    Georgia Department of Education

Pupil Transportation Division (3/10/10)
Transportation Records and Best Practices Assessment Instructions
This assessment instrument is designed to assist the local pupil transportation unit in maintaining appropriate records and documentation of tasks which are required by law.  Also, the use of best practices as recommended by the Department of Education can be determined.

State Board Rule 160-5-3-.16 requires that this assessment shall be completed by the individual at the local system level who is responsible for pupil transportation and submitted to the Superintendent for their approval, by the end of the first full week in March on an annual basis.  This report is located at the MyGaDOE portal and is to be submitted electronically.  The pupil transportation consultants assigned to each area of the State will also conduct on-site assessments every five years using this format.

This document is providing instructions on how to answer the questions in the assessment.  It is essential that you also print and use the “Records and Best Practices Assessment User Guide” to enter and navigate the document in the Portal (instructions for the Superintendent’s approval are included in the User guide as well). 

SAVE OFTEN by clicking the “Save” tab in the header (all the way to the top).  This is in order not to lose data after 20 minutes of inactivity.
PRINT by clicking the “Print” tab in the header (all the way to the top).
SUBMIT upon completion by clicking the “Submit” tab in the header (all the way to the top).

Special instruction: You will need to navigate the document using the 2 individual arrow UP/DOWN bars on the right side of your screen in order to get all the way to the top and bottom of the screen.

Driver Training

Classroom Training Hours – School bus driver (non CDL) training hours provided to new applicants






Hours Driving without Students – School bus driver (non CDL) training hours provided to new applicants
Hours Driving with Students - School bus driver training hours provided to new applicants





DOE Annual Safety Renewal Education Program Hours – The 2 hour program provided by a GaDOE Pupil Transportation Consultant
*Other In-Service Meetings Hours – Staff development training hours you provide for existing bus drivers





*Initial Written and Skill Examinations for each Newly Employed Bus Driver – Written tests that cover the 31 regular and special needs units that follow the 12 hours of classroom, and the two hands-on evaluations for new applicants that follow driving without and with students





*DOE Recommended Best Practice
School Bus Driver Trainer Certification

Number of Trainers Certified by the GaDOE – Number of certified Instructor/Trainers who provide classroom instruction and who supervise hands-on training for new applicants

Has each Certified Trainer Attended and Successfully Completed all DOE Programs for Certification Renewal? – No additional renewal requirements at this time, answer would be “yes” for those certified.





Employee Records

Employment Application on File – Can be on file anywhere in the local system







Current Motor Vehicle Record Check (MVR) on File – for all CDL drivers
Do you obtain MVR annually, semi-annually or “Other”?  Note – Use “Other” if you obtain at a lesser interval or do not obtain at all.  Provide explanation if “Other” is used.
Record of Current Physical on File – Annual school bus driver physical as required by DOE








Criminal Record Check Policy – As required for other local system employees through Human Resources







Annual Employee Evaluation – As required for other local system employees through Human Resources








*Annual Driving Skill Evaluation – (Hands-on w/documentation) – for all regular and sub drivers

Copy of Current Driver’s License for each employed driver on file – for all CDL drivers



*DOE Recommended Best Practice
Drug and Alcohol Test Records
Certified Drug and Alcohol Supervisor – Do you have all persons designated to supervise CDL drivers trained and certified in the area of Reasonable Suspicion
Drug and Alcohol Testing Records – Are your drug & alcohol records either maintained by your 3rd party administrator or maintained locally to meet audit requirements
Drug and Alcohol Testing Administrator – Name of the individual, company/3rd party group who administers your Drug/Alcohol program (who draws your names)
Company or Group that Administers Tests – Name of the company/group who does your collection/test
Medical Review Officer – Name of your Medical Review Officer
Written DOT Drug and Alcohol Testing Policy – Local Board Policy as mandated by federal law
Is all of the above documentation for all occasional drivers on file? – (mechanics, bus drivers, substitutes, coaches, teachers, administrators, maintenance workers, other system employees etc. requiring a CDL) 



Student Safe Riding Instruction

Evacuation Drills Conducted – Do students receive instruction/training annually in emergency evacuation? – Is there a procedure in place to receive and document with a check-off list to ensure all are received?
Classroom Curriculum Conducted– Do students receive instruction annually in safe riding practices? 
Is there a structured procedure for bus drivers to report unacceptable student behavior?




Accident Reporting/Other Required Reports

(Are these reports completed ON TIME and forwarded to DOE as requested?)

All School Bus Accidents Reported to DOE

Superintendent’s Transportation Annual Report
Report for Liability Insurance

Tabulation of School Bus Bids






School Bus Maintenance Records
Monthly Bus Inspection Forms up to date and filed 





Annual Department of Public Safety Vehicle Inspections on file for each bus









Department of Public Safety Spot Inspection Form on file for each bus inspected – If no spot checks were performed, answer “No” and enter comment, “No spot inspections performed”


Record of Repairs to each bus on file – Current and past maintenance records are on file for repairs, preventative maintenance, etc. on each bus







*Standardized method for drivers to report vehicle problems to the mechanical staff – method for drivers to report defects/need for repairs in writing








State record retention in place for bus maintenance records for 5 years? – for full life of vehicle plus 5 years after vehicle is sold or discarded





Is the Department of Education notified in writing or via e-mail of any material or construction defect found in new school buses?


Are driver pre and post trip records up-to-date and on file? – Is there a procedure in place to receive and document with a check-off list to ensure all are received?


*DOE Recommended Best Practice
When an on-site review is conducted by the consultant, a checklist and summary report of the assessment findings will be provided.  If appropriate, recommendations concerning the system records will be included in this report.
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