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Introduction 
The purpose of this handbook is to provide procedures and guidance for users of district vehicles, 
including buses, trucks, and SUVs/cars, who are not currently employed as bus drivers. 
 
Contact information in case you have any questions about transportation. 
 
Edgar B. Camacho – Transportation 
Coordinator Phone: (361) 460-1059 
Email: ecamacho@sabinalisd.net 
 

MINIMUM USE REQUIREMENTS 
 
Prior to driving a district vehicle, every driver must meet minimum requirements, as stated 
below. These requirements will vary based on the type of vehicle used. All documentation must 
be on file with the Transportation Department. 
 

Buses 
 

1.​ Current CDL with Passenger and School Bus endorsements. 
2.​ Driving record check (from Driver’s license)/Penalty points are the same as for bus 

drivers. 
3.​ Current DOT physical (medical card) on file. 
4.​ Documentation of a 20-hour Texas School Bus Driver Training program or 8-hour 

refresher, whichever is applicable. 
5.​ Successfully complete a drive-out with Transportation personnel. 

 
Mini-buses 

 
(designed to seat more than 16 or more passengers including the driver) 

1.​ Driving record check (from Driver’s license)/Penalty points are the same as for bus 
drivers. 

2.​ Current DOT physical (medical card) on file. 
3.​ Documentation of a 20-hour Texas School Bus Driver Training program or 8-hour 

refresher, whichever is applicable. 
 

SUV/Car 
 

1.​ Driving record check (from Driver’s license)/Penalty points are the same as for bus 
drivers. 
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VEHICLE REQUESTS  

 

Requesting a Bus 
 

1.​ Sponsor completes a Bus Usage Request Form at least 10 days prior to trip (the more lead 
time, the better). The form is located on the SISD website under Staff, Travel links. 

 
2.​ Request a gas card from the business office if it will be necessary. 
3.​ Any questions, please contact Edgar B. Camacho 

 
Requesting an SUV/Car/Truck 

 
1.​ Requestor completes a vehicle request Form at least 10 days prior to trip (the more 

lead time, the better). The form is located on the SISD website under Staff, Travel 
links. 

2.​ Request a gas card if it will be necessary. 
3.​ Any questions, please contact Edgar B. Camacho 
4.​ A reservation email will be sent to verify that the trip is documented and scheduled. 

 
VEHICLE USE POLICIES 

 

Bus/Mini-Bus: Vehicle Pre/Post-checks 
 
Prior to taking a bus or mini-bus off the lot, the driver must do the following: 

1.​ Perform required pre-trip inspection (interior and exterior) of the bus; Report 
any concerns prior to leaving the lot. 

2.​ Complete a VCR (vehicle condition report). 
3.​ Complete all other pre-trip paperwork, including the mileage and date/time on the 

driver trip sheet. 
4.​ Ask any questions regarding the bus before leaving the lot. 
5.​ If you are leaving on a weekend or when our office is closed, please come get your 

binder before your trip during business hours when the transportation office is open. 
6.​ If you are leaving before hours or coming after hours when the transportation department 

is closed, please get the code to get into the gates from Edgar B. Camacho. 
7.​ On field trips there must be a sponsor on the bus. You cannot send a bus load of 

students without at least one sponsor on the bus to monitor the students. 
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Before returning the bus/mini-bus, sponsor/driver must ensure that: 

1.​ The interior of the bus is clean (all trash is removed, bus is swept, trash is empty, any 
spills are wiped and mopped). 

2.​ No items are left on the bus. 
3.​ All windows are closed. 

 
When returning the bus to the lot, the driver must do the following: 

1.​ Perform a post-trip inspection. 
2.​ Report any damage, mechanical issues, or other concerns on the VCR. 
3.​ Turn in keys, credit card, receipt and all required paperwork with your binder. 

 
SUVs/Cars/Trucks 

 
1.​ All drivers must complete a driver trip sheet (provided by Transportation in a binder) 

documenting mileage, any gas purchased, and any accidents, tickets, or issues with 
the vehicle during the trip. 

2.​ If you are leaving on a weekend, check with Edgar B. Camacho. 
3.​ If you are leaving before hours or coming after hours when the transportation department 

is closed, please get the code to get into the gates from Edgar B. Camacho. 
4.​ Vehicles are expected to be returned clean. Remove all personal items, discard trash and 

vacuum the vehicle if necessary. 
 

Please note: The Transportation Department works to ensure that all vehicles leaving the lot are 
clean, swept, and in excellent working order. Please report any concerns prior to leaving the lot. 
If a vehicle is returned that has not been cleaned, the sponsor/driver and/or their 
supervisor will be contacted to come in and clean the vehicle. It is highly recommended that 
the driver send a picture of the cleaned bus, mini-bus, or vehicle, including the bus number, to 
Edgar B. Camacho at 361-460-1059, if the trip returns after hours. 
 

School bus guidelines for sponsors and students during a field trip 
Field trips are a high area of concern for preventing negative behaviors. Sponsors are ultimately 
responsible for behavior, enforcing the rules, and ensuring the accountability of the students and 
equipment. Field trips include athletic trips, UIL trips, and in-town trips. Sponsor refers to the 
adult who is responsible for the trip on behalf of the district for the student activity. In an effort 
to promote safe practices, positive behaviors, and accountability of our students, the following 
guidelines during the field trip are provided. These guidelines are in addition to any of the 
campus/district requirements for the field trip approval process or requirements. Our new trip 
bus is equipped with seat belts. It is a law that if a bus is equipped with seat belts they must 
be worn. It is the sponsor's responsibility to see that this law is adhered to. 
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SECTION I – TRIP REQUEST  

 

Scheduling Trips 
 

1.​ All trips should be scheduled to return before 3:30. If any trip needs to be outside of 
these times, either leaving or returning, then you need to contact the campus principal 
and Edgar B. Camacho to request permission. 

 
2.​ Make sure that you put any special requests on the trip request. The time you are leaving 

and the time you should be returning to the school are the two times you should enter 
into the request. 

 
            SECTION II – SPONSOR RESPONSIBILITIES  
 

Student Accountability 
 

1.​ Sponsors will provide a verified roster by name of all passengers to the bus driver prior to 
departing from Sabinal. 

2.​ Sponsors will take accountability at all stops, ensure all passengers are on board, and give 
the bus driver the go-ahead to continue with the trip. 

 
Student Seating 

 
Sponsors will ensure student seating complies with the following: 

1.​ Only students of the same gender sit together in the same seat. Students in relationships 
will want to sit together. Sponsors are expected to separate students in relationships and 
ensure proper behavior in accordance with the Student Code of Conduct. 

2.​ Students will not share blankets, jackets, or any other covering. 
 

Stopping for Meals 
 
If you plan on stopping for meals during a trip, it is the sponsor’s responsibility to feed the bus 
driver (and monitor if needed) along with everyone on the trip. If any food is allowed on the bus, 
it is the sponsor’s responsibility to make sure the bus is clean at the end of the trip. 
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Parent Volunteers / Chaperones 
 

Sponsors are responsible for ensuring chaperones comply with the district volunteer 
guidelines. Sponsors will share the following guidelines prior to loading for the trip: 

1.​ Only individuals who have been designated by the district as approved volunteers 
are permitted to chaperone or accompany a class on a field trip.  

2.​ The volunteer’s undivided attention is needed when serving as a chaperone. A 
chaperone will not be authorized to bring their own family members, other than 
those children who are directly involved with the activity. 

 
 
 

3.​ Must wear the volunteer badge at all times, provided by the district. 
4.​ Follow the itinerary provided by the sponsor in charge. 
5.​ Maintain contact with all students in the assigned group. 
6.​ Report students not following the rules to the sponsor immediately. 
7.​ Contact the sponsor immediately should a problem arise with a student. 
8.​ A chaperone is not on the trip for the sole purpose of monitoring only their child; 

they must actively monitor all students. 
 

Active Monitoring 
 

1.​ The sponsor will ensure that students are monitored appropriately throughout the trip. 
2.​ Whenever possible, a ratio of one adult per 20 students will be on the bus with 

the students. 
3.​ Conduct random checks at least once every half-hour. Random checks consist of walking 

the aisle and looking at each student. 
4.​ If there is more than one adult, one will be seated at the front and one should be seated 

in the rear row of seats. 
5.​ At least one activity sponsor will be on each bus for a trip. If there is a situation that will 

require a bus with only a parent volunteer/chaperone on board, the campus administrator 
will be informed for approval prior to departure. The campus administrator will notify 
through email the coordinator of transportation (Gloria Gonzales) and the field trip 
coordinator (Rachel Fernandez). At no time will there be a field trip bus traveling with 
no sponsor or chaperone on board. 

6.​ Sponsors and chaperones are not authorized to be sleeping on the bus during the ride. 
 

Behavior and Discipline 
 
The sponsor is responsible for maintaining the behavior and discipline on the bus during a trip. 
The bus driver must focus on driving. If discipline is required, the principal is to be contacted 
immediately. The principal will contact the parent/guardian that an incident has occurred. 
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SECTION III – RIDING THE BUS GUIDELINES  
 

Safety Brief 
 
A safety brief will be given by the driver once all students are loaded. The briefing will consist 
of emergency evacuation instructions, what to do in case of an accident, and the first aid kit 
location. 
 

Bus Safety Rules 
 
The sponsor will be provided a briefing checklist to go over the expectations on the bus. The 
rules will be verbally briefed to all passengers by the sponsor prior to departure. 
 

End of the Trip 
 
Sponsors will ensure all trash is picked up and deposited in the trash can provided on the bus. 
Food is currently permitted on the bus during field trips; however, every effort must be made to 
clean up any food that is dropped. 
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