a safe and healthy workplace.
· Health and safety is everyone’s responsibility based on the workplace responsibility system (WRS).
· Working in a healthy and safe way is a condition of employment.
· All hazards will be identified and controlled through regular formal and information workplace inspections.
· Health and safety education and training will be consistent and ongoing.
· Health and safety meetings will be held regularly, with worker input encouraged.
· All incidents and dangerous occurrences will be reported and investigated.
· Safety applies to all employers, supervisors, workers, volunteers, students, contractors, self-employed resources and suppliers in their dealings with the [enter school division].
This policy shall be reviewed every three years by the [enter school division] as part of the safety program review and/or whenever there is a change of circumstances that may affect the health and safety of workers, or a change in OHS legislation.
References
The Saskatchewan Employment Act, Part III, Section 3-20.
The Occupational Health and Safety Regulations (2020), Section 3-11.


[bookmark: _Toc69978599]Section 1B.2: Driver Abstract Review Process 
 
1. Establishment of Abstract Review Committee 
This committee shall be comprised of the Manager of Facilities and Transportation, Transportation Foreman, and Administrative Assistant.  This committee operates as follows: 
 
a. In August of each year, the Administrative Assistant shall prepare a summary report that includes the identification of individual abstracts to be reviewed by the committee. 
 
b. In August of each year, the Manager of Facilities & Transportation will set a meeting date for the committee to review identified abstracts. 
 
c. The committee will review the summary report compiled by the Administrative Assistant and any individual abstracts flagged for review. 

2. Outcome of Abstract Reviews 
Upon evaluation of the summary report, individual abstracts, and documentation using established criteria the committee may direct the following 
 
a. Driver evaluation; 
 
b. Professional development and training, e.g. defensive driving course; 
 
c. Letter of reprimand; 
 
d. Letter of commendation; 
 
e. Suspension; 
 
f. Termination of employment. 

Note:  
The Manager of Facilities & Transportation is responsible for ensuring committee decisions are implemented. 
 
3. Appeal Process for Bus Drivers (Specific Division Policy)
 
a. First Step: (If applicable)

 
b. Second Step: 


[bookmark: _Toc69978600]Section 1B.3: Bus Driver Status 
 
1. The following items are required for maintaining ongoing status for bus drivers: 
 
a. “S Endorsement” is required every 5 years. 
 
b. Any changes to the bus driver’s medical or license status shall be reported to the Transportation Foreman immediately. 

c. If any bus driver, including casual drivers are on medical leave for any reason must be reported to your Transportation Foreman immediately. If you are off for over 3 consecutive school days a doctor’s note is required.

2. The school division will compensate for only successful “S” Endorsement tests passed (including medicals) with receipts and a completed and signed expense form. 

3. Expense Reimbursement Forms

a. All drivers’ claiming for reimbursement of expenses must complete the Expense Reimbursement Form. 
 
b. Common expense claim items include:   
i. “S” Endorsement renewal costs, written and driven. You must include a copy of your SGI Driver Examination Certificate. 
ii. Driver’s commercial medical costs. 
iii. Fuel costs (when credit cards are not available and previously approved by your Transportation Foreman). 

[bookmark: _Toc69978601]Section 1B.4: Charters 
 
1. General Conditions for Charter Service - (Specific Division Policy)
 (Insert steps if applicable) 
 

2. Charter Employment Process (Specific Division Policy)
(Insert steps if applicable)
 
 
 
3. Charter Bus Driver Responsibilities  (Specific Division Policy)
(Insert steps if applicable) 

4. Compensation for Charter Service (Specific Division Policy)
(Insert steps if applicable)


[bookmark: _Hlk14701067]
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[bookmark: _Toc69978602]Chapter 2A: Job Safety Analysis Safety Procedures Safety Memos



[ENTER DIVISION NAME]





[bookmark: _Toc69978603]Section 2A.1: Job Safety Analysis (JSA) 

Job Safety Analysis (JSA)
	Job/position/work type: Bus Diver
	Date Completed:


	Assessment Team:
	Reviewed/revised:


	Tasks
(List all tasks/activities of the job/position)
	Hazards
(List all existing and potential health and safety hazards)
	Severity
	Probability
	Risk
	Controls
(List the controls for each hazard:
Elimination, Engineering, Administrative, Personal Protective Equipment)
	Comments

	
	
	S   x   P   =   R
	
	

	Pre-Trip Inspection:
· Open / close hood
· Check fluids
· Bleeding air lines
· Walk around
· Entering bus
	Slips, trips, falls
Pinch fingers
Shoulder strain
Back strain
Getting down on hands & knees
	
	
	
	Wear appropriate footwear(identified in driver handbook)
Hold hand rails when entering/ exiting bus
Wear gloves
Follow bus driver ergonomic and safe body mechanics
	Requires orientation to:
-Transportation Manual
- Bus driver self-assessment
- Bus driver safe body mechanics

	Working alone

	Potential harm, entrapment/ no assistance, medical emergency
	
	
	
	Follow working alone process/communication plan
	

	Pick up/drop off students (Route)
· Driving
· Parking at school
· Leaving school
· Placing/removing “empty” sign at back of bus
· Students on bus
· Scents
	Road/weather conditions
Other drivers
Watching students, foot traffic
Distracted driving (student behavior, noise)
Reaction to scents 
	
	
	
	Practice defensive driving skills
Communicate rules to ride the bus
Be aware of your surroundings at all times
Proper clothing for winter weather


	Transportation Manual -Student responsibilities (rules)


	Fueling the bus
	Spilling fuel
	
	
	
	Attention to task/monitor fuel 
	Follow WHMIS 2015 education and training

	Washing the bus
	Slip, trip
Back strain
Shoulder strain

	
	
	
	Wear appropriate footwear(identified in driver handbook)
Practice proper body mechanics
Wear safety glasses
Read Safety Data Sheet 
	Follow WHMIS 2015 education and training 


	Biological exposure (mouse droppings, insect bites, blood, body fluids)
	Mouse droppings on bus
Blood & body fluids (vomit, blood, urine)
	
	
	
	Wear PPE (gloves, masks) as identified in safe work procedure. Clean rodent droppings up following safe work procedure for Hantavirus. 
Refer to Exposure Control Plan and Communicable Disease Handbook.
	

	Rural driving
	Passing/meeting farm equipment
Wildlife
	
	
	
	Practice defensive driving 
Aware of surroundings at all times
	

	Handling hazardous products, chemical exposure (WHMIS 2015).
-fuelling
-checking fluids
	Chemical burns, respiratory problems, infections, illness, serious condition, death.
	
	
	
	WHMIS training/education and current SDS sheets for hazardous products. Wear PPE (gloves, masks) as identified in SDS/safe work procedure. 
	Handling hazardous products, chemical exposure (WHMIS 2015).


[image: ]Risk Matrix




[bookmark: _Toc69978604][bookmark: _Hlk46911836][image: ]Section 2A.2: Safety Procedures



[bookmark: _Toc69978605]Article 2A.2.1: Ergonomics & Proper Body Mechanics 

[image: ]

[bookmark: _Toc69978606]Article 2A.2.2: Self Check Assessment 
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[bookmark: _Toc69978607]Article 2A.2.3: Hantavirus 

A. Hantavirus (rodent droppings)

What is Hantavirus?
Hantavirus infection is caused by a virus that is found in some field rodents, especially deer mice in Canada and the United States. The virus is rarely transmitted to people; when it is, the virus can cause severe illness-even death. 
People can contract the disease when they breathe the virus that is found in the urine, saliva, or droppings of infected rodents. Hantavirus infections usually occur in rural or semirural areas where workers are more likely to contact infected rodents or their droppings. Those infected with the virus have shown flu-like symptoms that turn to dangerous, pneumonia-like condition after two or three days.

How is Hantavirus transmitted?
Hantavirus is not transmitted from person to person, only from deer mice to humans.
The virus is found in the droppings, urine, or saliva of the mouse and can spread to humans when particles of the infected saliva, urine or droppings are inhaled. Inhalation may occur through direct contact with the rodent, or from breathing airborne dust particles that are generated when rodent droppings or urine are disturbed. The virus can also be spread if an infected rodent bites you or if infected materials contact broken skin or the membrane of the eyes.
Hantaviruses do not survive for long outside of their hosts-usually less than a week indoors, and only a few hours when exposed to direct sunlight. The viruses can also be killed by most household disinfectants (e.g., 10% bleach).

What are the symptoms of Hantavirus?
Hantavirus is rarely transmitted to humans, but when it is it can cause severe illness including death.  Early symptoms include fatigue, fever, and muscle aches (especially the large muscles, hips, back, thighs, shoulders). Some people will also experience, headaches, dizziness, chills, vomiting and abdominal pain. Later symptoms may include coughing and trouble breathing. If you experience any of these symptoms see your doctor as soon as possible and make sure the doctor is aware of any possible exposure you may have had to rodents or their droppings.
How can it be prevented?
There are no vaccines against Hantavirus. The only protection is to keep your home or workplace as free of deer mice as possible, and to safely clean up any mouse droppings or urine that you see. Regular inspections for rodents should be conducted to determine if active rodent control is necessary. Make sure your building is rodent proof by closing openings where rodents can gain entry. Ensure proper sanitation and elimination of food sources by storage in rodent proof containers.


General Clean-up Procedure:
1. Clear all unnecessary persons from the area.
2. Ventilate area, open doors and windows, if possible.
3. Disinfectant solution:
· Diluted bleach (100ml/1litre water) to be used on rodent carcasses, nesting materials, droppings, surfaces, and materials contaminated with droppings or urine; or to decontaminate rubber gloves and boots.
4. Cover any broken skin that may be exposed to infection prior to beginning clean-up of rodent contamination.
5. Wear disposable gloves (nitrile, latex, etc.).
6. Put on protective eyewear before starting clean-up of contaminated area.
7. Wear a NIOSH approved respirator with a high efficiency P-100 filter (Note: All caretaking staff has been fit tested and issued ½ mask respirators equipped with these filters). If the area is heavily infested, workers should also wear disposable coveralls, rubber boots or disposable shoe covers.

Respirator Selection:
     [image: ]

8. Do not stir up dust by sweeping up or vacuuming up dry droppings, urine or nesting materials. Note: A high efficiency vacuum equipped with a HEPA filter would be acceptable in hard to reach areas.
9. To kill the virus lightly wet down the droppings or dead mouse with a solution of bleach.  This should be mixed fresh daily because the quality of the bleach solution deteriorates after 24 hours.
10. Clean up the contaminated materials with a damp towel. Put the droppings and towels in double plastic bags, label the bag contents, seal the bag and place in the outdoor garbage bin (out of reach of children).
11. Dispose of any food or liquid that mice may have come into contact with. If you encounter a dead mouse, wet the mouse down with the disinfectant solution. Wearing rubber gloves, put your hand inside a plastic bag, pick up the mouse, then turn the bag inside out so that the mouse is inside the bag and you haven’t touched it.
12. Wipe or mop the surfaces and any equipment used with a solution of the disinfectant.
13. Prior to removing your eye, hand and respiratory protection, remove coveralls, if applicable, (preferably outdoors) and disposable booties and place in a double plastic bag.
14. Wet-wipe outer surface of the eyewear, respirator and footwear with a disposable towel.
15. Rinse gloves in the disinfectant solution and place along with other disposable items in the double plastic bag.
16. Wash your hands and any exposed skin areas well after the clean-up.

[image: ]

Clean carpets, clothing, upholstery or hard surfaces
Remove droppings and contaminated materials following similar procedures as above, but do not use the bleach solution. Wet the area first with hot water; remove the mouse or droppings, then shampoo (do not use bleach on carpets or upholstery). Make sure you use a commercial rug shampoo to which you have added a disinfectant. It should not stain the carpet or upholstery. For small spot cleaning, spray the area with a disinfectant solution (not bleach), and wipe the droppings as above. Use the disinfectant on hardwood floors, and the bleach solution on linoleum floors, counters and appliances. Take bedding or clothing outside and either gently roll the droppings off or pick them off with rubber gloves - do not shake them off! Then wash them as regular laundry and dry them in a dryer or hang them outside in the bright sunlight.



[bookmark: _Toc69978608]Article 2A.2.4: WHMIS 2015/Safety Data Sheets (SDS) 

Transportation Sector WHMIS 2015 Process
Worker must have completed WHMIS 2015 Education and Training.
All hazardous products in or on the worksite must have a Safety Data Sheet (SDS). 
NOTE: Consumer Products (which are materials intended for consumer use, and provided in volume, such as cleaners, adhesives, lubricants, etc.) are not subject to WHMIS 2015 requirements. However, if product is brought into the workplace a SDS must accompany the product. In many cases, SDSs are available from the product supplier. 
Only Safety Data Sheets SDS are acceptable. Material Safety Data Sheets MSDS are not acceptable.
Transportation Bus Garages:  
Worker purchases a hazardous product that is new to the WHMIS 2015 inventory, worker must:
· Provide SDS (this can be provided by supplier)
· [bookmark: _Hlk40781120]SDS to be added to inventory database (internal facility drive), binder in the shop, binder in work truck, binder in buses; communicate with supervisor
· If unable to locate/acquire SDS notify shop foreman immediately

Hazardous Products used in Buses:
· No products are to be left in buses unless the product is required for the operation of the bus (ex: fuel, washer fluid, fuel additive, etc.)
· The above mentioned products must have a SDS in the bus, SDSs are provided to bus driver to include in Transportation Manual

Hazardous Product no longer used or available or supplier change
· SDS must be removed from database, binder(s) shop, truck, buses

Supervisor:
· To support worker locating SDS, maintain index, database, binder(s)
· Any identified change in SDS information must be communicated to worker
· [image: ]Provide new SDS if applicable 

Availability of Safety Data Sheets:
· To workers who may be exposed to the hazardous product
· To the Occupational Health Committee 

Workplace Label required:
· A hazardous product is decanted into another container (ex: transferred or poured) 
· A supplier label is lost or no longer illegible (unable to read)
[image: ]
[image: ]
INSERT SAFETY DATA SHEETS HERE FOR BUS DRIVERS
[image: ]

[bookmark: _Toc69978609]Article 2A.2.5: Working Alone

WORKING ALONE PROCEDURE
Working Alone
This standard establishes the requirements for managing the risks associated for workers when working alone.  The school division is committed to taking preventative measures to protect workers who work alone.
This standard outlines the minimum requirements that shall be met or exceeded by school division workers.  Failure to comply may result in injuries, damage to equipment, environmental harm, or performance management.
Control Measures
· Where practical, working alone hazards shall be removed.  Where hazards cannot be removed, controls shall be used to reduce the probability of an incident occurring.
· The steps to be taken to eliminate or reduce the risks must include the establishment of an effective two-way communication system that is documented.
· Examples of effective two-way communication systems include, but not limited to:
· Mobile Device
· Two-way radio
· Internal contact/buddy system
· Predetermined travel time and route notification

· Steps may include:
· Limitations on or prohibitions of specific activities
· Establishment of minimum training or experience, or any other standard of competency
· Provision and use of personal protective equipment
· Establishment of safe work practices or procedures
· Provision of emergency supplies for use in travelling in conditions of extreme temperatures or inclement weather conditions

· Allowable Operating Route Hours
· Regular scheduled route shall fall within 6:30 am – 6:30 pm 
· Exceptions will be made as needed under the direction of your foreman
Working alone in certain circumstances, situations, or environments can increase the risk to health and safety of STATEMENT OF RESPONSIBILITIES:
Employer
· Ensures area/task specific Working Alone Procedures are developed, implemented, communicated, and enforced, in situations where workers are working alone.
· Assess tasks at hand to determine if safe while working alone.


Supervisors
· Review each worksite under his or her control to identify circumstances where individuals work alone in situations and where there is increased risk of injury or assistance that is not readily available.
· Ensure all reasonably practical steps are taken to protect the health and safety of workers.
Worker
· Must comply with the facility/school/task specific Working Alone Procedure.
· Adhere to the effective two-way communication protocol.
· Assess tasks at hand to determine if safe while working alone.

WORKING ALONE BUDDY SYSTEM PROCEDURE FOR DRIVERS:
To ensure the safety of all bus drivers as you fall under the working alone classification, (school division) Transportation Sector is implementing a buddy system ensure the safe return of each driver. Each driver is to contact their main contact for their area confirming they have arrived safely. Communication is the key to success in ensuring everyone’s safety. If you have a substitute driver covering your route you are to inform the school, parents and your main contact with the substitute drivers name, phone number, and dates of coverage. The main contact will activate emergency procedures if driver has not checked in by specific time or is alerted of an emergency.  

Working Alone Form

Supervisor to document all steps taken to reduce and eliminate the identified risks:

Bus Driver: _______________________________________________

School/Area: ____________________________________________

Working Hours: ___________________________________________

Contact Number: _________________________________________

1.  The communication system for the alone worker includes:
· phone or cellular communication
· maintain regular Call In/Call Out contact with: 
Contact name/position: ____________________
Contact phone number: _____________________
· The Contact person will activate emergency procedures if have not heard from the individual working alone by a specific time or if alerted to an emergency.



Emergency step process:
1. Wait 10 mins
2. Call personal contact number (number listed above)
3. Wait 10 mins
4. Call personal phone number
5. Wait 10 mins
6. Call transportation foreman or designate 
7. Wait 10 mins
8. Call personal contact number
9. Wait 10 mins
10. Call transportation foreman to inform no contact. The foreman will then do a physical check following the driver’s route to ensure the drivers safety. local emergency service request a welfare check 

2.  If working alone, the worker do not:
· alter route, without prior approval from foreman

3.  Specific training and instructions for safe work practices when working alone include: 

· Call In/Call Out procedures (Communication plan)
· WHMIS 2015 education and training
· TLR Object Moving/Safe Body Mechanics
· Fire safety and evacuation

FOREMAN CONTACTS FOR EACH AREA:
Insert specific contact information 
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[bookmark: _Toc69978610]Chapter 2B: Roadside Emergency & Road/Weather Conditions


[ENTER DIVISION NAME]



[bookmark: _Toc69978611]Section 2B.1: Assessing an Emergency Situation 
 
1. In the event of an accident, a quick assessment must occur.   Three things requiring immediate attention are: 
 
a. Condition of the scene. 
b. Types of injuries.  
c. Need for medical treatment.  
 
 
 
 
 
Report:
 
Situation
 
Location
 
Needs
 
Actions/Intentions
 
 

 
2. If passengers are in danger, immediately direct them away from harm. 
 
· Note: 
For more information on student evacuation procedures, see Section 2B.3: Bus Evacuation. 
 
3. Immediately after an initial assessment and ensuring that passengers are safe from harm, call the Transportation Foreman and/or Manager of Facilities & Transportation. If you have an emergency, be sure to state clearly (repeat if necessary) that you have an “EMERGENCY SITUATION” to ensure that the supervisor notifies emergency personnel.   

4. Shortly after the emergency situation is under control and while details are still fresh in your mind, complete and submit an Incident Report. 
 
[bookmark: _Toc69978612]Section 2B.2: Securing and Protecting a Collision Scene 
 
1. First Actions 
As a first action, direct passengers from further danger and monitor your personal condition. 
 
2. [image: https://cdn3.volusion.com/zfnkj.yqnah/v/vspfiles/photos/350025-2.jpg?1554920258]Factors for Determining Appropriate Action 
There are several factors dictating what the bus driver should do: 
 
a. Condition of the Bus 
i. Is the bus operational?   
ii. Is the bus on fire? 
 
b. Position of the Bus 
i. Is the bus upright? 
ii. Is the bus on the road, in the ditch or some other location? 

c. Position of Other Vehicles 
Assess the position of other vehicles, including the potential for moving vehicles entering the collision scene. 

d. Dangerous Materials 
Assess the scene for presence of dangerous materials such as gasoline, flammable liquids, or gases. 

e. Moving the Bus 
i. As a general rule do not move the school bus until directed by a police officer or supervisory personnel.   
ii. If the safety of others is at risk if you do not move the bus, then do so.  In such cases, the extreme right portion of the roadway is usually the safest position.  
 
f. Securing the Bus 
Once the bus is in a safe final location, do the following: 

i. Stop the bus and turn off the engine. 
ii. Activate the 4-way flashers. 
iii. Set the parking brake. 
iv. Reassure and/or direct passengers. 
v. Set out hazard markers  
(Section 2B.7 Article 2B.7.2 Flares and Reflectors) 
 
[bookmark: _Toc69978613]Section 2B.3: Bus Evacuation 
 
1. Situations Requiring Evacuation 
In most instances students remain on the bus during an emergency however, two situations require bus evacuation.  These situations are: 
 
a. Fire or potential for fire
b. Unsafe position
 
2. Standard Means of Evacuation 
There are several standard ways to conduct a school bus evacuation.  While evacuation procedures vary depending on bus layout and the situation at hand, available means of exiting the bus may be as follows: 
 
a. Front Entrance/Exit 
b. Rear Door Exit 
c. Side Emergency Door Exit 
d. Emergency Window Exit 
e. Roof Hatch
 
3. Evacuation Objectives 
There are three objectives for any bus evacuation. A successful evacuation is one where students:   
 
a. Move in a safe and orderly fashion, as directed. 
b. Move in the shortest possible time without compromising safety. 
c. Evacuate to assigned area.  

 
4. Practicing Bus Evacuation 
It is important that evacuation procedures are practiced.  Bus drivers shall: 
 
a. Communicate procedures students are expected to follow in the event of an evacuation. 
b. Conduct practice drills throughout the year (October, January and April).
It is mandatory that 3 drills be conducted through the school year
c. Submit your completed Evacuation Drill form to your Transportation Foreman within 48 hours of completion. Must be scanned from a school scanner or handed directly to your Foreman.
 
[bookmark: _Toc69978614]Article 2B.3.1: Front Door Evacuation 
 
1. The following steps should be followed when conducting a front door evacuation drill: 
 
a. [bookmark: _Hlk46929384]Stop the bus, set the parking brake, turn off the ignition and remove the key. 
b. Stand, open the front door, face students, and get their attention. 
c. Give the command, “Emergency Drill – Remain Seated – Front Door Evacuation”. 
d. Choose designated students to assist guiding passengers as follows: 
 
i [bookmark: _Hlk47951290]Assign a student to lead students to a designated safe location at least 35 paces from the school bus. 
ii Assign a student to stand outside the front door to count and assist students as they leave the bus. 
 
2. Stand between the first occupied seats and turn toward the front of the bus.  From this position: 
 
a. Beginning with the right-hand seat, tap the shoulder of the student nearest the aisle, indicating that they should leave the bus.  Remind all students to walk and use hand rails. 
 
b. Hold hands up to students in the left-hand seat to prevent them from departing at the same time.   
 
c. Now alternate to the left-hand seat and continue this pattern moving toward the back of the bus or the last occupied seats. (see Figure 1) 
 
d. When the last seat is empty, walk to the front of the bus while checking that all students have left the bus.   
 
e. In the case of a drill, assess how students have done and advise accordingly.   

[bookmark: _Toc69978615]Article 2B.3.2: Rear Door Evacuation 
 
1. In a “Rear Door Evacuation” or drill, follow the same steps as Article 2.3.1 in reverse order.(see Figure 1) 
Figure 1	 
 
 
 
 
 
 
Rear Door 
Evacuation
 

	
	Alternate Right/Left for Adjacent Seats 
	
	Front Door Evacuation 




[bookmark: _Toc69978616]Article 2B.3.3: Emergency Window/Roof Hatch Evacuation 
 
1. These types of evacuations should only be attempted in actual situations where the standard front or rear doors are not available for evacuation.  This type of evacuation should only be considered in actual emergency situations. This is not to be done during the practice evacuation – EMERGENCY ONLY  

[bookmark: _Toc69978617]Section 2B.4: Fire or Danger of Fire 
 
1. Background Considerations 
The following considerations must be taken into account in the event of fire or danger of fire: 
 
a. A bus shall be stopped and evacuated immediately if the engine or any portion of the bus is on fire.  
[image: ] 
b. Passengers should move a distance of 35 metres (115 feet) or more in the safest direction from the bus and remain there until it is determined that no danger exists. 
 
c. Where an existing fire, gasoline or other combustible material spill is in close proximity to the school bus and the bus is unable to move away from the threat, this situation should be treated as a “danger of fire” scenario and passengers should be evacuated to a safe location. 
 
d. If you suspect there is an engine fire, DO NOT open the internal engine cover or the external engine hood. 

2. Steps to Follow for Fire or Danger of Fire 
The following steps should be conducted in sequence: 
 
a. Secure the bus. 
 
b. Unload passengers using standard bus evacuation procedures.  
 	Note: 
For more information on emergency evacuation procedures, see Section 2B.3: Bus Evacuation. 
 
c. Before leaving the bus, make a final check for any passengers left on board.  If the bus is smoke filled, crawl along the floor to do this check. 
 
d. Remove the fire extinguisher after the final check for passengers. Only if possible.
 
e. Direct passengers to a safe location. 
 
f. Call for emergency help. 
 
3. Fire Fighting Tips 
Consider the following fire-fighting tips: 
 
a. Be aware that the bus may move forward if the transmission is left in forward gear.  This happens when the insulation is burned off the starter solenoid and the starter engages. 
 
b. Tire fires cannot normally be extinguished by a small fire extinguisher.  Water must be used to cool the tire. 
 
c. Be aware of exploding tires when fighting fires.  Pressure build up can be tremendous when tires are exposed to extreme heat.  This may cause an explosion and potential for personal injury. 
  
[bookmark: _Toc69978618]Section 2B.5: Unsafe Position 
 
1. Assessing an Unsafe Position 
In the event that a bus is stopped due to collision, mechanical failure, road conditions, human failure, or any other reason beyond the control of the bus driver, the driver must immediately assess whether it is safest for passengers to remain in the bus or evacuate. 
 
2. Evacuation in an Unsafe Position 
The bus driver shall evacuate passengers when: 
 
a. The final stopping point is in the path of any train or adjacent to any railroad tracks. 
 
b. The stopping position of the bus might increase the level of danger – for example in a situation where the bus is resting on unstable ground near water or a steep incline.   

c. The stopping point of the bus is such that there is danger of a collision.  In normal traffic conditions, the bus should be visible for a distance of 100 metres (330 feet) or greater.  (A stopped position over a hill or around a curve where such visibility does not exist, is reason for evacuation) 

· Assign a student to lead students to a designated safe location at least 35 paces from the school bus. 
 
· Assign a student to stand outside the front door to count and assist students as they leave the bus. 

[bookmark: _Toc69978619]Section 2B.6 Mechanical Breakdown 
 
1. Background Considerations 
The following considerations must be taken into account in the event of a mechanical breakdown: 
 
a. Despite good preventative maintenance, buses may experience mechanical failure.  In such situations bus drivers must know what measure to take. 
 
b. Although the breakdown may appear relatively harmless, the lives of your passengers could be endangered in the process.  Knowing how to handle an emergency situation of this nature quickly and effectively is essential. 
 
c. Even though you cannot possibly know when a mechanical breakdown is going to occur, you can be prepared to handle the situation by knowing your route for the best pull-off positions, location of public telephones, key landmarks, and appropriate contact persons. 
 
2. Steps to Follow for Mechanical Breakdowns 
The following steps should be conducted in sequence: 
[image: Image result for wrenches images] 
a. If able to do so, stop the bus as far to the right of the road as possible, or on the shoulder of the road and engage the parking brake. 
 
b. Secure the bus and activate four-way hazard lights.  
 
c. If the location of the bus is safe, keep children on the bus. 
 
d. If the location of the bus is unsafe, move children to a safer location. 
 
e. Call the Transportation Foreman, giving location of the bus, description of the breakdown, and an indication of who is on the bus.  After direction from the Supervisor, call the parents if necessary. 
 
f. Place reflectors or flares in accordance with provincial law. 
 
Note: 
For information regarding the placement of reflectors and the use of flares see Section 2B.7: Emergency Equipment. 

[bookmark: _Toc69978620]Section 2B.7: Emergency Equipment 
 
1. Basic Safety Equipment 
All school buses must be equipped with the following safety equipment items: 
 
a. Flares or reflectors. 
b. Fire extinguisher. 
c. Four-way hazard flashers. 
d. First-Aid kit. 
 
Note: 
If your bus does not have these items, speak with the Transportation Foreman, requesting required items. 
 
2. Flares and Reflectors 
Proper use of these warning devices is critical for adequately signalling motorists.  General rules of use are as follows: 
 
a. Place one device on the roadway side of the bus, ensuring it is a safe distance from both the bus and oncoming traffic. 
 
b. Put a second device approximately 35 metres (115 feet) behind the bus.  On hills or curves, increase the distance but do not go beyond 90 metres (300 feet). 
 
c. Put a third device the same distance as in 2(b) in front of the bus. 

3. Four-Way Hazard Flashers 
When involved in a crash or other emergency situations, you can use the four-way flashers on your bus as a further warning device to alert motorists.  Do not use your alternative flashing lights. They are only to be used when loading and unloading passengers. 
 
4. Calling in Emergency Situations 
If you are in an emergency situation, keep the following points in mind: 
 
a. If you have an emergency, when you call your Transportation Foreman be sure to state that you have an “EMERGENCY”, as this alerts and immediately increases the priority level of your call. 
 
b. When giving a message, speak clearly and slowly, giving the Transportation Foreman time to write down your message.   
c. Transportation Foreman should repeat your message to confirm the information as being correct.   



d. If your emergency is of a medical nature try to provide as much information as possible.  Be prepared to comment on: 
 
i. Patient condition (conscious, unconscious, etc.)
ii. Approximate age of patient
iii. Type of injury present
iv. Number of patients 

[bookmark: _Toc69978621]Section 2B.8: Procedures for Inclement Weather 
[image: Image result for inclement weather images]
1. Monitoring Inclement Weather 
The school division uses The Weather Network (www.weathernetwork.com) weather towers to track weather conditions for each school.  
 
2. Cancellation of Bus Service 
Cancellation of bus service proceeds as follows: 
 
1. Principals will ensure that billet information is supplied for each of its students that live outside of the urban centre where the school is located. 
 
2. Principals will develop procedures to contact billets and/or ensure student safety in the event of route cancellations after students are at school.

3. Factors that impact the decision for a cancellation of bus service include, but are not limited to:
 
i. Severe cold weather temperatures of -40 Celsius ambient temperature or 
-45 Celsius or greater wind chill.
ii. Consideration of the weather forecast for the day.   
iii. Severely limited visibility, blizzard or “white-out conditions”.    
iv. Unsafe or extremely adverse road conditions. 
No single factor automatically requires the cancellation of routes.

Conditions reported on www.weathernetwork.com at 6:30 a.m. will be the criteria used throughout the Division.
 
4. When the decision to cancel routes is made, the Manager of Facilities & Transportation or designate shall: 
 
4.1  Provide information on the cancellation to local radio stations and schools.
[________________________________________________]
4.2 Post information on the Division website and social media.

5. If a bus route is cancelled in the morning due to severe weather conditions, it will schedule to operate in the afternoon. If the route is cancelled for the afternoon, bus drivers will notify parents and school. Cancellation of afternoon routes shall occur no later than 1:00 p.m. 

6. If the decision to cancel is made after students are in school, students transported to school by bus shall be required to stay at school until they are taken home or other appropriate arrangements for their care have been made.

7. Authority to cancel bus routes is delegated as described in this procedure.

8. Urban Buses Only
8.1 	Urban bussing will normally occur even if rural pickups are cancelled. 
8.2 	The Manager of Facilities & Transportation may cancel urban only bus routes. When the Manager of Facilities & Transportation makes a decision to cancel urban routes in an urban centre, all urban routes in that urban centre are cancelled. 
8.3 	During severe weather conditions, children are to be accompanied to the bus stop or have very clear instructions on what to do if the bus does not arrive. Children are never to be left at the stop without an alternative arrangement in the event of an emergency. 
8.4 	The Manager of Facilities & Transportation’s decision to cancel urban routes will, where possible, be made in cooperation with the transportation department of other divisions in the same urban centre. 
8.5 	When the Manager of Facilities & Transportation makes a decision to cancel urban routes, the Manager of Facilities & Transportation or designate shall inform the affected bus drivers and schools. 
8.6 	Principals may arrange for additional communication with parents in the case of Urban Route Cancellation.

9. Rural Bus Routes
9.1	A driver may recommend cancelling his/her bus route according to the criteria in this procedure and guidance from the Transportation Foreman. When a driver is granted approval to cancel the driver’s bus route, the driver will, one half hour (1/2 hour) prior to first pickup, contact the parent or guardian of each child who would ordinarily ride on the bus, the Principals of school(s) affected by the cancellation and the Manager of Facilities & Transportation or designate.
9.2	The Manager of Facilities & Transportation may cancel any one route, combination of routes or all routes. The Manager of Facilities & Transportation or designate will notify affected drivers of the cancellation.
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INSERT DIVISION CONTACTS HERE 


[image: T:\Logos\Logos\Logos SASWH\High Res Files\Print Versions\Logo\SASWH logo CMYK_cropped.jpg]	







2C    



[bookmark: _Toc69978622]Chapter 2C: School Bus Regulations & Safety Standards


[ENTER DIVISION NAME]




[bookmark: _Toc69978623]Section 2C.1: School Bus Regulations  

[bookmark: _Toc69978624][bookmark: _Hlk46923120]Article 2C.1.1: National Safety Code (NSC) Standard 13
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[bookmark: _Toc69978625][image: ]Article 2C.1.2: Schedule 2
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[bookmark: _Toc69978626]Article 2C.1.3: Daily School Bus Deficiency/Inspection Report

1. Daily Deficiency/Inspection Report Process

a. All drivers must follow NSC 13 (Article 2C.1) requirements for Trip Inspection (Daily School Bus Deficiency/Inspection Report).
b. If defect(s) are detected driver must refer to Schedule 2 (Article 2C.2) to see if it falls under a Major or Minor defect. (If a defect is found you MUST contact your Transportation Foreman immediately before operating the bus).
c. Submit after 2 full days are completed on the following report.
d. Reports must be scanned and emailed from the school to your Transportation Foreman or the original handed in directly once the 2 full days are completed on the following report.
e. If the report is scanned in, the driver must keep the original copy with them until your next scheduled service and hand it into your Transportation Foreman.
These are a legal document and the originals cannot be discarded or left at the school.

[bookmark: _Toc69978627]Section 2C.2: Safety Standards  

[bookmark: _Toc69978628]Article 2C.2.1: General Safety Standards 

1. Bus drivers shall exercise extreme caution in operating their bus. 
 
2. Bus drivers shall exercise correct judgment in the use of the loading/unloading warning lights. 
 
3. Bus drivers shall cooperate with all officials in efforts to promote safety. 
 
4. Bus drivers shall ensure that any object carried onto the bus that cannot be held by the passenger is stored as close to the front barrier as is practical (such objects shall not exceed the height of the front barrier). 

[image: ]
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[bookmark: _Toc69978629]Article 2C.2.2: Winter Weather Safety Standards   
· In accordance with (Reference applicable policy)
 
1. To ensure their child or children wear warm clothing during winter months.  A school bus driver shall notify the Principal and Transportation Foreman on the first occurrence where a student is inadequately clothed (Adequate clothing is defined as clothing that is capable of preventing frostbite/frozen flesh during a one kilometre walk in prevailing weather conditions or as forecasted).  
 
2. Upon such notification as indicated above, the Principal will advise the parent by phone call that the student will not be allowed on the bus when dressed inadequately unless denying access to the bus would place the student in greater danger.    
 
3. Once steps above have occurred, the bus driver should refuse to admit the student providing that in doing so, the student is not placed in greater danger. 

[bookmark: _Toc69978630]Article 2C.2.3: Highway Safety Standards 
 
1. General Highway Safety Standards 
Bus drivers shall: 
 
a. Use directional signals when required. 
b. Exercise extreme caution when passing other vehicles on the highway. 
c. Operate on the established time schedule and route map without exceeding posted speed limits. 
d. Report highway regulation offenders to the police. 
 
2. Safety Lights 
Bus drivers shall, except where prohibited by municipal bylaw, activate safety lights as follows: 
 
a. No less than 100 metres before stopping to load or unload passengers on a highway with a speed limit of 50 kilometres per hour, or more. 
 
b. No less than 25 metres before stopping to load or unload passengers on a highway with a speed limit of less than 50 kilometres per hour. 

3. Strobe Light 
Bus drivers shall, except where prohibited by municipal bylaw, activate the bus strobe light only when you have any passengers on the bus and are outside of a city, town, or village.   
 
4. Uncontrolled Railway Crossing 
When approaching an uncontrolled railway crossing, bus drivers shall: 
 
a. Move the bus as far to the right as possible.  
 
b. Activate the hazard warning lamps not less than 100 metres before the crossing when on a highway with a speed limit greater than 50 kilometres per hour. 
 
c. Activate the hazard warning lamps not less than 25 metres before the crossing when on a highway with a speed limit of 50 kilometres per hour or less. 
 
d. Stop the bus not less than four (4) and not more than ten (10) metres from the railroad crossing. 
 
e. [image: Image result for railway crossing images]Open the front door of the bus and look in both directions. 
 
f. Proceed across the tracks when it is safe and, in the case of standard transmission buses, remain in first gear until the bus is completely clear of the tracks. 
 
g. Move back into the travelled portion of the highway when it is safe and deactivate the hazard warning lamps. 

5. Loading and Unloading Passengers 
When loading or unloading passengers, bus drivers shall: 
[image: Image result for loading unloading passenger from school bus images] 
a. Exercise due caution. 
 
b. Move the bus as far to the right as possible when on a highway. 
 
c. Stop the bus on the side of the street nearest the school when on a street that allows traffic in both directions.
 
d. The emergency brake must be applied every time you are loading and unloading passengers. 
 
6. Added Conditions for Operating a School Bus 
Bus drivers shall not: 
 
a. Enter a provincial highway without: 
 
i. Stopping the bus not less than four and not more than ten (10) metres from the travelled portion of the provincial highway. 
ii. Ensuring that it is safe to proceed. 
 
b. Operate a bus unless the head lamps and tail lamps of the bus are activated. 
 
c. Operate a bus unless all passengers are seated in a seat designed for the purpose of transporting passengers. 
 
d. Activate the safety lights unless the bus is stopped or in the process of stopping for the purpose of loading or unloading passengers. 
 
e. Activate the stop arm unless the bus is stopped for the purpose of loading or unloading passengers. 
 
f. Consumption of alcohol or drugs is zero tolerance – (Reference applicable policy) and refer to SGI information in Appendix D 
 
g. Transport firearms, explosives, or other dangerous commodities on a bus. 
 
h. Back up the bus on school grounds except while under the direction of a responsible person who is positioned in such a manner to see that the bus is safely backed up. 
 
i. Leave a bus that contains passengers unless: 
 
i. The bus has an interlock ignition system or a device that prevents the bus from being moved or operated by anyone other than the driver. 
ii. The interlock ignition system or similar device has been activated. 
iii. The driver has turned off the engine of the bus and removed the ignition key. 
iv. The parking brake is engaged. 
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[bookmark: _Toc69978631]Chapter 3: Training, Communication, Orientation and Recruitment of Bus Drivers & First Aid/CPR


[ENTER DIVISION NAME]





[bookmark: _Toc69978632]Section 3.1: Recruitment (reference applicable policy)
 

[bookmark: _Toc69978633]Section 3.2: Training 
 
1. Driver Training 
All applicant must receive training from the school division Transportation Foreman and/or designate.  Once an applicant has been accepted into a training position, the following steps shall occur: 
 
a. The applicant is required to make an appointment for a commercial medical (completion of this form will require a medical that must be arranged by the driver). 

b. The applicant is required to provide a Criminal Record Check/Vulnerable Sector Check, Driver’s Abstract and a copy of their commercial medical to the Transportation Foreman.
 
c. The applicant is provided with the Saskatchewan Professional Driver’s Handbook for further study by SGI (This handbook is produced by SGI and covers a number of professional driving situations).

d. SGI will administer a written exam.  
 
e. Road training can begin at any time, but the applicant is expected to complete the training prior to taking the road test.  

f. A maximum of 6 hours in house training will be provided.

g. The Division will only reimburse the successful road test by the applicant.
 
h. After the driver successfully passes the road test and receives the “S” Endorsement, a copy of their driver’s licence showing the endorsement, the trainer’s evaluation and any additional related information will be placed in the bus driver’s personnel file. 

i. The bus driver is provided with a copy of the [enter division name] Transportation Manual/Bus Package for further study.
 
j. In most cases bus drivers start out as substitutes. 
  
2. Training Expense 
Upon completion of training, the bus driver shall submit original receipts for the successful completion of their medical test, written test and the road test to the Transportation Foreman within 30 days of having incurred the expense.  
 
3. [bookmark: _Hlk14334213]First Aid 
 
a. First Aid & CPR Training is provided; however, this is not mandatory. 

b. The school division will arrange training. 



4. Mandatory Training 

a. WHMIS 2015 – Education & Training

b. Ergonomics/Proper Body Mechanics – Annual Review

5. Training Assignments 
Training assignments leading to the position of “spare driver” will operate as follows: 
 
a. [enter division name] will provide a maximum of 6 hrs of training new bus drivers.

b. Once initial training is complete, and a new driver has successfully attained their license, the driver shall contact all other drivers in their area to schedule a ride-along training assignment. 
 
c. The new bus driver will drive routes with regular drivers to become familiar with the route map and to meet students.  
 
c. The driver-in-training will be paid during ride-along training as per the collective agreement. You must complete a Substitute Driver Claim form the day that you train.

d. Newly appointed spare bus drivers shall keep in contact with regular route drivers in their area to remain up to date on any route changes. 
 
e. The area that spare bus drivers cover will vary depending on situational and individual circumstances.   
 
f. Spare bus drivers shall call the Transportation Foreman if there are any other questions in regard to their assignment. 

6. [bookmark: _Hlk14771132]Workshops/Biennial Department In-Service 

a. 	Bus driver workshops occur annually.  The following topics may be included in the workshop agenda: (listed but not limited to)
 
i. Bus Driver Start-Up Meeting (annually late August) 
ii. Defensive driving – as required
iii. Orientation
iv. Bus driving skills 
v. Emergency procedures (including First Aid) – optional 
vi. Student management/conduct/discipline – as required
vii. Transportation of students with diverse and intensive needs 
viii. Online Leaves
 

b. Attendance is compulsory. 

c. At the meetings, bus drivers are updated on new regulations and requirements, and review existing procedures and practices that must be followed. 

d. Drivers unable to attend the Annual Workshops must get written approval from the Transportation Foreman. 

7. Communication

The Transportation Sector will establish and maintain communication processes to ensure information regarding health and safety in the workplace is fully communicated in a timely manner (and ensures a two-way flow of information).  
a. Bus Drivers – Email compliance 3 times per week check in.
b. Knowledge of resetting password
INSERT STEPS TO CHANGE RESET PASSWORD (Division specific) 


8. Orientation Checklist 
The process of familiarizing an individual to a work process, workplace, work site or environment.
	Transportation Orientation Checklist
	Employee Name: ___________________________
	New ______  Transferred ______  Annual _______

	Dept./Facility/Area: ________________________
	Date of Hire: ___________________________




	
	
	
	
	

	Topic
	Initials
	Comments
	

	 
	Supervisor or designate
	Employee
	 
	

	Review of Health & Safety Policy
	 
	 
	 
	

	Privacy and Confidentiality expectations  (Reference applicable policy)
	 
	 
	 
	

	Dress Code – Closed toe shoe or boot, generally neat in appearance
	 
	 
	 
	

	Other forms – Leave Requests, Daily Inspections, Evacuation Drill, etc.
	 
	 
	 
	

	Mobile Devices  (Reference applicable policy)
	 
	 
	 
	

	Tobacco Free Environment  (Reference applicable policy)
	 
	 
	 
	

	Sick Leave or other absence call in process
	
	
	
	

	Workers’ Rights:
	 
	 
	 
	

	-Right to Know
	 
	 
	 
	

	-Right to Participate
	 
	 
	 
	

	-Right to Refuse
	 
	 
	 
	

	Review of employee roles and responsibilities
	 
	 
	 
	

	What areas are restricted/prohibited
	 
	 
	 
	

	Supervisor – Name and process to communicate to their supervisor at all times 
	 
	 
	 
	

	Location of the OH&S Bulletin Board – minutes, membership, names/introduction of OHC Co-Chairs
	 
	 
	 
	

	Location of the OH&S Policy & Procedure Manual 
	 
	 
	 
	

	Location of The Saskatchewan Employment Act and The Occupational Health and Safety Regulations, 2020
	 
	 
	 
	

	Safe and Respectful Workplace
	 
	 
	 
	

	         Harassment Policy  (Reference applicable policy)
	 
	 
	 
	

	         Violence Policy  (Reference applicable policy)
	 
	 
	 
	

	WHMIS 2015 education and site specific training, 
	 
	 
	 
	

	· Location of the SDS binder
	 
	 
	 
	

	Review of Job Specific Hazards and JSA for Job Position 
	 
	 
	 
	

	     Personal Protective Equipment (PPE)
	
	
	
	

	· Location, selection, storage, disposal
	 
	 
	 
	

	Relevant safe work practices and procedures
· Hantavirus
· WHMIS 2015
· Working Alone
	
	
	
	

	Incident Reporting: Review Workplace Incident Report Policy, Process and form  (Reference applicable policy)
	
	
	
	

	General safety rules 
	 
	 
	 
	

	Review Management of Exposure to Blood & Body Fluids   (Reference applicable policy)
	 
	 
	 
	

	Emergency Preparedness Plan: 
	 
	 
	 
	

	· Fire Plan, Fire Drill, Fire Extinguisher
	 
	 
	 
	

	· Bus Evacuation
	 
	 
	 
	

	· Severe Weather Inclement Weather
	
	
	
	

	Communication, site specific
	 
	 
	 
	

	Mandatory Training:
	 
	 
	 
	

	· Ergonomics/Proper Body Mechanics
	 
	 
	 
	

	· WHMIS 2015
	 
	 
	 
	



	
	 
	 
	 
	

	
	
	
	
	

	Signature of completion:
	
	
	
	

	
	
	
	
	

	Employee___________________ Manager/Supervisor_____________________

	
	
	
	
	

	
	Distribution:
Original copy – HR Department – Personnel File Copy – Manager/supervisor 
Copy – Employee 

	

	Note:
	
	

	Manager/supervisors are to verify that the new/transferred employee is competent in department policies, procedures, practices and rules. 
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[bookmark: _Toc69978634]Chapter 4: Maintaining an Effective Bus Route
 

 
[ENTER DIVISION NAME]
  
	 
 
 
 


[bookmark: _Toc69978635]Section 4.1: Bus Planner Route Mapping System 

1. Mapping System  
The school division uses Bus Planner software to generate route maps. 
 
2. Establishing Annual Bus Routes 
At the beginning of each year, bus drivers will receive a route map and a student list based on the student information generated into Bus Planner.  
 
3. Changes to Route Maps and Lists 
a. New students must register for transportation with the school, the school will submit a Student Bussing Form to Transportation Bus Requests email to be reviewed. 

b. Once reviewed/approved the driver will be notified by the Transportation Foreman and given updated route map and student list, driver will notify the family. 

c. Transportation will not be provided until the driver has been notified by the Transportation Foreman.

d. Drivers will be provided with updated routes as needed.

e. Schools need to complete a Student Bussing Form for all deletions to routes. 
 
[bookmark: _Toc69978636]Section 4.2: Basic Route Management 
 
1. Route Revisions 
The Transportation Foreman is responsible for making changes that will enhance the efficiency and effectiveness of routes.  Routes are reviewed near the end of each year and bus drivers are usually consulted before routes are changed.  Bus drivers are not to deviate from the established route without prior approval from your Transportation Foreman.   
 
2. New Students 
All students must be registered through the school.  Bus drivers are not to pick-up students without the approval of the Transportation Foreman. 

3. Guest Riders 
On school days, the only passengers to ride on a scheduled school bus are K-12 and early entrant students who attend a school in the Division, and who ordinarily ride that bus to reach their school. 

On certain occasions, up to (4) other students from the same school may ride on a bus:
 
a. If there are sufficient seats on the bus;
 
b. If the drop-off or pick-up point is a regularly scheduled stop;

c. The guest rider follows the rules of the bus (violation of bus rules may result in denial of future requests), and 
 
d. If the school administration, in consultation with the bus driver and parents, has provided written approval in accordance with the Guest Rider Consent Form (see Appendix). Requests for approval should be submitted with as much notice as possible. School administration reserves the right to deny requests if adequate notice is not provided. 
 
4. Turn Around Policy 
Yard service may be approved if the residence is:
 
a. At least (200) meters from the road allowance (fence line);
 
b. The access road is of all-weather construction; and 
 
c. There is a clear area so the bus can exit the yard without having to reverse.

Yard service outside these guidelines maybe provided on recommendation of the driver and approval of the Manager of Facilities and Transportation. 
 
5. School Bus Driver Generated Reports 
Daily School Bus Deficiency/Inspection Report are kept in each bus.  They are completed daily, submitting a copy on the 15th and last driving day of the month, as you should have up to 2-days’ worth of log information in your bus at all times. These are not transferable between buses.  A summary of daily log reports follows: 
 
a. Daily School Bus Deficiency/Inspection Form 
This report logs deficiencies, daily mileage and fuel. 
 
6. School Division Generated Reports 
Bus planner student lists and route maps are provided to bus drivers at start-up.  Any change to the route must be generated by the Transportation Foreman. 
 
a. Route Maps 
Any changes required to route maps due to construction or other road restrictions must be reported to the Transportation Foreman. 
 
b. Student Lists 
Any changes to student lists shall be submitted as directed by the Transportation Foreman. (Any deletions to student lists that you are aware of should be submitted immediately to your Transportation Foreman)
[image: Image result for calendar image] 
7. School Calendar 
Bus drivers must keep the following points in mind with regards to school-year calendars: 
 
a. The school division calendar applies to all school division bus routes. 
 
b. School bus driver calendars operate on the basis of the school division they serve.  
 
8. Additional Bus Driver Resources 
Depending on the situation, bus drivers may have access to the following: 
 
a. Fuel & Compound Keys 
Bus compound gate keys and fuel tank keys are provided by your Transportation Foreman. 
 
b. Fuel Cards
Each bus has a specific fuel card for that bus, if you have issues with your fuel card or you are sent to take a bus to be serviced and a different fuel card is required you will get this from your Transportation Foreman. 
 

[bookmark: _Toc69978637]Section 4.3: Scheduling 
 
1. Scheduling 
School bus drivers shall: 
 
a. Set their schedule such that their bus arrives at school approximately fifteen minutes before school starts.   
 
b. Set their schedule such that their bus leaves school no sooner than five minutes after school is dismissed to allow time for students to board the bus. 
 
c. Communicate their bus route schedule to parents. (This schedule is based on normal driving conditions)  
 
d. Wait no longer than two minutes at any scheduled pick-up location except in situations where the student is in sight and approaching the bus. (Students are required to be ready to board and at the stop five minutes before their scheduled pick-up time) 
 
e. Remain at all pick-up locations until scheduled time has passed except in cases where all students have been accounted for. 
 
f. Only pick-up or drop-off students at pre-approved bus stops or in accordance with provisions for guest riders (see above). 
 
g. Contact families to advise them of any changes to pick-up or drop-off times. 

[bookmark: _Toc69978638]Section 4.4: Contacts 
 
1. Contacts 
The following contact persons are available to assist bus drivers: 
 
a. Mechanical Problems 
Transportation Foreman will assist bus drivers with mechanical problems.  

[ ____________________________________________________________ ]

b. Discipline 
The Transportation Foreman, Transportation Supervisor and Manager of Facilities & Transportation must be notified of any student incidents that occur on the bus, a student report form must be completed within 48 hours, and the school Principal will be responsible for any disciplinary consequences related to the student conduct. 
 
c. Safety Issues 
The Transportation Foreman shall be contacted where safety issues arise. 
 
d. Passenger Eligibility 
The Transportation Foreman manages passenger eligibility.   
 
[bookmark: _Toc69978639]Section 4.5: Fuelling the School Bus 
 
1. Fuelling  
 
a. Each fuelling station has a different fuelling process. 
[image: Image result for co op card lock fuel pump] 
b. The school division has vehicles that operate on gas and diesel. 
 
c. Bus drivers must ensure that they have instructions for proper fuelling processes for their bus. 

d. [bookmark: _Hlk47958661]All buses must always maintain no less than ½ tank of fuel; at all times.
 
e. Bus drivers must record the amount of fuel and the date that the fuelling took place in the bus log and ensure that the reports are completed at the time of the fuelling operation. 

f. Bus driver shall sign and put bus # on ALL receipts.

2. Safety Considerations for Fuelling the School Bus 
 
a. No student or passenger is allowed on the bus during fuelling. 
 
b. Bus drivers must check with the Transportation Foreman or designate if requiring information on proper fuelling of the bus. 

c. Must refer to Safety Data Sheet (SDS) and wear Personal Protective Equipment (PPE) as directed by SDS.

[bookmark: _Toc69978640]Section 4.6: Message Service, if applicable (division specific) 
 

[bookmark: _Toc69978641]Section 4.7: Arranging for a Substitute Bus Driver (division specific) 
 

[bookmark: _Toc69978642][image: ]Section 4.8: Servicing 
[image: Image result for SCHEDULING IMAGE] 
1. Service and Repairs  
Service and repairs to buses operates as follows: 
 
a. All buses are serviced at your designated shop. 
 
b. All buses are to be thoroughly cleaned and sanitized before your appointment.

c. Each bus has a scheduled maintenance date that indicates when the next service is due. 
 
d. Drivers are to make ensure they take their bus in to be serviced on their scheduled date, unless other arrangements have been previously made with your Transportation Foreman. 
 
e. Notify Transportation Foreman of any repairs needed including oil changes. Do not leave these until scheduled maintenance date.

f. Each bus undergoes a thorough annual inspection.  A spare bus will be made available during this time if required. 
 
g. An SGI sticker is applied to the bus so the driver can track required service updates. 
 
2. Vehicle Licensing and Inspections 
 
a. The driver is to check and verify the following:
i. the current valid SGI registration paper located in the yellow SGI booklet
ii. the expiration date on the SGI Inspection decal 
iii. the green copy of the SGI Inspection Certificate (located in the yellow SGI booklet) matches the decal number on the inspection decal
iv. complete the Daily School Bus Deficiency/Inspection Report

b. Any deficiencies must be immediately reported to your transportation foreman.



Bus Driver Online Leave Entry (division specific)
Insert sample here
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[bookmark: _Toc69978643]Chapter 5: APPENDICES 


[ENTER DIVISION NAME]















[bookmark: _Toc69978644]Appendix A: Quick Reference Guide 

 
Phone Contacts 
· Transportation Foreman: 
· Transportation Supervisor:
· Manager of Facilities & Transportation:  
· Transportation Administrative Assistant:  
· Payroll: 
 
Daily Routines 
· Complete Daily School Bus Deficiency/Inspection Report (circle check). 
· Check safety inspection decal when it is due for re-inspection (circle check).
· Inspect bus for cleanliness.
· Ensure fuel tank is above ½ tank.  

Bi-Monthly/Monthly Routines 
· Submit a copy of your Daily School Bus Deficiency/Inspection Report on the 15th and last driving day of the month, as you should have up to 2-days’ worth of log information in your bus at all times. These are not transferable between buses. 
· Submit monthly gas receipts at the end of each month.  

Annual Routines 
· Attend the annual Bus Driver Start-Up Workshop. 
· Establish and post school bus rules at the beginning of the school year before the first route. 
· Submit a current validated copy of your driver’s license to your Transportation Foreman to submit to the Transportation Office when you renew your licence.
 
Ongoing Routines 
· Have your bus serviced on the day you are booked for your scheduled maintenance.
· Ensure that you have completed any Leave Requests and submitted to your Transportation Foreman for prior approval for any days you are needing to request off.  
 


[bookmark: _Toc69978645]Appendix B: Administrative Procedures (the list is including but not limited to)

Introduction 
Administrative Procedures refer to the role of the Transportation staff in several places.  The titles below provide a brief description of these administrative procedures. 

Titles (Division specific if applicable)
 
· [bookmark: _Toc63411919]Responsible use of Technology and the Internet
-outlines the proper use of technology and internet use in the division.

· [bookmark: _Toc63411920]Exposure Control Plan (Blood, Body Fluids) 
-outlines safe work practices when contact with blood or body fluids

· [bookmark: _Toc63411921]Tobacco Free Environment 
-outlines the use of tobacco products.

· [bookmark: _Toc63411922]Video Surveillance 
-outlines protocols and procedures for using electronic surveillance on school premises. 

· [bookmark: _Toc63411923]Confidentiality 
-outlines protection of personal information of staff and students.

· [bookmark: _Toc63411925]Social Media Guidelines 
-outlines the acceptable use of Social Media

· [bookmark: _Toc63411928]Student Welfare
-outlines the safety and well-being of children is a responsibility shared by every member of the community. As all citizens have a duty to report child abuse in accordance with provincial legislation, all employees of the Division have a duty to report suspected child abuse to an appropriate authority.

· [bookmark: _Toc63411929]Student Discipline 
-outlines protocols and procedures for ensuring positive learning environment. 

· [bookmark: _Toc63411930]Damage to Property by Students
-outlines protocols and procedures for a student who willfully or unknowingly destroys or damages school property will be held financially responsible for their actions.

· [bookmark: _Toc63411931]Service Dogs in Schools 
-outlines the guidelines and recognizes the diverse/intensive needs of some students may require unique accommodations.

· [bookmark: _Toc63411933]Reporting of Criminal Charges
-outlines responsibilities for any employee charged with a criminal offense.

· [bookmark: _Toc63411934]Harassment 
-outlines ensuring work environment is free of harassment.
· Harassment Complaint Form 

· [bookmark: _Toc63411935]Violence
-outlines the employer is committed to minimize or eliminate the risk of violence in the workplace. 

· [bookmark: _Toc63411938]Injury/Incident  Reporting 
-outlines the procedures and responsibilities of reporting an injury/incident. 

· [bookmark: _Toc63411941]Employee Use of Drugs and Alcohol 
-outlines drug and alcohol use.

· [bookmark: _Toc63411942]Mobile Devices 
-outlines division mobile communication devices.  

· [bookmark: _Toc63411943]Hazard Identification and Control- Workplace Hazardous Materials Information System WHMIS 2015 
-outlines the practices and procedures for the safe use, storage, handling and disposal of hazardous products. 

· [bookmark: _Toc63411944]Buildings and Grounds Security  
-outlines the procedures for division buildings and grounds security.

· [bookmark: _Toc63411946]Use of Division Vehicles 
-outlines the proper use of vehicles owned by the [enter division name].

· [bookmark: _Toc69978646]Bus Service Cancellation Due to Inclement Weather 
-outlines roles and responsibilities related to bus service cancellation in the event of inclement weather.  

·  Student Conduct on School Buses
-outlines expectations for student conduct on school buses. 


[bookmark: _Hlk522786341][bookmark: _Toc69978647][bookmark: _Hlk522786390]Appendix C: Key References

The following key reference documents provide statutory, policy, or procedure related information regarding school bus transportation in the school division. 
· The Education Act, 1995,
 
· Sec. 85(1)(k); Duties of the Board 
· Sec. 85(cc)(iii); Duties of the Board 
· Sec. 87(2)(z); Powers of the Board 
· Sec. 149(3);(4); Right to Attend at Cost to the Division 
· Sec. 178(15); Pupils with Intensive Needs 
· Sec. 194; Transportation to Certain Pupils 
· Sec. 196; Administration and Supervision of Transportation 
· Sec. 197; Reports Respecting Student Transportation 
o    Sec. 354; Acquisition of Vehicles or Transportation Services 
o    Sec. 356; Specification of Vehicles 
· Sec. 370; Regulations 
 
· The Traffic Safety Act 
 
· Division IV: Safety Lights and School Buses 
· Part XX: Regulations, Sec. 287(1)(ii) 

· [bookmark: _Hlk16591734]The Saskatchewan Employment Act 

· The Occupational Health and Safety Regulations, 2020



[bookmark: _Toc69978648]Appendix D: Drug and Alcohol Use 

The following documents provide SGI guideline information regarding impaired driving laws for drug and alcohol use.
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[bookmark: _Toc69978649]Chapter 6: Forms 


[ENTER DIVISION NAME]













[bookmark: _Toc69978650]Section 6.1: Transportation Sector Forms (division specific) 

Introduction 
This Chapter lists and includes forms required by the transportation staff.  These forms are:  (Division specific if applicable)
[bookmark: _Toc67388596][bookmark: _Toc69978651]Incident Report Form
· This form is used for reporting all accidents, near misses or property damage.  

[bookmark: _Toc63411955][bookmark: _Toc63432739][bookmark: _Toc67388599][bookmark: _Toc69978652]Transportation (Bus Driver) Performance Review Form 
· This evaluation will be done a minimum of once every 3 years. 

[bookmark: _Toc63411958][bookmark: _Toc63432742][bookmark: _Toc67388601][bookmark: _Toc69978653]Working Alone Form 
 
[bookmark: _Toc69978654]Student Report Form
· This form is to be used for student behavior/conduct on the bus.

[bookmark: _Toc69978655]Charter Statement (Field Trip Form)
 

[bookmark: _Toc69978656]Expense Reimbursement Form 
 
· This form is to be used in situations where bus drivers incur expenses that are eligible for reimbursement through the school division. This must be approved and signed by the Transportation Foreman.
 
[bookmark: _Toc69978657]Online Leave Request Form 
 
· An Online Leave Request must be completed and submitted as soon as you know you will be off duty for approval both by your Transportation Foreman and the Manager of Human Resource.

[bookmark: _Toc69978658]Driver Claim Form
 
· This form is used by substitute bus drivers to record and report any extra travel while covering a bus route.
· This form can be used by regular bus drivers to record and report extra travel for repairs other than regular scheduled maintenances.  

[bookmark: _Toc69978659]Daily School Bus Deficiency/Inspection Report 
 
· This needs to be filled out daily. Must be complete and accurate.  	
· Submit a copy of the completed form to your Transportation Foreman after the 15th and last day of the month. 


 
[bookmark: _Toc69978660]Bus Driver Summary Sheet
 
· It is important that the Bus Driver Summary Form be fully completed and accurate. 
[bookmark: _Toc69978661]Evacuation Drill Form
· The evacuation drill must be done, and the form completed for each bus route by the regular bus driver in October, January and April of each school year. Submit your completed Evacuation Drill form to your Transportation Foreman within 7 days of completion.

[bookmark: _Toc69978662]SGI Forms 
· Samples of specific SGI forms are shown in the Driver Information section. 
 
Insert samples below 


[image: T:\Logos\Logos\Logos SASWH\High Res Files\Screen Versions\Logo\SASWH-logo-RGB_cropped.jpg]Bus Driver
 Performance Review Form


Name: ________________________________ Date of Review: __________________________

School/Location: __________________________________ Position: __________________________

How long has this employee worked in his/her assignment?  ________________________________

Type of Evaluation (check one)

|_| Interim Probationary 		      |_| Final Probationary                    |_| Trial Period

|_| 1 Year Following Probationary     |_| Annual Review (3 years)          |_| Other____________________

Evaluator (print name): __________________________ Position: ______________________________
 
Mark (X) the box that most accurately reflects your evaluation of the employee.

3. Meets Expectations:	A person who consistently meets requirements and expectations; one who excels in one or more areas of performance.

2. Needs Improvement:	A person who inconsistently meets the requirements and expectations; one who has areas of performance that require improvement.

1. Unacceptable:	A person whose performance is notably below job requirements and expectations; significant improvement to performance is required.

	Criteria for Evaluation (Note: Space for general comments provided at the end)
	3
	2
	1
	N/A

		Criteria for Evaluation (Note: Space for general comments provided at the end)
	   3
	   2
	1
	N/A


Student Related Duties

	1.
	Communicates pickup/drop off times to families in a timely manner
	
	|_|
	|_|
	|_|
	|_|

	2.
	Advises and enforces school bus rules effectively
	
	|_|
	|_|
	|_|
	|_|

	3.
	Advises sub driver of any route specific rules/ 
changes or student concerns
	
	|_|
	|_|
	|_|
	|_|

	4.
	Properly supervises students during transit, loading
& unloading
	
	|_|
	|_|
	|_|
	|_|

	5.
	Supervision of students until regular supervision is provided
	
	|_|
	|_|
	|_|
	|_|

	6.
	Ability to manage student behavior quickly and effectively
	
	|_|
	|_|
	|_|
	|_|

	7.
	Communicates any bus issues to supervisor
	
	|_|
	|_|
	|_|
	|_|

	8.
	Complies to all safety, traffic and bus regulations
	
	|_|
	|_|
	|_|
	|_|

	9.
	Knowledgeable with Transportation Manual
	
	|_|
	|_|
	|_|
	|_|

	Bus Care & Maintenance

	 10.
	Meets bus cleanliness standards as established by supervisor
	
	|_|
	|_|
	|_|
	|_|

	11.
	Ensures bus is plugged when temperature below 0ċ
	
	|_|
	|_|
	|_|
	|_|

	12.
	Properly checks and maintains all fluid levels
	
	|_|
	|_|
	|_|
	|_|

	13.
	Reports any bus malfunctions to supervisor
	
	|_|
	|_|
	|_|
	|_|

	14.
	Maintains fuel level above half a tank
	
	|_|
	|_|
	|_|
	|_|

	15.
	Returns spare buses clean and full of fuel
	
	|_|
	|_|
	|_|
	|_|

	16.
	Properly performs & documents pre-trip inspections 
	
	|_|
	|_|
	|_|
	|_|

	General Duties

	17.
	Completes & submits all applicable paperwork in a timely manner
	
	|_|
	|_|
	|_|
	|_|

	18.
	Conducts oneself in an appropriate manner within an educational environment
	
	|_|
	|_|
	|_|
	|_|

	19.
	Willingness to engage in all professional development
	
	|_|
	|_|
	|_|
	|_|

	20.
	Notifies supervisor of any changes to route
	
	|_|
	|_|
	|_|
	|_|

	21.
	Maintains a neat personal appearance
	
	|_|
	|_|
	|_|
	|_|

	Attitude

	22.
	Demonstrates a positive attitude towards others, 
co-workers, and school/division
	
	|_|
	|_|
	|_|
	|_|

	23.
	Willing to listen/learn & provide valuable feedback
	
	|_|
	|_|
	|_|
	|_|

	24.
	Accepts accountability for his/her work
	
	|_|
	|_|
	|_|
	|_|

	25.
	Properly follows instructions, directives, and procedures
	
	|_|
	|_|
	|_|
	|_|

	Initiative

	26.
	Comes forward with concerns or new ideas
	
	|_|
	|_|
	|_|
	|_|

	27.
	Willing to assist co-workers/team player
	
	|_|
	|_|
	|_|
	|_|

	Punctuality

	28.
	Maintains consistent route pickup/drop-off times at stops and school 
	
	|_|
	|_|
	|_|
	|_|

	29.
	Ability to show up on time for any job related duty
	
	|_|
	|_|
	|_|
	|_|

	30.
	Communicates any delays to any affected families or schools
	
	|_|
	|_|
	|_|
	|_|

	Safety
	
	
	
	
	
	

	31.
	Reports all incidents / accidents to supervisor immediately
	
	|_|
	|_|
	|_|
	|_|

	32.
	Follows established policies & safe work procedures
	
	|_|
	|_|
	|_|
	|_|

	33.
	Knows the 3 worker rights & what they mean
	
	|_|
	|_|
	|_|
	|_|

	34.
	Demonstrates proper use of personal protective equipment (PPE), donning, doffing, selection, storage 
	
	|_|
	|_|
	|_|
	|_|

	35.
	Worker ensures all applicable training is current

	
	|_|
	|_|
	|_|
	|_|



Objectives for the Next Review Period

List goals and objectives to be attained in the upcoming review period:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Overall Review

Outline areas of major strength(s):
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Areas which could be improved:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Professional development goals:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


General comments and recommendations:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________






____________________________________ 				__________________________
Supervisor’s Signature							Date




___________________________________ 				__________________________
Employee’s Signature							Date





[image: T:\Logos\Logos\Logos SASWH\High Res Files\Print Versions\Logo\SASWH logo CMYK_cropped.jpg]
 


	 
 
7    	  
 

 
 
[bookmark: _Toc69978663]Chapter 7: Assigned Route Information Package 



[ENTER DIVISION NAME]

 


** This manual may be changed or updated/revised at any time **
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SOUTH EAST
+ CORNERSTONE

. Public School ivision #209

School Bus Cleaning Guidelines

Due to Covid-19, regular wipe downs and cleaning needs to be completed prior to every route run. The health
and safety of our students and staffis our top priority in these unprecedented times. These guidelines should
be a baseline to which surfaces need to be cleaned and disinfected. There is the possibility more surfaces will
need disinfecting as you observe the students on your bus. All cleaning products and personal protective
‘equipment will be supplied by SECPSD. Contact your Transportation Foreman regarding cleaning supplies or
personal protective equipment.

Surfaces to clean and disinfect:

EP50 Cleaner Disinfectant (Hydrogen Peroxide Based)- EPS0 CLEANER DISINFECTANT i 3n 3l in one hydrogen peroxide based
product:disifectant, heavy duty ceaner, mult-purpose cleaner,glass cleaner, loorcianer, carpet cleanar and carpetstin remover. Whn used
25 directed 2 3 disinfectant, it ils 9.99% on 3 wide range of bactera in 5 minutes. EPSO CLEANER DISINFECTANT has very low VOGS, whichis
optimum fo use in hospitas, helth cae faciitie, hotel, schoois 3n food srvice sstabishmsnts. Organicingrecients in thi product ae resciy
biodegradabi i accordance with OECD 301 standard. Surfaces mustremain wet for 5 minutes fo proper disnfection.

1) All seats need to be wiped down
Back rest (both sides)
Seat cushion (side facing up)

2)  inside of windows to be cleaned

3] Wipe down panels below windows above seat.

4) Wipe down all handrails and section of front dash by entry.

Ensure qarbage is emptied daily to dispose of used masks

Personal Prote

/e Equipment Required While Disinfecting School Busses

3 Glovestobe worn whie ceaning heschool bus P o,
2) Miasktobe worn whie cieaing th schoo bus
3) Hand santizerto be used prior to entering and exiing bus .

These cleaning guidelines need to be completed prior to any repair or maintenance being completed on your school bus, 5o we can
Keep our transportation staff safe while they complete their dutie.

There wilbe no food or drink allowed by drivers or students at this time.

Ifyou have any questions, piease contact your Transportation Foreman.

NO FOOD
OR DRINK
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“The 8-Fold cleaning method. This means before you start wiping the dirt on the area, make sure you
fold the cloth twice, into a square shape. This will give you 8 clean sides of that single cloth to be
used for cleaning, not to mention that the cloth willfit neatly into the palm of your hand.

You will not need to clean your cloth as often as you will have 8 cleaning sides to work with.

« It helps you avoid transferring germs from one surface to another.

It helps you finish the job quickly and efficiently.

Microfiber Cloths
Are Great For All Kinds Of Jobs...

E

o mu:mn fwice for
i cloar mvhlrn vga 1

Cto

Cieaning Up $pillh
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Incident, Injury,

Near Miss, Property Damage

Worker must nofity supervisor
Submit completed form

Worker to complete WCB W1 form
Supervisor to notify HR manager immediately
‘submit completed form to HR manager
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Actual

Harm Description

Rating

1 Minor | An incident that has contacted or affected a
patient/worker and resulted in no injury or
minor injury/haram requiring minimal
intervention or first aid.

2 Harm/Injury which requires professional or

Moderate | medical treatment beyond first aid.

3 Major Harm/injury resulting in physical and/or
emotional harm and lessening of bodily
function. Temporary loss of function. Long
term incapacity/disability.

4 Severe | Death or significant harm resulting in

irreversible complications including
permanent major loss of function.

Frequent Possibility of repeated occurrence (daily,
weekly or monthly)

Occasional | Possibility of occurrence (several times in
1 to 2 years)

Uncommon | Possibility of isolated occurrence (2 to 5
years)

Remote Not likely to occur (may happen outside
of 5 years)

Probability

Severity

3) Major

2) Moderate

Frequent Occasional Uncommon Remote

1) Minor

Corrective Actions
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Washing Bus

Always maintain two hands on wand at
all times

Move body in direction you want to go,
shuffle feet side to side

Always wear safety glasses

‘Wear enclosed toe and heal footwear slip
with resistant soles

Never rotate or twist body

Use 50° nozzle tip
Bend knees slightly

Always maintain two hands on wand
Move body in direction you want to go,
shuffle feet side to side

Always wear safety glasses

‘Wear enclosed toe and heal footwear slip
with resistant soles

Never rotate or twist body

Use 50° nozzle tip
Bend knees slightly

Always maintain two hands on wand
Move body in direction you want to go,
shuffle feet side to side

Always wear safety glasses

‘Wear enclosed toe and heal footwear slip
with resistant soles

Never rotate or twist body

‘Always use long handles squeegee, if
possible

Meaintain solid stride stance, feet shoulder
‘width apart, one foot slightly in front of
other

Move body in the direction you want to go
Always wear safety glasses

‘Wear enclosed toe and heal footwear slip
with resistant soles

Never rotate or twist body





image16.png
Opening hood. Checking fluids

8end knees slightly
Lift using leg muscles

Allow hydraulic shock to do the “lft”
work

Always wear safety glasses

Wear enclosed toe and heal
footwear with slip resistant soles

Closing Hood

Maintain solid stride stance, feet
shoulder width apart, one foot
slightly in front of other

Transfer weight from back leg to
front movement to close hood
Wear enclosed toe and heal
footwear with slip resistant soles

Always use handrails entering or
exiting bus

Wear enclosed toe and heal
footwear with slip resistant soles
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Seat height:
+ Raise the seat as high as you can but still be comfortable
+ Youshould be able to see at least 76 mm (3 in) over the top of
the steering wheel
« Adjust the mirrors after you have finished setting the other
features

seat cushion length:
« Adjust seat length so back of knees is about 3-6 cm (1.25-
2.33") from front of seat (i possible)

Lumbar support:
+ Adjust the lumbar support up-and-down and in-and-out until
you feel an even pressure along your lower back from the hips
to shoulder height (if possible)

Seat forward/back position:
+ Move the seat forward until you can easily push the pedals
through their full range with your whole foot, not just your
toes
« You may have to readjust the seat height to get better control
of the pedals
« seat should be an optimal angle of 110°

Steering wheel:

+ Adjust the steering wheel for height or tilt and pull it back for
easy reach.

+ The centre of the steering wheel should be about 25 - 30 cm
(10-12n) from the driver's breast bone.
Hands should be about “8 and 4 o’clock”
Elbows should be down, and comfortable

+ Usearmrests

Always wear your seatbelt, properly! (Rests between shoulder and neck and across top of

thighs)

Use visor to reduce glare
Wear sunglasses to reduce glare
Ensure windows are clean
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To reduce the risk of exposure to hantaviruses, select the appropriate
respirator according to this table.

. __________________________|
Respirator type Use

Disposable N95 respirator General clean-up, handling, and
maintenance activities for which
there is known or probable rodent
contamination, but no heavy
accumulations of droppings

Half-face air-purifying respirators Cleaning up rodent-contaminated

(APR), rubber or silicone, areas where there is an accumulation
reusable, equipped with of droppings and excess dust is not
P100 filters being generated, or where the handling

of rodents, alive or dead, is uncommon

Powered air-purifying respirators Cleaning up heavy accumulations of
(PAPR) equipped with P100 filters rodent droppings where excess dust
or air-supplied respirators may be generated





image19.png
Never use an air hose
to blow down rodent
droppings or rodent-
contaminated
materials—doing

so may create
potentially hazardous
dusts and mists.
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Workplace Label* ==

@ ProductK1
@ Danger

 Fatal if swallowed. Causes skin irritation.

Wear protective gloves (neoprene). Wash hands
thoroughly after handling. Do not eat, drink or smoke
 when using this product.

| ) see'505 for more information.
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Workplace Hazardous Materials Information System

[&\WHMIS Pictograms

Flame over Cirdle
Onidizer

Flammable
Self-Reactive

Pyrophoric
Self-Haating

In Contact with Water,
Emits Flammable Gases

Organic Peroxide

Exploding Bomb

Explosive*
SelfReactive (savere)
Organic Peroxide (severe)

Gas Cylinder
Gas Undier Pressure

Skull and Crossbones
‘Acute Toxicity

(fatal or toxic)
Corrosion

Serious Eye Damage
Skin Corrosion

Corrosive to Metals

Exclamation Mark

Iritation (skin or eyes)
Skin Sensitization
Acute Toxicity (harmful)
Specific Target Organ
Toxicity

(drowsiness or dizziness,
o respiratory iitation)
Hazardous to the
Ozone Layer*

Biohazardous

Biohazardous Infactious
Materials

Health Hazard
Carcinogenicity
Respiratory Sensitization
Reproductive Toxicity

‘Specific Target Organ
Toxicity ‘Aquatic Toxicity*

Germ Cell Mutagenicity

Aspiration Hazard
NOTE: No pictogram i assigned to

A GHS pictogram appropriate for the hazard o h"v:‘:h"’;m‘;‘:*
Physical Hazards Not Otherwiss Classified Some less severs hazard categoris.
Health Hazards Not Otherwisa Classfied

ot requied by WM, but may b used.

@CCOHsca 1-800-668-4284 WHMIs.org

Canadian Centrefor Occupationl Health and safety





image22.png
WHMIS 2015 Labels

Q) Product identifier
“The product name exactly as it
appears on the container and on
the Safety Data Sheet (SDS).

Hazard Pictograms

Hazard pictograms, determined by
the hazard dassficaton o the
product I some cases, no ictogram
isequired.

jnal Words

Danger” o “Waming are used to
emphasize hazards and indicate the
seveity of the hazard.

Hazard Statements
Brefstandardized statements of
allhazards based on the hazard
dassficationof the product

(@) Precautionary statements
These statements descrbe.
ecommended measures to
minimize o prevent adverse effects
from exposire to the product,

including protective equipment:
and emergency measures.

(@ supplier Identifier

“The company which made, package,
soldorimported the product and s
responsibe for the abel and SDS.

safe Handling Precautions
May inciude pictograms o other
supplerabel information.

(Q) Reference to sDS
i avalble

RCCOHS

© Product K1 / Produit K1

<D

Danger Danger

ol fswalowed. | wortelen cas g ngeston.

Causes s ritation. | Provodu une st autanee.
E—t

p..(mn., P p—

1
1

Workplace Label

© Product K1
(7] Danger

Fotal f swollowed, Cousesskinritation.

Wear protective gloves (neoprene). Wash hands
thoroughly afer handiing. Do ot at, drink or smake
when using this product

Q) s 05tomrs ot

*Requirements may vary ~ consut yourocaljuritiction for ther requirements.

1-800-668-4284 WHMIs.org

o Health and Safety
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SECPSD TRANSPORTATION
DRIVER COMMUNICATION INFORMATION

Area Fore will check temperature and notify of Bus Cancellatio
On severe, cold days of -40C ambient temperature, -45C or greater wind chill or
if a decision is made due to visibility, road conditions, etc.

Transportation Foreman will call Head Contact to advise drivers whether all
buses will be cancelled.
Head Contact will call contacts on top of phoning tree.

Those top contacts for each area call all the drivers on th
tree to notify them what the decision is.

phoning

All drivers MUST contact their student’s parents to notify them that there will be no
buses running due to weather. Transportation Foreman will contact schools.

If no cancellation comes from Your Foreman or the School Di
ou are usi our own n

Roads and visibility can be different in different areas. If you are unsure, make sure you
call your Foreman or your top contact person on your calling tree before you leave
on your route.

If a driver cancels their own bus route due to feeling it is unsafe, it is up to you,
the driver, to contact your Foreman to let him know you are cancelling and you,
the driver, to contact student’s parents and also to contact the schools that you are
not running.

Drivers, please check your home phones and cells before you leave to make sure
you have not missed a cancellation call.

Very early drivers, if you don't get a call before you leave on your route and you

know it is close to -40C ambient and -45C with windchill or bad visibility, etc. please

call and check with your Foreman.

If buses are cancelled, they are cancelled AM Only. If there is an afternoon
cancellation, call your student’s parents, ask if the child is to go to their billets, let
that child's school know if the student is going to a billet or if the parent is picking
the student up.
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NSC DAILY VEHICLE TRIP INSPECTION

GOALS OF THE STANDARD
‘The daily vehicle trp inspection standard is intended to ensure early identfication of vehicle problems
and defects, and to prevent the operation of vehicles with conditions that are ikely to cause or
contribute t a collsion or vehicle breakdown,

INTRODUCTION
Dally vehicle rip inspection is  continuous process designed o protect drivers and alert carriers to
mechanical problems, The general objective of daily vehicie tip inspectons is to promote an
improved level of safety and compliance in commercial vehicles operating on the highway.

APPLICATION
All motor carriers and drivers operating commercial vehicies as defined in the NSC.

Some jurisdictions may exempt certain types of vehicies from the requirements of this standard. To
detormine whethr any specific vehicle is exempted, please contact the appropriate jurisdiction in
which travel s intended.

DEFINITIONS
For the purpose of ths standard, the following defintions apply:

Commercial Vehicle (4s defined in NSC) Aruck, tractor ot trailer or combination thereof exceeding a
registered gross vehicle weight of 4 500 kg, or a bus designed, constructed and used for the
ransportation of passengers with a designated seating capacity of more than 10, inciuding the driver,
but excluding the operation for personal use.

Inspector; (As defined in NSC) A person duly authorized to enforce federal or provincial statutes related
tothe Code.

Motor Carrier; (4s defined in NSC) A person who owns, leases or is responsible for the operation of a
commercial vehicie for the purpose of transporting passengers or goods.

Motor Coach: means a bus of ‘monocoque’ design, manufactured to provide inferciy, suburban,
commuter or charter service and equipped with under-floor baggage storage.

Tl General Requirements — Updated March 2009
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NSC Standard 13: Trip Inspections

Part 1 - General Requirements

(1) Vehicles o be inspected
No motor carrier shail permit a person and no person shall drive or operate a commercial vehicle on a
highway unless the vehicle is inspected as required.

) Carrier 0 issue inspecion schedles
Wit carriers shallprovide he appicable scheduie(s) ofinspecion fems in @ witen or an equivalent
electronic format and all vehicles shall be inspected in accordance with the schedule(s)"

9 Driver o carry and surrender schedules
Diivers of a commercial vehicle shall have n their possession the applicable schedule(s) ofinspection
items and shall provide the schedules on demand of an inspector. (Schedule 4 need not be caried
(9 Required inspections (hen operaied)

(@) Trucks, tractors and traiers shallbe inspected in accordance with Sehedule 1 every 24 hours.

(b) Buses and any attached tailer” shall be inspected in accordanco with Schedule 2 every 24 hours,
or altemativly in the case of motor coaches equipped with ar brakes, ai ride suspension and
automati brake adjusters, in accordance with Schedule 3 every 24 hours and at least every 30
days or 12,000 km (whichever comes frst) I accordance with:

i, Schedule 4, or
il an equivalent maintenance program approved by the jurisdicton that complies with Schedule
4requirements.

(5) Report 0 be completed
(@) A person conducting an inspection in accordance with Schedule 1 or 2 or 3 shall prepare a report
in a written or an equivalent electronic format that contains the following information

i, licence plate or unit number(s) of the vehicle(s);

ii. motor carrier's name;

il date and time of inspection;

iv. city, town, village or highway location where the inspection was performed;

V. a statement signed by the person conducting the inspection and by the person driving the
‘vehicle (if different than the person inspecting the vehicle) that the vehicie(s) identified on the
report has(have) been inspected in accordance with applicable requirements;

vi. the legible printed name of the person conducting the inspection; and

vil. odometer reading (i equipped).

(6) A person conducting an inspection in accordance with subsection 4 (b) i or i shall prepare a report
in a witten or an equivalent electronic format that contains the following information:

i, licence plate, VIN or unit number(s) of the vehicle(s);

il motor carrier’s narme;

il date(s) of inspection;

iv. location(s) where the inspection was performed;

V.. a statement that the vehicle(s) identified on the report has(have) been inspected in
accordance with applicable Schedule 4 requirements;

vi. the legible printed name of the person(s) conducting the inspection;

Vi the signature of the person(s) conducting the inspaction;

Vil odomeler reading(s).

" Schedules mist corain at a minifuin all nspection tems istéd] with the exception o e not présent on the
Yehicle ting operatéd. Schedule format and layout may vary
#Atrailr towed by a bus shall aays b Inspected in accordance with Schedue 2

I General Requirements — Updated March 2009 2
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(6 Report to be carried
No motor carrier shall permit a person and o person shal drive a commercial vehicle on a highway
unless that person is in possession of the required inspection reports).

() Driver to provide report
A driver of a commercial vehiclo shall provide a paper or equivalent electronic copy” of the required
inspection repori(s) on demand of an inspector.

(8 When no defects are detected
When no defects are detected during an inspection, the person conducting the inspection shall record
that fact on the inspection report(s)

(9) When defects are detected
A person conducting an inspection in accordance with Schedules 1,2 or 3 shall record on the
inspection report any defects detected during the inspection and shall report such defects to the motor
carrier or a person appointed by the motor carrier prior to the next required inspection.

(10) Information o be recorded re: Schedule 4 inspections
A person conducting an inspection in accordance with Schedule 4 shall record brake adjustment
measurements, all defects detected during the inspection, and the nature of all repairs carried out.

(1) Driver to monitor vehicle wiile driving
While driving andlor otherwiso being in charge of a commercial vehicle, the driver shall monitor its
condion in accordance with the schedule of inspection tems, and when defects are detected, the
driver shall record the defects on the inspection report and report the defects to the motor carrier prior
o the next required inspection.

(12) Major defects 0 be reported immediasely
When major defects are detected or disclosed to the driver while driving o otherwise being in charge
of a vehicle, they shallbe recorded on the inspection report and reported to the motor carrier
immediately.

(13) Vehicle not 10 be operated with major defect
No motor carrier shall permit a person and no person shalldrive a commercial vehicie on a highway
when amajor defectis present on the vehicle.

(14) Carrier to ensure defects are corrected
Motor carriers shall ensure that al previously reported vehicie defects are corrected before the next
required inspection or within a timeframe specified by the jurisdiction of ravel

(15) Report o be given o carrier.
Drivers shall forward the original of each inspection report o the motor carrier who is responsible for
the commercial vehicle within 20 calendar days of the completion of the report.

(16) Carrier recards
Carriers shal retain the original copy of each vehicle inspection report and certification of repairs for at
least 6 months from the date the report was prepared.

(17) Schedule 4 inspections 10 be conducted by qualified person

Schedule 4 inspections shall be conducted while the vehicie is positioned over a pit or raised in a

manner that provides adequate access to all of the applicable components by a person who holds the

technician certification or qualification required in the jurisdiction (may not have to be certfied
jurisdiction)

“The requirement for equivalent electronic copies should be the same as the Hours of Service requiremens.

Tl General Requirements ~ Updated March 2009 3
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Schedule 2 - Bus

Application:

‘This schedule applies to buses designed, constructed and used for the transportation of passengers
with a designated seating capacity of more than 10, including the driver, but excluding the operation
for personal use, and also applies to any trailer towed by a bus.

1. Accessibiliy Devices.

Defectts)
Accessibily device may no be wed i
« Alarm fails 0 operate.

« Equipment malfusctions.

« Intelock system malfunctions.

Major Defect(s)

 Vehicle fais 1 return to normal level aftr "kneeling "

« Extendable lift, ramp or other passenger-loading device fals o
retract

2. Air Brake System

Defectts)
« Audibe it leak
+ Slow ai pressure build-up rte.

3. Cargo Securement

Major Defect(s)

» Pushrod stroke of any brake exceeds the adjustment limit.
* Airloss rate exceeds prescribed limit.

« Inoperative towing vehicle (tractor) protection system.
 Low air warning system fails or system s activated.

« Inoperative service, parking or emergency brake.

Defect(s)
« Insecure or improper load covering (c.g. wrong.
or lapping in the wind)

Major Defect(s)

« Insecure cargo.

 Absence, fulure, malfunction or deterioraion of required cargo.
securement device of load covering,

4. Coupling Devices

Defec(s)
+ Coupler or mouniing has loase or mising
fstener

Major Defect(s
« Coupler s insecure or movement exceeds prescribed limit
« Coupling or lcking mechanism s damaged or fais o lock
« Defective,incorrect or missing safety chain/cable.

5. Dangerous Goods

Major Defect(s)
 Dangerous yoods reguiremens not met

6. Doors and Emergency Exits

Defect(s)

+ Door, window or hatch fils o open ar close
sceurely.

 Alarm inoperative.

“Major Defect(s) (Passengers may noi be carried ]
» Required emergency exit fils to function as inended.

Vehicle may be moved when 1o passenger carried.

7. Driver Controls

Defec(s)

« Accelerator pedal,clutch, gages, audible and
visualindicators o instruments fai to function
properly.

or Defect(s) (Passengers may not be carried)
 Accelerator sticking and engine fais fo eturn 1o idle.

7 vehicle may be moved when no passenger carred.

TI Bus Schedule 2 - Updated September 2008 7
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8. Driver Seat

Defect(s)

 Seat s damaged or fals 0 remain in set
position.

Major Defec(s)
= Seatbelt o tether bel i nsecure, missing o malfuncions.

9. Electic Brake System.

Defectts)
 Loose orinsecure wiring or electrical
connection,

Major Defect(s)
« Inoperative breakavay device,
« Inoperstive brake.

10, Emergency Equipment & Safety Devices

Defect(s)
 Emergency cquipment is missing, damaged or
defective.

11, Exhaust System

Defect)
+ Exhaust ek

Major Defect(s)
 Leak that causes exhaust gas to entr the occupant
compariment.

12. Esterior Body and Frame.

Defect(s)
« Insecure or missing body parts.

« Insccure or missing compartment door.
+ Damaged frame or body.

Major Defect(s)
« Visibly shifed, cracked, collapsing or sagging frame
members).

13, Fuel System

Major Defect(s)

* Missing fuel tank cap'.
 Insecure fuel tank.

* Dripping fuel leak.

7 vehicle may be moved when no passenger carried.

14, General

Major Defect(s)
« Serious damage or deterioation that is natceable and may
affect the veicle’s safe operation.

15, Glass and Mirrors

Defect(s)

« Required mirror or window glass fails to
provide the required view 1o the driver as a
result o being cracked, broken, damaged,
missing or maladjusted.

 Required mirror or glass has broken or
damaged attachments onfo vehicle body.

Major Defeci(s)(Passengers may nof be carried]
Driver’s view of the road is obsiructed n the area swept by the
windshield wipers.

? vehicle may be moved when no passenser carried.

16. Heater/Defroster

Defectts)
* Control orsyste failure

Major Defect(s)
« Defroster fails to provide unobstructed view through the
windshield.

TiBus Schedule 2 - Updated Seplember 2008
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17. Horn

Defectts)
« Vehicle has no operative hom,
18, Hydraulic Brake System
Defectts) Major Defec(s)
« Brake flid level i below indicaied minimum | » Parking brake is inoperstive,
level. Brake boostor power assst s noperatve.

* Brake fluid leak.

« Brake pedal fode or insuflicient brake pedal eserve.
 Activated (other than ABS) waming device.

« Brake fuid reservoir i lss than % ful

19. Lamps and Reflectors

Defect(s)

« Required lamp does not function as intended.

« Required reflector is missing or partially
missing,

« Passenger safety or access lamp does not
function,

Major Defect(s)
When lamps are required:

e of both low-beam headlamps.
« Failure of both rearmost tail lamps.
Atall times:
« Failure of a rearmost tu-indicator lamp.
« Failure of both rearmost brake lamps.

20. Passenger Compartment.
Defectts) Major Defeci()
+ Sanchion padding i damaged. When afected positon is accrpied:

« Damaged steps or floor.

« Insccurs or damaged overhead luggage rack or
compartmen.

« Malfunction orabsence of equired passenger
or mobilty device restains.

« Passenger seat s insecure.

 Malfunction or absence of required passenger or mobilty
device restrains.
« Passenger seat is inseeure.

21. Steering

Defec(s)
« Stering wheel lash (fee-play) s greste than
normal.

Major Defec(s)
« Stceing wheel i nsecure, o does not respond onmaly.
« Stooing wheel lash (ee-play)exceeds equied i

22. Suspension System

Defect(s)

« Al leak i aif suspension system,

« Broken spring leaf.

« Suspension fastener is loose, missing or
broken

Major Defec(s)

« Damaged' or deflated ai bag.

« Cracked or broken main spring eaf or more than one broken
sprng lea.

o Part of spring leafor suspension s missing, shifted out o place:
orin contact with another vehicle component.

« Loose U-bolt,

bruise

TiBus Schedule 2 -

Updated September 2008 9
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23, Tires

Defects)

« Damaged readorsidewall o e,

» Tire leaking (if leak can be felt or heard. tire is
1o be treated a3 la).

Major Defect(s)

« Flat tire.

« Tiretread depth s less than wear fimit

« Tireisin contact with another tre or any veicle component
other than mud-lap.

o Tireis marked “Not for highway use”.

o Tire has exposed cords in the tread or outer side wall area.

24, Wheels, Hubs and Fasteners.

Defects)

 Hub oil below minimum level. (When fitted
with sight glass.)

« Leaking whel sl

Major Defects)

« Whee! has loose, missing or incfTective fstener.

« Damaged, racked or broken wheel, rim o ataching part.
« Evidence of imminent wheel, hub or bearing fulure.

25. Windshield Wiger/Washer.

Defec(s)

« Conirol or system malfunction.

 Wiper blade damaged, missing or fuls to
adequately clear driver's field of vision.

Major Defect(s)

When necessary for prevailing weather condition.

 Wiper or washer fails to adequately clear driver’s field of vision
in area swept by driver's side wiper.

TiBus Schedule 2 - Updated September 2008 10
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Requirements of the Canadian Standards
Association (CSA) D250, 2016

6018.1

The interior of the bus shall be free of all
unnecessary projections likely to cause injury
6.1804

A means of securement shall be provided for
cleaning equipment installed in a suitable position
that does not impede passenger safety or driver
visibility. The securement device shall be designed to
retain the equipment (e.g. a broom or mop).

Not wedged into the passenger seating
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The School Bus Operating
Regulations, 1987

Duties

4 Every driver shall:

g) ensure that every object that is carried onto the bus
for transportation and that cannot be held by a
passenger is placed as close to the front barrier as is
practical and as low as is practical, and, in any event,
that those objects do not exceed the height of the
barrier and are placed, where possible, in front of or
under a seat that is close to the front of the bus.

‘What does this mean?
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The School Bus Operating
Regulations, 1987

........ is placed as close to
the front barrier as is
practical.....

-
Both rows would have to [ —
be filled with equipment [, =
beginning at the front of ——)
the bus. (l.e. equipment
cannot occupy the entire
left row with children
seated on the right row)
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The School Bus Operating
Regulations, 1987





image40.jpeg




image41.jpeg




image42.png
CALENDAR

45678910
11 12 1314 15 16 17,
1819 20 2122 23 24
2526 2728 29 30 31





image43.jpeg




image44.png




image45.jpeg




image46.png
SGI
Impaired driving laws are changing

Aug 20,2018

Know the laws

As of Sept. 1, 2018, there are changes to impaired driving laws. Existing laws are
stronger, and there are new drug-related offences.

These changes include:

«  immediate licence suspension and vehicle seizure with a driving suspension of up to 5
‘years if they re convicted of drug-impaired driving

« zero tolerance for drug impaired driving for all drivers, including experienced drivers
who will face immediate vehicle seizure and licence suspension

«  anyone caught driving impaired while transporting children under age 16 faces longer
licence suspensions and vehicle seizures, with new drivers facing a suspension lasting up
to 18 months.

Your ability to drive safely is impacted after drinking or using any drug, whether legal

or not. Prescription and over-the-counter drugs can also make you impaired, and using

any type of drug while drinking aleohol can make you even more impaired.

For more information on the consequences of impaired driving, visit our Drugs and
aleohol page.
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Changing traffic laws
2018 law changes

Impaired driving (September 1)

Provincial laws

+ Zero tolerance for drug-impaired driving for all divers.

« Any driver (new or experienced) charged with impaired driving under the Criminal Code
of Canada will have their licence suspended indefinitely until their charges are resolved.
in court.

+ Experienced drivers issued an administrative roadside suspension while transporting a
child under the age of 16 face an extended driving suspension:

+ lstoffence - 7 days
+ 2nd offence - 30 days
+ 3rd and subsequent offence - 120 days

« Any driver (new or experienced) issued an administrative roadside suspension while
transporting a child under the age of 16 faces an extended vehicle impoundment

+ lstoffence - 7 days
+ 2nd offence - 30 days
+ 3rd or subsequence offence - 60 days

« All administrative offences issued within the last 10 years are used to determine the
length of suspension or vehicle impoundment that will be issued if the driver receives a
‘new administrative roadside suspension.

Federal laws
Introduction of 3 drug-specific driving offences under the Criminal Code:

« low threshold levels of drug concentration
« high threshold levels of drug concentration
« combination of drugs and alcohol
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2017 law changes
Impaired driving
« Experienced drivers charged for the st time with having a blood alcohol content (BAC)

over .04 have their vehicle seized for 3 days.
+ Zero tolerance for drugs and alcohol for all drivers 21 and under and all new drivers.

« Tenition interlock duration:
.08 - 159 BAC or impaired
« Istoffence — 1 year

+ 2nd offence — 3 years
+ 3rd and subsequent offences — 10 years
«  Over .16 BAC or refuse breath sample
« Istoffence — 2 years
+ 2nd offence — 5 years
+ 3rd and subsequent offences — 10 years
«  New drivers and drivers 21 and under - Zero BAC

+ 3rd offence — mandatory ignition interlock for 365 days, after 365-day
suspension

Cellphones

Drivers are prohibited from holding, viewing. using or manipulating a cellphone while
driving.

Tow trucks

« Tow trucks can add a blue flashing light to their amber light to increase visibility and.
safety for the tow truck operator.
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2014 law changes

Impaired driving

+  Drug-impaired drivers face the same sanctions as alcohol-impaired drivers.

+ Administrative sanctions for drinking and driving based on driver experience and mumber
of offences, including mandatory ignition interlock for convicted impaired drivers and
immediate roadside vehicle impoundments.

+ Zero drug and alcohol tolerance for drivers less than 19 years of age. and for all drivers in
the Graduated Driver Licensing (GDL) program and Motorcyele GDL program.

+ Removed of mandatory addictions screening for 1st and 2nd offences.
Low alcohol levels

« New drivers - Consequences for new drivers with low blood alcohol levels (0 to .08
BAC) and/or having drugs in your system can be reviewed in the Summary of
suspensions and consequences fable.

« Experienced drivers - Consequences for experienced drivers with low blood alcohol
levels (04 to 08 BAC) andor having drugs in your system can be reviewed in the
Summary of suspensions and consequences fable.

High alcohol levels
« All drivers - No matter your driving experience, the following offences come with the
same consequences as outlined in the Summary of suspensions and consequences fable:
+ driving with high Blood Alcohol Content (BAC) over .08
+ refusing to provide a breath sample
+ failure to comply with a demand at roadside
Excessive speed
« Lowered the speed threshold in the Safe Driver Recoenition (SDR) proeram from 50

kb over the posted speed limit down to 35 km/h over the posted speed limi.

+ Tmplemented a photo speed enforcement pilot project at 3 high-risk locations (Circle
Drive in Saskatoon, Hwy 1 and 9th Ave. intersection in Moose Jaw, and Ring Road in
Regina) and in school zones in Saskatoon, Moose Jaw and Regina

+ New offence for driving double or more the speed limi.
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Passenger safety

 Booster seats became mandatory for children under 7 years of age. less than 145 cm
(4°9") in height and 36 kg (80 Ib.) in weight.

Vehicle impoundments

+ Consequences for drivers stopped by law enforcement for rules of the road offences can
be reviewed in the Rules of the road impoundments table.

Motoreycle safety

«+ Removed the road test exemption for motorcycle leamer's licences acquired before June
18,2009 (they had 2 years to complete the road tes?).

«+ New equipment requirements for drivers in the Motorcycle Graduated Driver Licensing
(MGDL) program:

+ Have arms and legs covered, wear hand-covering gloves, ankle covering
boots and an approved 3/4, modular or full-face helmet.

+ Display placard on motoreycle plate (red “L’ for Leamer and green ‘N for
Novice 1 and 2).

« Prohibit operation to befween 1/2 hour before sunset and 1/2 hour after sunsise for
MGDL riders in the learner stage (Endorsement ).

«  Increased Safe Driver Recognition (SDR)/Driver Improvement Program (DIP) points for
all riders and drivers for certain traffic convictions.

+ Introduced a new motoreycle inspection program for motorcycles that have been deemed
a total loss or were most recently registered in another jurisdiction.

« New offence: Exceeding the speed limit by 35-49 kvh or driving 2 times or higher over
the posted speed limi results in an interview and possible loss of Endorsement 6 for 1
‘year for MGDL drivers.

+ New requirements to obtain a motorcvele leamer's licence:
« Hold a Class 5 or higher licence.

+ Pass a basic ability test OR complete approved motorcycle training prior to
obtaining a motoreycle leaner’s licence.
+ No SDR discount on motorcycle rates for riders in the MGDL program until they reach
Novice 2. To be eligible for a discount, Novice 2 MGDL drivers must have completed an
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approved motorcycle training course. (Existing MGDL drivers are not affected and will
continue fo receive their SDR discount in all stages of MGDL unless they do not fest out
and re-enter the MGDL program )

‘The engine size a rider is permited to operate during the MGDL period will be limited fo
the size used during their basic ability test or motorcycle oad test (Endorsement M). The
engine size restriction will be waived for those who have successfully completed an
approved motorcycle training program. (Existing MGDL drivers are not affected unless
they do not test out and re-enter the MGDL program).

Requirement for all motorcycle operators and passengers fo wear approved eye protection
atall times, even if the motoreycle is equipped with a windshield.

A $500 increase in the anmual driver's licence premium for riders entering the MGDL
‘program in 2016. The premium would be waived for those who have successfully
completed an approved motorcycle-training program. and a refund of the motorcycle
training course fee would be offered to siders who complete the MGDL program with no
at-fault collisions or other traffic convictions. (Existing MGDL drivers would not be.
affected unless they do not test out and re-enter the MGDL program )
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Alcohol

2016 facts about drinking and driving in Saskatchewan::

A drinking driver s involved in four out of every 10 fatal collisions.
There is a drinking driver in approximately one out of seven collisions where
someone is injured.

= Ofthe 54 people killed, 35 were drivers, 10 were passengers and nine were
pedestrians.

= Of the 54 people killed, 28 were killed on provincial highways, 14 on rural
roads, six on urban streets and six on First Nations roads.

= Those aged 25-34 are involved in the most alcohol-related collisions.

The impairing effects of alcohol on the brain

Alcohol affects everyone differently. Blood alcohol content (BAC) may be affected by
age, gender, physical condition, and amount of food consumed, medication and
other factors. Also, different mixed drinks contain different amounts of alcohol, so
it's important to know how much alcohol has been consumed, not just how many
drinks the person has had.

Sequence of effects on the body

Alcohol is absorbed into the blood stream very quickly. As blood alcohol levels start
to rise, the brain becomes increasingly sedated or drugged.

. Judgment
The first part of the body affected by alcohol is the brain, particularly the part of the
brain that allows you to think clearly and make good decisions. Its sedative effects
impair judgment in a way that is usually not noticed by the drinker. The part of the
brain that controls social inhibitions is also affected, causing people to say and do
things they normally would not. These effects start with one drink.

. Muscle control
The second part of the body affected by alcohol is muscle control. Due to the small
muscles in the eye being very susceptible to the effects of alcohol, vision can be
significantly affected, even at low alcohol levels.
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Many people wrongly assess their ability to drive after drinking by observing physical
dexterity (staggering, etc.). This is incorrect as the greatest percentage of alcohol-
related collisions result from faulty thinking during the identification, prediction and
decision parts of the driving task and not as a result of poor execution (steering,
braking, etc.).

‘The brain functions that are first affected by alcohol consumption are not only
important to our ability to drive safely, but are the same ones required to make
rational decisions about not driving after drinking. For this reason, you must make
the decision to separate your drinking and driving and make the necessary alternate
transportation plans before you have that first drink! It does not make sense to drive
after drinking. For more information on the effects of alcohol and drugs, contact
your nearest Alcohol and Drug Services office.

How alcohol affects you

.02% 5 Some loss of judgment o Decline in visual functions
= Relaxation (rapid tracking of a moving
< slight body warmth target)
< Altered mood = Dedline in ability to perform
two tasks at the same time
(divided attention)
.05% 5 Exaggerated behavior o Reduced coordination
= May have loss of small = Reduced ability to track moving
muscle control (e.g., objects
focusing your eyes) = Difficulty steering
= Impaired judgment = Reduced response to
= Usually good feeling emergency driving situations
< Lowered alertness
= Release of inhi
.08% = Muscle coor = Concentration
becomes poor (.., = Short-term memoryloss
balance, speech, vision, = Speed control
reaction time, and hearing)  Reduced information processing
 Harder to detect danger capability (e.g., signal detection,
= Judgment, self control, visual search)
reasoning and memory are o Impaired perception

impaired




image54.png
10% = Clear deterioration of B
reaction time and control position and brake
= Slurred speech, poor appropriately
coordination, and slowed
thinking
15% o Far less muscle control than = Substantial impairment in
normal vehicle control, attention to
= Vomiting may occur (unless driving task, and in necessary
this level is reached slowly visual and auditory information
ora person has developed processing
a tolerance for alcohol)
= Major loss of balance
.16% Extreme crash risk! Extreme crash risk!
and
greater

Note: Guide based on averages —not for legal use. Information borrowed from
Centre for Disease Control and Prevention.

Likelihood of a crash

As the concentration of alcohol in the bloodstream increases, the body loses more
and more of the functions required to drive safely. The increased likelihood of a
crash begins long before drivers feel drunk or severely impaired.

Itis important to understand BAC and its impact on driving at various levels. Driving
impaired, even at low levels, is a real gamble.
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The only truly safe BAC s 0%.

.05-.09%BAC  .10-.14%BAC .154%BAC

Increased likelihood of crash 11 a8x 380x
BAC and time

Only time can eliminate alcohol from the body. You cannot successfully sleep off a
night of heavy drinking in a few hours. If you go to bed intoxicated with a BAC of
.25% and alcohol leaves the system at a rate of approximately .015% per hour, this
might be a picture of what happens:

Ti Activity Sample BAC
Midnight goes to bed kS
1am. sleeps? 235
2am. sleeps? 2
3am. sleeps? 205
aam. sleeps? 19
sam. sleeps? a7s
6am. sleeps? 16
7am. gets up for work 145
sam. feels dry mouth a3
9am. atwork 15

10am. stil legally intoxicated 1
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Activity Sample BAC

11am. spills coffee 085
Noon still feels tired 07
1pm. mind feels foggy 055
2pm. feeling iritable 04
3pm. starting to feel better 025
apm. head clearing o1
spm. goes home 00

Note: The above situation is only an example. Alcohol effects each person

differently.

Drugs

Many drugs affect your brain functioning and some directly affect your driving.

Prescription and over-the-counter drugs
Depressant drugs

Like alcohol, other depressant drugs include sedatives or tranquillizers (used to treat
anxiety, depression and sleeping disorders, e.g., valium), antihistamines (often used
in flu, allergy and hay fever remedies) and painkillers. These drugs slow down your
brain and body; they blunt alertness and reduce motor coordination. This affects a
person’s ability to drive safely in a way similar to alcohol. Any drug that causes
drowsiness can also affect a person’s ability to drive safely.
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People who drive after using any type of depressant can't react as quickly when they
need to. Their vision is affected, and may be blurred or doubled. Depth perception is
altered, making it hard to tell whether other vehicles, pedestrians or objects are
close or far away. Their driving is more likely to be careless or reckless — weaving,
speeding, driving off the road, and (too often) crashing.

If the label advises against operating heavy machinery, consider it a warning not to
get behind the wheel of a vehicle.

Stimulants

Stimulant drugs, such as caffeine and amphetamines, may increase alertness, but
this does not mean they improve driving skills. The tired driver who drinks coffee to
stay awake on the road should be aware that the stimulant effect can wear off
suddenly, and that the only remedy for fatigue is to pull off the road and sleep.
Amphetamines do not seem to affect driving skills when taken at medical doses, but
they do make some people over-confident, which can lead to risky driving. Higher
doses of amphetamines often make people hostile and aggressive.

If you think drug taking has little, or even a positive impact on your driving, you could
be tragically mistaken. It's important to bear in mind that it can be hard to determine
exactly how a drug will affect your driving ability ~ impairment caused by drugs can
vary according to the individual, drug type, dosage, the length of time the drug stays
in your body, o if the drug has been taken with other drugs or alcohol.
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When taking prescription or over-the-counter medications, it is wise to consult with
your doctor or pharmacist before driving.

lllegal drugs

llegal drugs impair your driving. They can alter your perception of time and what you
see. They can make you hallucinate or miss things you should see. They can put you
to sleep.

Marijuana

Some people think that marijuana s a safer substitute to drinking, but it can cause
concentration to wander, which can affect reaction times. It can also cause paranoia,
drowsiness, distorted perception and a sense of disorientation — all of which could
cause you to lose control at the wheel.

Marijuana is the most commonly traced drug in drivers. Even though the effects fade
after a matter of hours, it can be detected in the blood for up to four weeks. In
theory, this can compromise the driver if they tested positive, even if their driving
wasn't adversely affected at the time.

Some experts claim that smoking a marijuana joint has roughly a similar level of
impairment on driving ability as drinking four pints of beer. Also, reports show that in
the majority of fatal collisions where marijuana has been detected in a driver’s body,
alcohol has also been detected. Alcohol alone or in combination with marijuana
increases impairment, collision rate and collision responsibility (the same can be
applied to other drugs too).

Cocaine

This is a psycho-stimulant that can lead to misjudging driving speed and stopping
distances. It can also cause a distorted sense of light and sound and a feeling of
overconfidence, which can lead to aggressive and erratic driving. While it can make
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you feel alert at first, the effects wear off quickly, leading to an increased danger of
falling asleep at the wheel.

Ecstasy

A stimulant drug with hallucinogenic properties, ecstasy can distort your sense of
vision and heighten your sense of sound. Your concentration can be affected, while
you may become over-confident and more likely to take dangerous risks.

Ketamine, LSD and magic mushrooms

Drugs such as these with hallucinogenic properties can strongly influence the senses,
5o drivers may react to objects or sounds that aren't there and place themselves and
other road users in danger. Coordination skills are likely to be greatly affected, and
Yyou may experience anxiety, blurred vision and a sense of detachment from reality —
all of which could be deadly on the road.

Speed (amphetamine)

While amphetamines might give you a sense of heightened alertness and confidence,
they can be highly dangerous for drivers as they distort your perceptions and can
make you feel anxious, prone to panic attacks and lose coordination.

Drug-impaired drivingis considered as serious an offence as alcohol-impaired
driving, and carries the same penalties.

There are no illegal drugs that improve your driving. They all make it worse. Do not
drive after using any drugs.

Drinking and Drugs Combined

Many people think that driver impairment is caused exclusively by ingestion of
alcohol. The truth s that the alcohol in one’s body will determine their blood alcohol
level. However, if that person already has another drug in their system, the impairing
effect on the functioning of the central nervous system (brain) is far greater than the
impairing effect of the alcohol and the impairing effect of the other drugs combined;
itis not a simple adding together of impairment, but rather a multiplier effect!

This is the synergistic effect! What it means is that the whole is greater than the sum
ofits parts, or 1+1=more than two. When combining drugs and alcohol it causes a
multiplying effect. This has an unpredictable effect on driving and can be deadly.

Perhaps a few real life examples would be helpful to understand this synergistic
effect. Assume that a drink is:
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o 1 bottle of regular alcohol content beer; or
o 5 ounces table wine; or

= 3 ounces fortified wine (port or sherry); or
o 1-1/2 ounce hard liquor (rye, rum, vodka etc.

Combined with:

o anti-depressants
o gravol

o antihistamines
o valium

We find that there s a predictable synergistic effect related to the level of
impairment caused by a certain number of drinks when combined in this manner.

Number of Equivalent to Number of

Orinks Combined With Drinks

2 Antihistamine (Cold Remedy) =4tos

2 Marijuana (1 joint) =5t06

2 Tranguilizer (Valium = normal = Approximately 6
dose)

2 Gravol = Approximately 6

It must be noted that the dosage of the drug will have a serious effect on the
“equivalence to number of drinks” estimates. Hydroponically grown marijuana, for
example, is much stronger than the light dosage drug used in compiling the figures
for this chart.

In all cases, the Intoxilyzer reading would indicate just the blood alcohol level caused
by two drinks, but the actual impairment of central nervous system function would
be equivalent to a much higher blood alcohol level.

Understanding the synergistic effect of alcohol combined with other drugs could be a
lifesaver.
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Students Against Drinking and Driving (SADD)

SADD is a positive lifestyle promotional program that attempts to make drinking and
driving socially unacceptable among young people and encourages them to help
each other change their attitudes about drinking and driving. With the help of an
adult leader, students develop and promote the program themselves using
assemblies, rallies, classroom sessions and social activities. Parents are encouraged
to support the program by attending SADD functions and entering into a contract
with their teenager whereby each agrees to always seek safe, sober transportation
home.
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