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Welcome to Vandalia Bus Lines, a motor coach transportation business.  We hope you will enjoy the challenge of being a vital part of our transportation team.  We are committed to providing our customers with the safest, most reliable, and efficient transportation, in addition to providing total customer satisfaction through personalized service. 

This Employee Handbook outlines the safety and service ideals embraced by our transportation team.  The policies and procedures contained within have been established to ensure that ALL of our customers are transported safely each and every day, while providing our employees with consistent and fair operating guidelines.  This manual will answer questions about what we do, how we do it, and what we expect from our employees.  As you read this, if you do not find answers to your specific questions, please do not hesitate to ask your supervisor.

As a member of our transportation team, you can expect to hear a great deal about SAFETY.  As an example, our “Focusing on Safety” program, which is explained on page 4, outlines absolute minimum safety practices that must be in place and followed by all employees of Vandalia Bus Lines.  The characteristic that makes Vandalia Bus Lines’ team stand out among other transportation providers is our relentless dedication to safety and personalized service.  

As a motor coach bus driver, you have accepted a very important role within Vandalia Bus Lines.  Vandalia Bus Lines and the customers served have entrusted you with the safety of your passengers.  This is a hug responsibility, but it’s a role that you will be well prepared for by our excellent training staff.  We challenge you to become part of Vandalia Bus Lines’ tradition of ensuring safe and reliable service for our passengers.  Vandalia Bus Lines takes pride in our employees’ professional performance in filling this critical role.

Charters and tours form the bulk of our business, which is provided to a wide variety of people, ranging from school children to senior citizens, including service for chartered business trips to vacation trips.

Our objective in providing this service is based on SAFE, RELIABLE, and COURTEOUS service. Our customers must be able to have confidence in us and feel secure while traveling with us.   Our image is based upon pro​fessionalism displayed throughout our entire organization.  Our employees must be able to perform their duties in a competent, no-nonsense manner.   Being prompt and consistent in the performance of your duties is a basic ingredient towards maintaining customer satisfaction, which is one key component in return business.    Thus, it is extremely important for the staff of Vandalia Bus Lines to treat our customers in a respectful and courteous manner.  

The-success of our business is completely dependent on how well you, the driver, perform your duties.  It is important to remember, the driver is the only representative of our company that most of our customers will ever meet.

We wish you great success in this endeavor.

HISTORY OF VANDALIA BUS LINES

Vandalia Bus Lines acquired its name from a small south central Illinois town where it began in 1932.  With an initial fleet of five buses, it provided service between several Illinois towns and St. Louis Missouri.  In 1939, during World War II era the need for military transportation was rapidly growing, therefore Vandalia Bus Lines move its office to Collinsville, Illinois to establish business closer to the St. Louis market.  In 1949, the owner, Mr. Oliver Anderson and Mr. Lloyd “Katy” Cavin once again moved Vandalia Bus Lines office to Caseyville, Illinois to its present location.  At that time, Vandalia Bus Lines operated both scheduled runs and charter service until 1963, at which time a federally funded organization; “Bi-State Development Agency” was established and they purchased the right for all regular scheduled routes in the St. Louis area.  In 1975, Mr. Leon Streif purchased Vandalia Bus Lines, Inc. and a whole new era began and still exists.

Mr. Streif owned a tavern business in Lebanon, Illinois and it was a popular gathering place for local customer because it had live country and western music.  At a customer’s suggestion, Leon bought some school buses to contract with Lebanon School District and thus he started “Streif Bus Service” in 1963.  Leon’s entry into the charter bus business was almost accidental.  After buying his first coach, a used Greyhound, 1951 “Silverside” in 1970, he and some friends where sitting at his tavern listening to some country music when someone said, “Hey let’s all go to the Grand Ol’ Opry on Leon’s bus!”  With no restroom on-board, it required multiple relief stops; thus the trip took over nine hours to complete each way.  Having learned his lesson, Leon bought a second used Greyhound with a restroom and began marketing trips to the Grand Ol’ Opry.  Leon drove and his wife, Judy fixed sandwiches, fried chicken and snacks for the passengers, business were BOOMING.

Leon continued to expand his business through the acquisition of mismanaged bus companies and/or through additional school district contracts.  In 1975, Leon bought Vandalia Bus Lines, Inc., which included seven GM coaches and four new MCI-8’s.  Business was growing faster than the equipment could keep up with; therefore he purchased more used Greyhounds.  In 1978, Leon merged all existing companies into a Delaware corporation.

Recognizing the appeal for late-model equipment to tour and charter groups, Leon bought several more new buses.  Leon purchased V-K Bus Lines, Inc., of St. Louis, Illinois Metro East Transportation Company of Millstadt, Travel Express of Godfrey, Belleville-St. Louis Coach and St. Louis Gray Line of Fairmount City, and Limousines Unlimited.  In 1990, Leon purchased Gateway American Coach/Tour Company and opened an office in the Adams Mark Hotel in St. Louis. 
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GENERAL RULES
1. 
Policy: It is the policy of Vandalia Bus Lines, Inc. to have no unreasonable or unnecessary rules. The customer must be served safely, reliably, and courteously, and all of the rules are to aid you in giving that service. The customer's opinion of the company and the service is formed mostly by their opinion of the driver.

2. 
Rules define duties: Drivers' duties are defined by the rules in this handbook as well as notices, orders, and verbal instructions from persons having authority.  It is the driver's responsibility to keep a copy of this handbook, and to be thoroughly familiar with its contents.  Unawareness of a rule will not be accepted as an excuse for not complying with these rules, orders, or instructions.

3. 
Notices: This handbook contains basic rules, which are to be followed by all drivers.  Special conditions may require that certain notices be issued from time to time.  Drivers are required to become familiar with all special notices in order to be considered qualified for duty.  All notices will be posted on a bulletin board, which is located in the Driver’s room.

4. 
Situations not covered by rules: Whenever a situation arises that is not covered by this manual; the driver is to use his best judgment - to decide on the safest and wisest course to follow. A company representative should, of course, be promptly notified when such a situation does occur.

5. 
The Drivers' Responsibilities: All drivers are responsible for the following:

A. The safe operation of the bus


B.      The comfort and safety of passengers


C.      The proper use of all mechanical units of the bus


D.      Operating the bus as close to scheduled times   as possible


E. 
     The proper display of all lights

F. 
     The proper display of the destination sign when applicable


G.      The collection and proper care of company money


H       Handling baggage and company property without delay, loss, or damage


   I. 
     Making proper written reports as required by the company


     J. 
     Strict observance of all rules and instructions 


     given by the company


K.
     Safe guarding all company property and equipment entrusted to your care


     L.
     The courteous handling of passengers

6. Discipline: Drivers may be disciplined, dismissed, or even have their pay with​held for failure to abide by the policies and procedures of the company.  Failure to complete all state, federal, and company paperwork for employment with Vandalia Bus Lines may also be subject to disciplinary action.

II    CONDUCT AND APPEARANCE
7. 
Loyalty: Loyalty is expected of all employees.  Words or actions that may be detrimental to the company, its employees, agents, services, equipment, or the condition of the equipment will not be tolerated. Criticism of the company should only be discussed with a company officer.  Of course, constructive criticism aimed at improving our service and operation is always welcome.

8. 
Performance: Diligence in the performance of duties is expected.  Drivers must not be careless about safety. Insubordinate behavior, dishonesty, quarrel​ing, or other uncooperative will not be tolerated.

9. 
Personal Habits: Pleasant, courteous conduct is expected of drivers in all their dealings. 


Profanity and vulgar language is forbidden.  Arguing and physical force are not to be used, regardless of provocation that you may be subjected to. Every employee is expected to be neat and clean in appearance.  All employees are to always be prepared to meet responsibilities with an alert mind and body to ensure a safe and efficient operation.

10. 
Intoxicants and Drugs: No driver shall drive, go on duty, or remain on duty when under the influence of any alcoholic beverage, regardless of the alcohol content.   On overnight trips drivers are never allowed to use or be in establishments where alcoholic beverages are dispensed for consumption at any time even if they are not driving and especially while in a company uniform, whether on duty or off duty.  Possession or use of alcoholic beverages on company property or facilities is prohibited.  In addition, employees are not to be on company property while under the influence of liquor.  Drivers are not to partake of any intoxicant within eight (8) hours before the time at which service is to begin. The use of narcotics or habit-forming drugs is prohibited at all times.  Many medicines bought over the counter or prescribed by a physician have side effects that can seriously impair a driver's abilities.  "Cold" remedies are of special concern, because they frequently cause drowsiness.  When your doctor prescribes a drug for you, it is important to inquire about any possible effects that may impact on your ability to drive.  Re​member that drugs affect each person differently.  Newly prescribed prescription should be taken off-duty, so you know how it will affect you. The use of over-the-​counter medications advertised to prevent drowsiness is strictly prohibited.  At the discretion of the company or by Federal Guidelines, a drug or alcohol test may be performed on a random basis.

11. 
Gambling: No form of gambling is to be engaged in on company property or facilities.

12. 
Company Information: The affairs of the company must not be divulged nor access to company records or reports permitted without proper authorization.

13. 
Protection of Company Property: All employees are to exercise proper protection of the Company's property under all circumstances. Any abuse of damage to company property is to be reported immediately.

14. 
Complaints: Any driver having a complaint should discuss the com​plaint only with the proper company officer. Under no conditions should the complaint be discussed with unauthorized employees or outside persons.

15. 
Tobacco: Drivers are not to smoke while operating buses, loading or unloading passengers, or handling baggage. Smoking is not allowed even while passengers are not on bus; the stagnation of smoke smell is offensive to some passengers. This includes vapor cigarettes 
16. 
Uniforms: Drivers on duty are to wear the proper uniform and be neat in appearance. The company-required uniform shirt and tie will be issued, employee will provide dark pressed pants (no jeans) and dark polished shoes.  
17. 
Driver's License: Every driver must carry on his person at all time when on duty his Federal Chauffeur's license and such other papers and/or cer​tificates as may be required by-law. The numbers of these licenses must be kept current on company records.  Any permanent change of address must be done within thirty (30) days of occupancy and a copy turned into the office. 

18. 
Unnecessary Conversation and Distractions: While driving, drivers are not to engage in unnecessary conversation with passengers or employees. Con​versation should be limited to giving brief, courteous answers to questions about service. Never look away from the road when addressing passengers. Making notations on records, logs, etc., must not be done when the coach is in motion. Radios or other sound reproducing devices are not to be used when the coach is in motion. 
19. 
Giving Information: The driver of a bus involved in an accident, or incident, is not to make any admission regarding fault, cause, liability, or condition of equipment. Information should be given only to authorized repre​sentatives of the company (company officers or adjuster’s representative). When an officer of the law is making an investigation at the scene of an accident, the driver may answer questions of fact, but is to avoid making general state​ments and expressing opinions. Drivers are not to contact or visit anyone in​volved in or with an accident unless authorized by the company to do so. Falsification of any statements or reports is considered cause of dismissal.

20. 
Driver's Equipment: All tools, emergency equipment, and spare eq​uipment necessary for operation or emergency and normally carried in the bus are considered a part of the regular bus equipment. Before leaving the garage, the driver is to check this equipment for completeness and serviceability. Due to their location, it is the responsibility of Maintenance to check the jack and spare tire. In addition, at all times when on duty, the driver must have a reliable watch, flashlight, sufficient maps, and sufficient tools to ensure that minor adjustments or repairs do not cause delays.

21. 
Disposing of Company Property: Company property is not to be sold, loaned, or disposed of in any way except with proper authority.

22. 
Loitering: Employees are not to loiter on company premises. Employees are to conduct themselves in the most businesslike manner possible.

23. 
Insubordination: Willful disregard of written or verbal instructions, or neglect of duty, will be considered insubordination and will be sufficient cause for dismissal.

24. 
Engaging in Other Business: While on duty, employees shall engage only in that business which is assigned by the company.

25. 
Tardiness: Being late for duty is a serious offense. What may be just another day's work for the driver is most likely a special occasion for the customer; their opinion of the company and our service will be formed largely by your actions. The driver should make an early show-up of at least one half hour before his run.

26. 
Availability for Duty: A driver subject to call for duty must not be away from his usual calling 


Place for (15 minute) period of time without notifying those required calling him. Each driver is expected to have a tele​phone. Not being available for assignments unless previously agreed time off was established is a serious offense.

27. 
Relief from Duty: Drivers wishing relief from duty are to give as much notice as possible to the 


Dispatcher or other company officer. A minimum of five-day advance notice is necessary. 

28. 
Personal Favors: Drivers are not to transport any person, package, or baggage without proper authority from the company except in the regular course of the company's business.

29. Reporting Arrests: Any driver who is arrested or given a citation for violations of the law for any cause whatever shall report the arrest and the cause for it to the company. A copy of the ticket must be turned into the safety de​partment. Failure to do so is a Federal DOT offense. This includes your private vehicle also.

30. Credit on Company's Account: Unless specifically authorized, employees are not to charge 

anything to the companies’ accounts.

31. 
Law Enforcement Officers: Drivers must conduct themselves in such a manner as not to antagonize or offend law enforcement officers when the officers are performing their duties. Occasions arise when drivers are cautioned or fined for the way in which they handle their buses. Officers performing this work are duty-bound, and even when a difference of an opinion arises, the driver must control his/her temper and be respectful to the officers.

32. 
Illness of Driver: If a driver should become ill while operating a bus, he should notify the company as soon as possible so a relief driver may be fur​nished if necessary. If a driver becomes ill between assignments, he should give the company as much notice as possible.

33. 
Hours of Service: Drivers will be held responsible for strict ob​servance of DOT (I.C.C.) hours of service regulations. All drivers must keep their prescribed log with them at all times when on duty. A fully com​pleted log for each day must be turned into the company by the last day of the month or no later than the 5th day of the following month for part-time drivers.

I. 
All part-time employees are required to put all log entries and completed sheets in just the same as a regular driver.  Effective December 1, 1987 all persons working for compensation from any person and or company other than as a driver for V.B.L. MUST according to the Federal DOT make a daily log for all of his time on the job. This would be on duty, not driving.  Also, a log for all off duty time must be turned in. The green DOT book has all necessary information.

34. 
Transportation of Alcoholic Beverages: Alcoholic beverages may be transported only as part of the passenger’s personal effects.

35. 
Other Transportation Companies: Drivers should refrain from making criticism to passengers about any other transportation company.

36. 
Physical Examination: Drivers shall undergo a complete physical examination by a physician at intervals set by the DOT.  Upon completion of the examination, the driver is to receive from the physician, a Medical Examiner's Certificate, the type required by the DOT.  This form-indicates the driver's fitness. The card is to be carried on the driver's person at all times while driving. A copy of the physical must be turned in to the Safety Department. There will be no exceptions to this rule.  A physical may be required after an illness of considerable length of time and or certain circumstances.

III.     SAFETY AND OPERATION
37. 
Safety First: Take no chances! In any operation of a bus, regard​less of all other requirements, proceed safely.  The safety of passengers, em​ployees, and travelers on the highways must be given precedence over every other consideration. The constant exercise of good judgment, avoiding risks, and strict compliance with rules and orders will in most cases prevent accidents. The principles of defensive driving are to be used by all employees. A defensive driver recognizes that he has no control over the unpredictable actions of other drivers and pedestrians, nor over conditions of weather and roads, and therefore develops a defense against these hazards.

38. 
Road Courtesy: Road courtesy is to be observed. Drivers must not comment on the carelessness of others except to company officers. Let your operation be an example to others on the highway. Regardless of the actions of others on the highway, a driver must surrender the right-of-way in order to prevent the possibility of an accident.

39. Speed:  No bus shall be operated at a speed greater than 65 mph where conditions allow. In no case shall the speed exceed the legal limit of the state or town in which it is being operated. During the hours of darkness, speed must be reduced due to reduced visibility. It is the driver's re​sponsibility to know the speed of the bus he/she is driving. Faulty speedometer or speedometer light will not be accepted as an excuse for operating at excessive speeds (at 60 mph it takes approximately one minute to travel one mile).


Drivers must exercise extreme caution when operating buses in hazardous conditions caused by snow, ice, sleet, fog, mist, rain, dust, or smoke which may affect visibility and/or traction. Speed is to be reduced under these conditions. If these conditions become sufficiently dangerous, the driver is to stop the bus, and not resume driving until it is safe to do so. In a situation where the driver using good judgment, thinks it is more hazardous to stop than to continue, he shall continue to the nearest place where the safety of the passengers is assured.

40. 
Who May Operate Bus: In no case shall any driver in charge of a bus allow another person, employee, or driver to operate the bus except at the direction of proper authority. A change of drivers is to be made only with the bus is at a complete halt.

41. 
Emergency Vehicles: Upon the approach of any emergency vehicle sounding a siren or flashing emergency lights, the driver shall pull the bus in the extreme right hand edge of the roadway, clear of any intersection​ STOP, and remain stopped until the vehicle has passed.

42. 
Passing Children and School Buses: Drivers must not expect children to continue to proceed in any particular direction. In approaching schools or other places where children are on the highway or next to the highway, the driver will proceed at such a speed that the bus can be stopped promptly to avoid injury to a child. When a school bus is stopped to load or unload children, all other vehicles are required to stop and remain stopped until the children have reached a place of safety. While loading and unloading a school bus is not to be passed from either direction. The failure of the school bus to display a light signal or stop arm signal does not allow you to pass - YOU MUST STOP! You should stop no closer than 20 feet to the school bus. Traffic often stacks up behind a school bus, so be especially watchful of conditions behind your bus.

43. 
Pedestrian, Laborer, Bicycle, and Horse-drawn Vehicles on the Highway: Pedestrians, bicyclists, and horse-drawn vehicles must be given full and complete right-of-way.  Drivers must respect the rights of a laborer whose duties may re​quire him to be on the highway to carry on with his work.

44.
Animals on the Highway: Upon approaching livestock being ridden or driven along the highway, the driver shall make every effort to avoid frightening the animals. This will safeguard the livestock, the people attending them, and possibly your bus and those in it. The same precaution applies to unattended animals.

45. 
Road Conditions: Drivers are to be especially watchful for information and warning signs concerning road conditions. These signs are for your pro​tection and will aid you in providing a safe ride for your passengers.

46. 
Skidding:  When the highway becomes wet, slippery, or icy, the driver must keep his bus under control to prevent skids. The main causes are:

A. Excessive speed on slippery roads

B. Violent braking

C. Applying brakes in a curve 

47. 
Bus Fires: At the first sign that a bus is on fire, the driver will stop the bus safely, calmly request the passengers to leave -the bus and look to their safety, then use all available means to extinguish the fire and protect company and other property. A full written report is to be made to the com​pany, including the names and addresses of witnesses and passengers. Any time fire extinguishers are used it must be noted in the book so that the extinguish​ers may be kept fully charged.

48. 
Emergency Measures on the Road: In case of mechanical difficulties or failure where a bus carrying passengers is unable to proceed safely, the fol​lowing apply:

A. Look to the passenger's safety and comfort during the delay.

B. Make every effort to determine the cause of the trouble and correct it if possible. If you cannot locate the trouble, the lack of knowledge and/or tools to remedy it, or it is too difficult for roadside repair, call the company for instructions. If you must leave the bus to call, inform the passengers where you are going and disable the electrical system to prevent tampering.

C. Do not authorize towing or repairs unless instructed to do so by the company.

D. Under no circumstances attempt to operate the bus if there is any question as to the condition of the engine. Failures of bearings, gears, rods, rings, valves, sleeves, etc., can give you a warning to shut the engine off before major damage to the engine occurs.

49. 
Lighting of Buses: All lights should be properly tested before the bus is put in service.

A. Headlights are to be on when the coach is in use. High beam is to be used only when needed during the hours of darkness. Between the hours of 1/2 hour after sunset and 1/2 hour before sunrise. Marker lights are to be displayed and the sign light to be on.
B. Step light is to be on at all times when bus is in use. Keep chime turned on at all times when the bus is in use to prevent damage to the cord.
C. Reading lights are to be on at all times when passengers are on board.

D. Interior dome lights are to be used at night when passengers enter or leave the bus. Do not operate bus with dome lights on.

E. Driver's lamp may be used as required, however, try to use it in such a way as to avoid disturbing passengers.

50. 
Proper Use of Signals: Before starting, stopping, or turning, the driver shall be certain the move can be made safely. Proper signals must be made for a distance of at least 100 feet. When changing lanes or traffic while pro​ceeding the same direction, allow the signal to flash at least three times before the lane change is begun.


When in the process of making a right turn, be aware of autos moving into the space on your right side. Do not attempt, unless you are very sure, to make the turn from a left lane. If necessary, make two left turns or whatever it takes to avoid this type of accident.  Also, be aware of traffic coming toward you on the other street when trying to complete a turn.

51. 
Passing Vehicles Moving in the Same Direction: Never pass another vehicle unless there is sufficient unobstructed view ahead to do so safely.  When passing, always be-prepared for the other vehicle to change its position or to speed up.  Do not pass until you are sure the driver of the other vehicle is aware of your intention to pass. Use the electric and/or air horn and light signals as the situation warrants. Under most ordinary circumstances, multiple passes are not to be attempted. When passing, check mirrors carefully to be certain of the clearance before returning to the right lane. When driving on multiple lane highways, buses are to be driven in the right lane except to pass, unless lane controls markers or signs direct otherwise.

52. Highway Obstructions: All bridges, culverts, underpasses, and over​passes call for extra caution, especially where they are narrow or have curves at either end. Always be prepared to reduce speed as may be necessary under these circumstances. Be prepared to yield the right-of-way to another vehicle if necessary to ensure safety.

53. 
Stopping on Highway: Do not stop on the highway when it can reason​ably be avoided. If the bus must be stopped on the highway, pull as far to the right as safety will allow - do not block roadway and display four-way flash​ers to warn other drivers.

54. 
Protecting Disabled Buses: When it becomes necessary to stop a bus on the traveled portion of the roadway or on the shoulder for more than a very short period of time do the following:

A. The driver shall immediately place a lighted fuse (or reflector) on the traveled portion 


of the highway at the traffic side of the road.

B.
As soon as possible after "a", the driver will place three reflectors on the traveled portion of the roadway in the following order:



(1).
One at a distance of at least 100 feet 





from the bus in the center of traffic 





lane occupied by the bus, and toward 





traffic approaching in that lane.

(2).
One at a distance of at least 100 feet in the opposite direction 


from the bus in the center of the traffic lane it occupies.

(3).
One at the traffic side of the bus, not less than 10 feet to the front or rear.


Daytime:  During the hours, when lights are not required, the same requirements apply, ex​cept reflectors and/or red flags may be used. At no time shall a driver attach, or permit anyone else to attach a lighted fuse or any other flaming signal to any part of the bus.

55. 
Funeral Processions: Every courtesy and respect is to be shown to a funeral procession. Under no circumstances is the driver to overtake and attempt to pass a moving procession; stay in line and wait for the procession to leave the roadway, or signal from traffic 


officer or any other recognizable escort.

56. 
Shutting Off Motor: The motor of any bus is not to be run unneces​sarily. The engine is to be shut off only by use of the proper switch on the dash (usually marked "master" or "start/stop" or engine stop"). A short time for cooling should be allowed before shutting the engine off. Usually this time (on fast idle) should not exceed 15 minutes unless passengers are on. On coaches with shutters on the radiators to help regulate engine temperature, the engine is not to be shut off until the shutters are in the closed position. Notices issued by the company will govern running the engine for heating or for cooling.

57. 
Backing Up: Avoid having to back the bus up whenever possible. When the bus must be backed up, the driver is to take all precautions, making sure that there is enough clearance to safely make the move. Where possible, a company employee should act as a ground guide to aid the driver during the backing maneuver. On buses equipped with a solenoid-operated reverse, the driver is to acquaint himself with the manual method of engaging reverse in the event of solenoid or electrical failure.
58.     Coasting: Coasting with gears not engaged is strictly   


        prohibited. When going down long grades, the
transmission and brakes must be used together. When going down grades, a good rule is to use the same gear going down that would be necessary for coming up. This will save the brakes and help slow the coach. In using the transmission to slow the motion of the bus, the speed of the bus must not exceed the governed speed of the engine for that gear. "Overrunning" the governor will cause serious engine damage. Likewise, prolonged use of the brakes, espe​cially "fanning" on long grades, will cause them to heat and fade out. This build-up of heat can permanently damage the brake shoes and brake drums; in severe cases fire may result.

59. 
Use of Brakes on Curves: Only in emergencies should the brakes be applied going into or in a curve. Always slow down before reaching a curve; reduce speed enough that you can apply power while rounding the curve at a safe speed. On downhill curves, reduce speed and/or gear before entering curve.  Do not attempt to drive bus with less than 80 lbs. of air pressure.

60. 
Following Distance:  Following distance is determined largely by road conditions. Under conditions of poor visibility or poor traction, the distance must be greater than under favorable conditions. Allow enough following distance ​so that you leave yourself an "out" should a dangerous situation develop in front of you. For highway driving, the driver should keep his bus at least 5 to 7 seconds behind the traffic ahead. Your stopping distance is dependent on the size of the bus, the load, and the condition of the brakes, tires, and road surface. On the highway, buses are to stay approximately one mile apart. In this way, if the lead bus is involved in an accident or emergency situation, the trailing bus has ample opportunity to take evasive action.  Town buses are to maintain an interval of one block. Always observe signals regardless of following the leader.  Buses on charters shall not overtake or pass another co​mpany unit.

61. 
Warning Signals: Horns are not to be sounded for attracting attention only. The air horn is to be used on the highway only, at a distance of 100 or more feet from other vehicles; do not use the air horn under any cir​cumstances in town or built up areas. The electric horn may be used with the air horn on the highway and by itself in town, unless prohibited by ordinance or in a quiet zone. During the hours of darkness, the lights may be flashed as a signal used in addition to proper use of the horn.

62. 
Towing of Bus: Under no circumstances will a bus with passengers aboard be towed or used for towing. Towing of the bus, use of the bus or pushing one bus with another may be done only upon authorization by a company official. There will be absolutely NO exceptions.

63. 
Railroad Crossings: Upon approaching a railroad crossing, the driver of a bus (with or without passengers) is to:

A. Before crossing the tracks, stop the bus so that the front is not less than 15 feet or more than 50 feet from the nearest track.

B. Fully open the service door.

C. Look and listen in both directions.

D. When certain that it is safe to proceed, close, but do not latch the service door, until the last railroad track is cleared.

E. Proceed only in first gear - do not shift gears while any portion of the bus is on the tracks.

F. Remain at a complete halt if a train is approaching (no matter how slow), and/or any warning device or signal is in operation.

G. Upon approaching tracks, warn following traffic of the intention to stop by use of the four-way flasher, and make the necessary stop as far to the right of the roadway as practical.

64. 
Intersections: Extra caution is required at every intersection. Enter the intersection only when you have the right-of-way, and be prepared to yield the right-of-way in the interest of safety.

65. 
Opening and Closing Doors: The driver shall be the only person to open or close the service door, luggage doors, and compartment doors on the outside of the bus. This is done to prevent the possibility of injury to passengers or damage to the bus resulting form improper use.

66. 
Putting Bus in Motion: Never move the bus while passengers are en​tering or leaving the bus. Remind passengers to remain seated while the coach is in motion. The driver is to handle the bus so injury or inconvenience to the passengers is avoided.

67. 
Autos Following the Bus: Occasionally a charter group will have some members follow the bus in another vehicle. The driver is to firmly and court​eously ensure that a safe distance is maintained.

IV.    HANDLING PASSENGERS
68. 
Courtesy to Passengers: Courtesy is an attitude of politeness that helps to build business. A driver must be courteous to passengers. Greet the passengers as they enter the bus, and thank them as they leave.  During the trip, the driver shall keep the ventilation and temperature of the bus as near as possible to the liking of the passengers. The driver is to check with the passengers from time-to-time to see if they are comfortable and not wait until someone has to complain about the conditions.

69. 
Announcements: On charters, the driver is to introduce himself before starting on the trip.  The driver is to instruct the passengers to remain in their seats while the bus is in motion, never to extend any portion of their body out the window, and whenever they leave their seat to use the restroom, to be careful and to hold on to something. In making rest stops, always announce instructions, such as:  length of rest stop, the bus number, and any other information you think your passengers should know. Driver will stand by the door, ready to assist passengers leaving and entering the bus. Always assist passengers with baggage. Drivers may announce to the passengers various points of interest as they travel along. This helps to make for a more enjoyable trip (see sample forms attached).

70. 
Itinerary: On charters where an itinerary is provided, the driver shall make every reasonable effort to maintain the times and places listed on the itinerary.  If it becomes necessary to alter the itinerary, do so in cooperation with the group leader or guide.

71. 
Passengers with Carry-On Packages: Only those packages, which are small enough to fit in the parcel, rack and which pose no threat to safety may be carried in the passenger compartment. Potentially hazardous items, such as glass bottles, skis, ski poles, and ski boots are not to be carried in the passenger compartment. All packages stored in the parcel rack are to be kept behind the cord.

72. 
Food and Coolers: Many passengers will bring some refreshment on the bus with them. The driver should ask their cooperation in keeping the bus clean by using the trash bags provided. Under no circumstances shall food or coolers be put on the seat cushions. Some charter groups will have paid a cleaning deposit. This is not a license for them to abuse the equipment, but a means of ensuring that extra cleaning, if required, is paid for in advance. When transporting picnic supplies for groups, put these items in the luggage compartment. When the driver thinks it necessary, indicate on the back of the charter order the condition in which a group leaves in the bus.

73. 
Loading of Passengers: Drivers are expected to be at the door to assist passengers entering and leaving the bus. Use the step stool where it is not practical to pull up to the curb.  By avoiding a tall step and by being ready to assist passengers, accidents can be prevented.

74. 
Disorderly Behavior Not Permitted: The driver may refuse to take anyone who is intoxicated or conducting himself in a disorderly manner which might be offen​sive or cause discomfort to other passengers. If it is necessary to refuse transportation to someone, please take the name of one or two passengers as a witness.

75.
Smoking and/or Spitting:  Smoking (including vapor cigarettes) is not allow in or on any or our equipment. 
76. 
Damage to Seats or Interior of Bus:  The driver shall not permit anyone to stand on seats or seat arms or allow passengers to damage or abuse seats or in​terior of the bus in any way.

77. Seating Passengers: Ordinarily, passengers will seat themselves with no difficulty. Should some questions about seating arise, it is generally best for the driver not to interfere. On charters of more than one day, the driver should ask the passengers to rotate seats.

78. 
Standees: There should be no standees, because the bus is not to be overloaded. Infants and small children should be held on someone's lap or have a seat of their own.  Remind passengers that they are to be seated for their own safety.

79. 
Meal and Rest Stops: On charters with an itinerary, rest and meal stops are to be made as near to schedule as possible. On charters where there is no itinerary or schedule, stops are to be made every two to three hours for the safety and comfort of everyone.  These stops should be announced so that all who wish may participate (see sample attached). During the hours when most of the pass​engers are sleeping, the driver is to make stops for himself and for those who may be awake. Under most ordinary circumstances, do not use the same meal stop for two Vandalia Bus Lines buses at the same time. Few restaurants can handle that many people effi​ciently at one time. Use different restaurants to avoid delay.

V.     HANDLING BAGGAGE
80.
Forbidden Articles: Drivers are to exercise good judgment in what may not be carried onboard the bus.  If there is any doubt, refer specific cases to the office for an answer.

81. 
Baggage Not Checked: Baggage that is not checked and is carried onboard is at the passenger's risk; however the driver is required to secure (lock passenger and luggage compartment) the coach or keep in sight of vision when onboard.  Only the amount of baggage that can be conveniently carried in the bus may be accepted. Loading and unloading baggage is the driver's responsibility. Arrange baggage in such a way that the possibility of damage is kept to a minimum. Put heavier cases to the bottom.  Keep the door mechanism clear.  Do not force baggage doors closed. Double check around the bus to be sure that no articles of baggage have been overlooked.

82. 
Loading of Baggage: Baggage should be evenly distributed in the com​partment. This is especially important for proper weight distribution.  Off​icials may weigh the bus.  In addition, weight distribution affects the handling and the wear on the bus.  If there are any questions regarding different types of coaches, come to the office for guidance.

83. 
Baggage Complaints: Complaints concerning baggage are to be referred to the office immediately.

VI.    REPORTING AND ACCOUNTING

84. 
Driver's Charter Orders and Trip Envelopes: Charter orders should not be removed from drivers’ slots until just prior to departure of a trip.  Early removal of charter orders generates difficulties if another employee must cover a trip.  Trip envelopes are to be turned in immediately upon completion of the charter.

85. 
Expense Report: Expenses reported on the white expense sheet need to be accompanied by receipts and/or all unused expense monies. Accurate accounting will avoid delays and time wasted on corrections. Any excess expense money is to be returned to the company when the trip reports are turned in. Falsification of expenses is cause for dismissal. When the driver handles a "packaged" charter, there will be extra accounting in​volved, but the procedure is the same.  Unauthorized use of company money is subject to immediate dismissal.  Meal expense is reimbursed at $20.00 per day for every one-night hotel stay.  

86. 
Legibility of Reports: All reports are to be written as clearly and neatly as possible. The purpose of the report is defeated if they cannot be read. This includes log sheets.

87. Collecting for a Charter: The driver must carefully note the method of payment indicated on the charter order. In cases where the driver is to collect the balance of the charter, the only payment accepted is to be cash, Cashier's Check, or Money Order; unless some other arrangement is indicated in writing on the order. If you have any questions regarding payment, especially personal or organizational checks, call the office for instructions before you begin the movement.

88. Deviation from Order: From time-to-time groups will ask a driver to provide some service that has not been provided for in the charter order.  If providing extra service to the group, this will increase the company's expense.  It will be necessary for the driver to write out the changes or extra service requested on the back of the charter order accompanied by the group leader’s signature, with the understanding that extra cost may be involved. If the extra service requested is likely to be a large amount, call the office for instructions before providing the service. When roads are temp​orarily closed, call the office for permission to detour if extra mileage is involved.

89. 
Protection of Documents: Each bus has a permit book, as well as permit decals affixed in the body. While the driver has charge of the bus, it is his responsibility to protect these permits from being lost or damaged. These permits and decals are often your only immediate proof that you have authority to operate in a given area; don't risk delay, embarrassment, or perhaps a fine due to carelessness or negligence.

90. 
Notations: It is often necessary for the driver to make notations on the charter order so that the customer may be properly billed. When requested, note the time the bus is released, the cleaning required, or any other pertinent information. Failure to note these items may cause delays in billing and often irritates the customer.

91. 
Items Left on Bus: Upon return to the original pick-up point, take time to check for any articles that may have been forgotten on the bus. Invite the help of the group leader in doing this.  Any article(s) found should be left with the group’s leader. If articles are found and cannot be returned to the charter party, turn the article(s) in to the office with a note so that an effort can be made for the article to be returned to the appropriate individual. Use extra care with an item of value.

92. 
Maintenance Book: This book should be left in the bus at all times, which includes the following:

A. Mileage Record: Each driver is to record his name, ending odometer reading, any fuel or oil added, date, destination, and mileage operated on that day.

B. Maintenance Record: Each driver is to record any defects noted when picking up the bus.  A record of any defects or unusual conditions that are noticed should be noted while it is assigned to you.  If any damage occurs to the bus while assigned to you, write it down and inform the company as well. Be sure to record the use of any safety equipment, such as fuses, first aid supplies, fire extinguisher, spare bulbs, etc.

C. The white pages of the walk around book should be placed on the dashboard after the trip. This is for the mechanics to make repairs
93.    Tips  All tips received are expected and required to be reported on Internal Revenue Service Form 4070 (See Attachment’s) This form must be completed for tips received in cash or other form which is not charged to customer on the invoice.

VII.     HANDLING EQUIPMENT
94. 
Appearance of the Bus: Our customers are influenced for better or for worse by the appearance of the bus. The driver can help greatly in this area.  Before and after any trip, inspect the bus for cleanliness, inside and out. These items will help: keep the windshield clean, pick-ups trash and/or sweep the floor at meal and rest stops.  It is important to keep the trash can emptied, to brush the seats off as needed, and to keep the outside of the bus as clean as possible.  Do not put signs or banners on the outside of the bus, nor in the front or side windows where they might obstruct your vision. Do as much as you reasonably can to keep the bus looking as good as possible. On return trips the luggage rack and floor should be swept and cleaned.  If the restroom needs service, dump restroom before you park the bus. This policy will be enforced.

95. 
Lights: The lighting system of the bus is to be checked frequently.  Headlights, taillights, marker lights, turn signals, and destination sign light should be maintained in good working order.  If any light fails while the coach is assigned to a driver, he should replace the light (there are spares in each bus), especially if the bus is to be operated during the hours that lights are required.

96. 
Tires: Each driver’s professional skill should show in the condition of the tires. Tire pressure is to be checked when a driver begins a trip, at rest stops, and at the end of the trip. Proper tire pressure and use of visual pres​sure indicators will be governed by instructions issued from time-to-time. Tires are not to be run under-inflated. In emergency, a dual wheel may be run at speeds less than 20 mph for a short distance in an effort to reach a location to have the tire aired up. The bus is not to be operated with a flat tire. Extreme care is to be used regarding curbing tires (i.e. running over curbs) or other road hazards. This type of abuse reduces the life of the tire and can easily lead to failure on the highway. Any driver not acquainted with the location of the spare tires, jacks, or tire tools should ask for instructions. Drivers are especially reminded to know the proper positions for jacks when attempting to raise the bus.  Improper positioning of the jack can result in damage to the body of the bus, or situation where the bus might slip off the jack, injuring someone.
97. 
Fuel and Oil: Before attempting to start a bus engine, the driver is to check the oil level in the engine and be certain there is sufficient fuel.  Engine oil is to be kept within 1/4 inch of the FULL mark on the dipstick. Check the oil frequently and add oil as necessary.  Only the spare oil carried onboard is to be used first, and care should be taken not to spill oil. The amount of fuel can be determined by checking the book in the driver's compartment. The number of gallons put in the tank and the odometer reading is written there.  If the driver wishes to be certain the tank is topped off, opening the filler neck and shining a flashlight down the neck can usually see the fuel. If a bus runs out of fuel, do not expect to be paid for down time.  In addition, disciplinary action will be taken (a minimum of a two-week suspension).

98. 
Speedometers: When a driver thinks a speedometer is not registering correctly, the information should be written down in the book so the speedometer can be checked for accuracy.

99. 
Bus Instruments: All the gauges on the bus have a definite purpose and should be scanned regularly to be sure that all systems are working properly. Any gauge not in proper working order should be reported.  Do not operate the bus if any of these conditions should develop:



1.
Alternator gauge (amp meter) goes from the center position to the left side.



2.  
Oil pressure drops below 15 pounds.



3.
Temperature gauge indicates a hot engine-above 185 degrees.




4.
Air pressure drops below 80 pounds.

100. 
Checking of Equipment: Before beginning any trip, visually inspect the bus, walk around the bus and check for anything unusual. Look at the condition of the outside of the bus, such as scratches or dents in the body, cracked or broken windows, lights, or mirrors, curb marks or cuts in the tires, or any oil or antifreeze leaks under the bus.  If it is not setting level with adequate air pressure there may be a problem with the suspension. Check the spares and emergency equipment to be certain there are enough of these supplies to complete the trip.

101. 
Restroom: The restroom is to be serviced frequently so that it doesn't become objectionable to the 


passengers.

102.
Refueling While En Route: On longer trips it is necessary to refuel.  If at all possible, refuel the bus while the passengers are not onboard.  This is much safer and can avoid delaying the passengers.  Due to the increasing cost of fuel, fuel should be purchased at self-service stops or self-service islands instead of full-service stations. This will save several cents per gallon. Be very careful to make sure that all the fuel goes into the tank; very few nozzles are made to stay in the filler neck by themselves.


Don't buy excessive amounts of fuel. Calculate the amount needed to return the bus to the garage don't just guess, or fill the take up when a less amount will do the job. A good rule of thumb, however, is to figure the usable fuel at 20 gallons less than the capacity of the tank. The average mileage is 6 mpg. If fuel is purchased based on this method, the coach will not run out.  Adverse weather, especially strong winds and excessive idling will decrease the mileage. If you have any questions about calculating fuel or where to purchase fuel, contact the office for instructions.


103.
Starting the Engine: Always start the engine in the idle position. On MCI buses, keep the starter -overrule button depressed long enough for the oil pressure to come up so the engine doesn't shut off and have to be restarted.  Once the engine has idled about (5) five minutes, use approximately 1/3 throttle acceleration to build up air pressure. At about the point the alternator will begin to operate, let the engine idle until the alternator is working, then use the fast idle to reach normal air pressure. Avoid having other equipment turned on until the air pressure is high enough for the alternator to operate.  Following this procedure will protect the belts and help to increase the life of the alternator
104.
Air Conditioning: When air conditioning is required, usually when the temperatures are 55 degrees or higher, operate the A/C to keep the air from becoming stagnant inside the coach.  The proper procedure is to follow is to have the engine at a low idle.  Turn the A/C on for no more than 20 seconds.  Then turn the A/C off for 30 seconds.  After which, turn the A/C back on and let the engine run at a low idle for approximately one minute before switching to the fast idle.


The A/C is to be turned on and of only when the engine is at low idle. Following this will increase the life of the unit. Do not have the A/C on when leaving or entering parking lot or dirt areas.

105.
Engine Speed: To avoid damage to the engine, the coach is to be operated in the gear, which is appropriate for the speed it is going.  Allowing the engine to over-rev on down grades, or lugging the engine, will only harm the engine.

106.
Cold Weather Operation: Cold weather requires that you take extra precautions with the equipment. Be sure antifreeze is at the proper level. When it is below 20 degrees and the engine is to be shut off for more than a few hours, plug the heater in.  When plugging in the heater, you can usually see a slight spark on the "hot" plug. Be very conservative with the electrical system to save the batteries for starting. (If it is ever necessary to have the bus "jump" started, connect positive-to-positive and negative-to-negative, and be sure you know whether the system is 12 or 24 volts.)  If the bus is to be parked for a period of time, drain the restroom, close the valve before it freezes, and refill when it is to be used again.  If the bus is in daily service, add antifreeze to the restroom.

VIII.    ACCIDENTS
107.    Company Policy: In case of any accident, the driver will do the following: 
1. Stop and render aid to the injured.

2. Place warning signals to warn other traffic.

3. Call proper office person on call immediately. All States (except Illinois) 1-800-542-4287.

4. Regardless of whether or not an accident is reported by telephone, a written report must be made on company form as well as the accord loss notice. This goes to the insurance company.
5. An authorized representative of Vandalia must sign all accident reports. Bus Lines,

        
        Inc.

6.     Do not move equipment unless instructed by the     

        police. It may help explain the accident.

7.     Don't admit responsibility for an accident even 
         if you think it’s your fault.

8.   
Don't talk about the facts of the accidents to anyone-- except give the police a verbal report.

9. Don't sign any statements for anybody except 

                our insurance adjuster.

10. Where death occurs or may result: Don't talk or give a statement of facts of the accident to anyone, you do not have to until an attorney represents you.

11.   If you are unable to proceed let the office know 
        where you can be reached by telephone.

12. Protect your equipment and cargo from damage

        and theft.

13. It is the driver's responsibility to make written

        accident reports. State, I.C.C., and local 

authorities. Failure to do so can result in loss of your license. Failure to report an accident immediately can result in being laid off or discharged.


108.   
General Law Regarding Accidents: Many states have adopted a general law which is to be observed: "If you are involved in an accident resulting in injury or death to any person or damage to property, immediately stop your bus at the scene or such an accident and give your name, address and the registration number of your bus and exhibit your chauffeur’s license to the person struck or the driver or occupants of any vehicle collided with, and if such person sustaining injury, or damage is incapable of receiving such information, then communicate the information to with police officer or police department within whose jurisdiction such accident occurred and request of, and receive from, such police officer or department the names and addresses of such officers to whom the information was communicated."

IX.     I.C.C. (D.O.T.) RULES, REGULATIONS

AND INTERPRETATIONS

109.   
     Log Books  The company furnishes logbooks of an approved type for drivers.  Each driver is required to have the logbook in his possession while on duty or driving, and is further required to keep the log -in accordance with the regulations. These regulations are printed in the book as well as in the Motor Carrier Safety Regulations. It is the driver’s responsibility to know these rules and to operate within them. Any driver having difficulty with proper preparation of the log should request instructions. (Please see 331 on page 4).

X.    CHARTERS


 110. 
       Charter Order: When you receive the driver's copy of the charter order, read it and become familiar with it: it is your single most important guide for the trip. Especially note the time and date of the trip. Check the pick up point and do your homework so you can go there directly from the garage. Also do your homework on the destination or the itinerary so you know where you are going: a driver who must constantly stop and ask directions or who drives with maps all over the dash, doesn't inspire confidence in his passengers. 



   111.        Be Prompt: Drivers are to report to the pick up 15 minutes prior to the leave time unless instructed otherwise. This will allow plenty of time to load luggage, and for the passengers to board the bus and be seated so that they may actually be Enroute at the leave time.

112.     Instructions to Passengers: The instructions for passengers at the beginning of a trip are for the safety and the protection of the equipment. These instructions are generally set by company policy put out in bulletins from time to time. A copy is attached.

113.     Collecting for a Charter: The driver will often collect the balance due on a charter account. Such amounts are to be paid by cashiers’ check or money order unless some other arrangement is specifically stated on the order. The driver must receive the payment before the trip is begun. If there are any questions regarding payment, call -the office.

114.     Motel Procedure: When the charter is of such -length that you will stay in a motel, find a reasonably priced motel as near the place the bus is to be used as possible. This will save expense not only on the cost of the room but also on deadheading the bus.



On a long charter, if you are not at the same motel as the group, be sure you and the group leader can contact each other in case of emergency or change of itinerary.

When you arrive at the motel where the passengers will be staying, you can save a lot of time by asking one person to go to the office for the keys and room assignments and returning to the bus to hand them out. On through trips where you are the relief driver, register under the name Vandalia Bus Lines" at the motel indicated by the dispatcher. This way the driver bringing the bus to you should have no problem locating you and giving you one half hour to one-hour notice that they are coming.

115. Idling and Deadhead: Excessive idling and deadhead miles are to be avoided: Both of these practices can lead to waste. The bus is not to be left idling, as a "babysitting" service to the passengers, not is it to be used for taxi service for a few members of the group. Drivers must use good judgment in dealing with each situation.



   116.      PA – Two-way Radio and Cellular Phones: The driver is to protect the radio and PA microphone. The passengers are not to use the two-way radio and only the leader or guide should need to use the PA. The PA is to be used by passengers only with the driver's permission.


  When a guide will be using the PA, reserve the seat directly behind you for the guide - the guide is to remain seated. This will avoid damage to the cord caused by stretching.


  When parking the bus overnight, protect the two-way radio by concealing the mike where at all


  possible. The same applies to the PA.


  It is never permissible to use a cellular phone including hands free devices while maneuvering a motor coach except for an emergency situation.

RULES FOR USE OF RADIO:

a) Use 10 codes where possible (see example page)

b) Adjust the radio properly

c) Use the radio for company business only.  No personal conversation.
d) Always give the office you identity and/or location 

e) Keep the radio on all day (whenever you are in the bus.)

f) If you call in and receive no reply, give the message anyway, because sometimes the    

base can copy you even when you don't receive a reply.



g) If it becomes necessary for you to phone 


the office on your personal cellular 



phone, you will be reimbursed your call time 


with applicable receipt.  

RADIO CODES

10-2  ---  Signal Good

10-4  ---  O.K.

10-6  ---  Busy

10-7  ---  Out of Service

10-8  ---  In service

10-9  ---  Repeat

10-12 --- Standby

10-20 --- Location

10-21 --- Call Phone 

10-22 --- Disregard

10-23 --- Arrived at Scene

10-24 --- Assignment Complete

10-33 --- Emergency

10-36 --- Time

10-44 --- Permission to Leave

10-51 --- Wrecker Needed

10-52 --- Ambulance Needed

10-68 --- Dispatch Information

10-69 --- Message Received

10-76 --- In Route

10-77---  Estimated Time of Arrival

117.         Other Trips: Don’t discuss other tours or groups with the passengers you have today. No matter whether the groups are "good" or "bad" concentrate on doing your best with the group you are working with today. This applies when driving tours for other companies: Work with the guide, and don't make derogatory remarks about the tour or try to advertise Vandalia Bus Lines. We are working for that tour company that day and we should be doing our best for them.

118. 
       Shuttling and Sightseeing: Perform shuttle service and sightseeing as called for on the charter order. If extra special service is requested, note it on the back of the order and have the group leader sign it. 

119.
Damage: Any damage done to the bus by the group is to be recorded on the order and signed by the group leader if possible. They are responsible for it.

120.
Destination Sign: The destination sign should be turned to CHARTER un​less there is a sign with the group name on it, such as one of the agencies we regularly drive for.

121.
Charters Departing Vandalia Bus Lines Garage: When you have a charter leaving from Caseyville garage, direct parking of the passengers, cars so they don't take up more space than is necessary, or block spaces needed for buses.

122. Clearance: Charters will often take you places not designed for bus traffic. You must be extra 

alert about clearance. Such items as curbs, fences, canopies, other overhangs, and dips and humps are of special concern.

XI.    PAY

123. Paydays are every other Friday.  Payable only after 


10:00 AM
Almost all trips are paid from GARAGE to drop-off time unless a company officer makes other arrangements. 

XII.    SERVICING THE COACH

124. 
Servicing the coach includes:
a  Sweep (and mop) the floor.

b. Return seats and footrests to their upright position. Brush

seats off as necessary.

c. Remove trash from parcel racks

d. Empty trashcan and empty trash from restroom container.

e. Service restroom.

f. Wash windshield and tail gate (the whole bus if it needs it.)

g. Add fuel and oil as required.

h. Check tires, belts, and radiator water level.

I.  You must dump the restroom at a dump station only. IT IS ILLEGAL TO DUMP 

AT ANY LOCATION OTHER THAN A DUMP STATION.  IF YOU SHOULD DUMP AT ANY LOCATION OTHER THAN A DUMP STATION YOU MAY BE ARRESTED AND CHARGED INDIVIDUALLY.

   125.       Caseyville Garage: While at the Caseyville garage and if any supplies in the coach are running low, contact the office. Extra care is required entering and leaving the lot to avoid damage to the air-conditioner. When entering lot, turn A/C off.

XIII.    COMPANY CARS

   126. 
Company cars are provided for your benefit and convenience and are subject to all company rules of operation.

The cars are for “authorized” use only-don’t use one unless you have been instructed to do so, or have received permissions to do so. Before using the car, check it over as you would the bus. While using the car, use the headrests and seat belts, and please do not smoke. The car keys are not to be put in your pocket, put them in the proper place so the next person can also benefit from the car.

Operation of a company car is not governed by the same hours of service that apply to driving the bus. If you have driven a bus to some city and are relieved there, don't get in the car to drive unless you have enough hours remaining to complete the trip. Get your proper rest and have a safe trip.

DRIVERS

 INTRODUCTION TO CHARTER GROUPS
              
I. Greeting


II. Rules and Safety Information, use of DVD safety Video    encouraged for detailed item coverage.





a). Everyone is to remain seated





b). If you get up to go to the back of the bus 




to use the rest room


 
1. Always hold on to a seat

2. Watch your step

3. Don’t throw trash in toilet


c). Inform passengers of steps




1. VANHOOL 




2. MCI (Isle Step Down)

              d). Emergency exits are clearly marked.

            e). No smoking permitted.


f). Use trash can provided at the front of the 

bus.



1.It will keep trash from under foot




2. Don’t stuff trash between seats 



cushions


g). Luggage and personal items are carried at 

the passenger’s own risk.


                                    1. These items are not checked



               2. Vandalia Bus Lines will not be responsible for them if they are lost or stolen or sustain damage.





h). Do not open windows





i). I will adjust temperature if it becomes too 




warm, or too cool





j). When hauling children (Optional)




1. Don’t pull bell cord




2. No loud radios, screaming, etc.





k). When hauling groups with beverages, 




food, etc. (Optional)




 1. No glass containers




2. Use trash containers


                                       3. No food or beverage containers on 

                                                    seats

    SAMPLE INTRODUCTORY TO A CHARTER GROUP


"Good morning or Good Day, welcome aboard!" I have a few rules and safety reg​ulations for you before we leave on our charter.


We ask that everyone remain in a seat while coach is in motion. In case I would have to stop suddenly, your seat is the safest place for you to be. If you go back to use the rest room, always hold on to a seat or the baggage rack and please watch your step. Don't throw trash or cans into toilet stool, as these items may clog the toilet and cause it to smell. Please watch your step as you get on and off the bus. Don't hurry, but take your time.

                         No smoking is permitted


I have a trashcan at the front of the bus. By using the trash can: it will help keep these articles from underfoot. Please don't stuff trash between seat cushions. It is my job to keep the bus clean and with your cooperation, you will make my job a little easier.


Your luggage and personal items are being carried without extra charge. Since these items are not checked, Vandalia Bus Lines will not be re​sponsible if they are lost, stolen or sustain damage.


I ask that you do not open the windows. If it becomes too warm or too cool on the coach, let me know and I will adjust the temperature.


My name is _____________________________________if there is anything I can do to make your trip more enjoyable, please let me know.

REST STOPS


I.
Announce rests stops a few minutes in 

advance of stopping.


II.
Ask everyone to remain seated until the bus                         is stopped.


III. 
Everyone to Disembark if bus is to be left unattended.


IV.
Remember Bus number.


V.
Don't delay the group at the rest area.

a) Take enough time to finish food and                          

drinks before coming back on the bus.

VI. Caution about traffic when in rest area or parking area.

SAMPLE ANNOUNCEMENT FOR REST STOPS


"Ladies and Gentleman, we will be stopping for a rest stop at _________________ in a few minutes. I ask that everyone remain in his or her seats until the bus comes to a complete stop. While we are at our rest stop the bus will be left unattended, so everyone will need to disembark. You may want to remember your bus number, it is bus number ?????. We will be here long enough for you to get something to eat and drink.  Please finish eating before you come back on the bus. I ask that you do not bring these items on the bus. It will be for the best interest of everyone if you only eat lightly and don't delay the group. I also want to caution you about the traffic in the parking area.  Be sure to watch for cars and trucks moving through this area.

JUST BEFORE COMPLETION OF TRIP

 
I.
Show appreciation for using our service.


II.
Remain seated until the bus comes to a stop.


III.
Be sure to take all personal items with you.



                a) The group leader and I will be checking 


                the bus

b) If any articles are 1eft on the bus the 
group leader will have them.

IV. Again, show appreciation.

SAMPLE THANK YOU MESSAGE TO BE GIVEN JUST BEFORE

 COMPLETION OF TRIP


"Folks, I have enjoyed being with you today on our trip to __________________ It has really been a pleasure to be 

with you, I hope you have had as much fun as I have. We are just a few minutes away from and I ask that everyone remain in his or her seats until the bus has come to a complete stop. Be sure that you take everything with you that you brought on the bus. The group leader and I will be checking when everyone disembarks. In case you have left anything on the bus, your group leader will have that item. Again, many thanks for using our service and I hope to see you again.

VANDALIA BUS LINES, INC. DRUG AND ALCOHOL POLICY

1.0 Policy

Vandalia Bus Lines, Inc. is dedicated to providing safe, dependable, and economical transportation services to our customers and community. Vandalia Bus Lines, Inc. employees are our most valuable resource and it is our goal to provide a healthy, satisfying working environment that promotes personal opportunities for growth.  In meeting these goals, it is our policy to:

(1) assure that employees are not impaired in their ability to perform assigned duties in a safe, productive, and healthy manner.

(2) create a workplace environment free from the adverse effects of drug abuse and alcohol misuse.

(3) prohibit the unlawful manufacture, distribution, dispensing, possession, or use of controlled substances by our employees.

(4) encourage employees to seek professional assistance any time personal problems, including alcohol or drug dependency, adversely affect their ability to perform their assigned duties. 

2.0 Purpose

The purpose of this policy is to assure worker fitness for duty and to protect our employees, passengers, and the public from the risks posed by the misuse of alcohol and use of prohibited drugs.  This policy is also intended to comply with all applicable Federal regulations governing workplace anti-drug and alcohol programs.  The Federal Transit Administration (FTA) of the U.S. Department of Transportation has published 49 CFR Part 653 and Part 654, as amended, that mandate urine drug testing and breath alcohol testing for safety-sensitive positions and prohibits performance of safety-sensitive functions when there is a positive test result.  The Federal Highway Administration (FHWA) has issued a rule requiring alcohol and drug testing of drivers who are required to have a commercial driver's license.  The U.S. Department of Transportation (DOT) has also published 49 CFR Part 40, as amended that sets standards for the collection and testing of urine and breath specimens.  In addition, the Federal Government published 49 CFR Part 29, "The Drug-Free Workplace Act of 1988, which requires the establishment of drug free workplace policies and the reporting of certain drug-related offenses to the FTA.  This policy incorporates those requirements for safety-sensitive employees and CDL holders.

Throughout this policy, you will notice sections that have been underlined.  These sections are the policies and procedures set forth by the governing body of Vandalia Bus Lines, Inc.  These policies and procedures are in addition to the regulations mandated by the Federal Transit Administration.

3.0 Applicability

This policy applies to all safety-sensitive employees and CDL holders as follows:

3.1 Employees

This policy applies to all safety-sensitive employees; paid part-time employees, volunteers contract employees and contractors when they are on Vandalia Bus Lines, Inc. property or when performing any safety-sensitive function.  This policy applies to off-site lunch periods or breaks when an employee is scheduled to return to work. A safety-sensitive function is any duty related to the safe operation of Vandalia Bus Lines, Inc. vehicle or the operation of a revenue service vehicle (whether or not the vehicle is in revenue service), dispatch, and maintenance of a revenue service vehicle or equipment used in a revenue service, security personnel who carry firearms and any other employee who holds a Commercial Driver's License.  Maintenance functions include the repair, overhaul, and rebuild of engines, vehicles and/or equipment.  A list of safety-sensitive positions that perform one or more of the above-mentioned duties are attached.

3.2 Personnel Holding Commercial Driver's License (CDL), Other Than Transit  This policy applies to all persons holding CDLs and who are Vandalia Bus Lines, Inc.  employees paid part-time employees, volunteers, contract employees, and contractors when they are on Vandalia Bus Lines, Inc. property and performing any business.  This policy applies to off-site lunch periods when employees scheduled to return to work.
4.0 Prohibited Substances
"Prohibited substances" addressed by this policy include the following:

4.1 Illegally Used Controlled Substance or Drugs

Any illegal drug or any substance identified in Schedule I through V of Section 202 of the Controlled Substance Act (21 U.S.C. 812), and as further defined by 21 CFR 1300.11 through 1300.15 is prohibited at all times unless a legal prescription has been written for the substance. This includes, but is not limited to: marijuana, amphetamines, opiates, phencyclidine (PCP), and cocaine, as well as any drug not approved for medical use by the U.S. Drug Enforcement Administration or the U.S. Food and Drug Administration.  Illegal use includes use of any illegal drug, misuse of legally prescribed drugs, and use of illegally obtained prescription drugs.  Safety sensitive employees will be tested for marijuana, cocaine, amphetamines, opiates, and phencyclidine as described in Section 6.0 of this policy.  Use of these five drugs is always illegal therefore employees may be tested at anytime that they are on duty.

4.2 Legal Drugs

The appropriate use of legally prescribed drugs and non-prescription medications is not prohibited.  However, the use of any substance, which carries a warning label that indicates that mental functioning, motor skills or judgment may be adversely affected, must be reported to supervisory personnel.  In addition, the employee must obtain a written release from the attending physician releasing the person to perform their duties any time they obtain a performance-altering prescription. 

A legally prescribed drug means that an individual has a prescription or other written approval from a physician for the use of a drug in the course of medical treatment.  It must include the patient's name, the name of the substance, quantity/amount to be taken, and the period of authorization.  The misuse or abuse of legal drugs while performing transit and/or agency business is prohibited.

4.3 Alcohol

The use of beverages containing alcohol or substances (including any medication, mouthwash, food, candy) or any other substance such that alcohol is present in the body while performing business is prohibited.  The concentration of alcohol is expressed in terms of grams of alcohol per 210 liters of breath as measured by an evidential breath-testing device. An alcohol test can be performed just before, or just after the performance of a safety sensitive duty.   

5.0 Manufacture, Trafficking, Possession, and Use

Vandalia Bus Lines, Inc. employees are prohibited from engaging in the unlawful manufacture, distribution, dispensing, possession, or use of prohibited substances on Vandalia Bus Lines, Inc. premises, in Vandalia Bus Lines, Inc. vehicles, in uniform or while on Vandalia Bus Lines, Inc. business.  Employees who violate this provision will be subject to disciplinary action, up to and including termination.  Law enforcement shall be notified, as appropriate, where criminal activity is suspected. 

5.1 Intoxication/Under the Influence

Any safety-sensitive employee, non-safety sensitive, or CDL Holder who is reasonably suspected of being intoxicated, impaired, under the influence of a prohibited substance, or not fit for duty shall be suspended from job duties pending an investigation and verification of condition.  Employees found to be under the influence of prohibited substances or who fail to pass a drug or alcohol test shall be removed from duty and subject to disciplinary action, up to and including termination.  A drug or alcohol test is considered positive if the individual is found to have a quantifiable presence of a prohibited substance in the body above the minimum thresholds defined in 49 CFR Part 40, as amended. 

5.2 Alcohol and Drug Use

No safety-sensitive employee or non-safety sensitive employees should report for duty or remain on duty when his/her ability to perform assigned safety sensitive duties is adversely affected by alcohol or when his/her breath alcohol concentration is 0.04 or greater.  No safety-sensitive or non-safety-sensitive employee shall use alcohol while on duty, in uniform, while performing safety-sensitive functions, or just before or just after performing a safety-sensitive function.  No safety-sensitive employee or non-safety-sensitive shall use alcohol within four (4) hours of reporting for duty, or during the hours that they are on call.  If an on call employee has consumed alcohol, they are required to acknowledge the use of alcohol at the time that they are called to report for duty.  The employee may then state their inability to perform their safety sensitive function or submit to an alcohol test if they maintain their ability to perform their safety sensitive function. All safety sensitive employees are prohibited from reporting for duty or remaining on duty any time there is a quantifiable presence of a prohibited substance in the body above the minimum thresholds defined in 49 CFR Part 40, as amended. Violation of these provisions is prohibited and punishable by disciplinary action, up to and including termination. Attachment 4 lists the effects on health and personal life from using illegal drugs.

5.3 Compliance with Testing Requirements

All safety-sensitive, non-safety sensitive employees and CDL holders will be subject to urine drug testing and breath alcohol testing.  Any safety-sensitive, non-safety-sensitive employee or CDL holder who refuses to comply with a request for testing or refuses to sign the form shall be removed from duty and their employment terminated.  Any safety-sensitive, non-safety sensitive employee or CDL holder who is suspected of providing false information in connection with a test, or who is suspected of falsifying test results through tampering, contamination, adulteration, or substitution will be required to undergo an observed collection. Verification of these actions will result in the employee's removal from duty and termination of their employment.  Refusal can include an inability to provide a sufficient urine specimen or breath sample without a valid medical explanation, as well as a verbal declaration, obstructive behavior, or physical absence resulting in the ability to conduct the test  

5.4 Treatment Requirements

All employees are encouraged to make use of the available resources for treatment for alcohol misuse and illegal drug use problems.  Under certain circumstances, employees may be required to undergo treatment for substance abuse or alcohol misuse.  Any employee who refuses or fails to comply with Vandalia Bus Lines, Inc. requirements for treatment, after care, or return to duty shall be subject to disciplinary action, up to and including termination. The cost of any treatment or rehabilitation services will be paid for directly by the employee or their insurance provider.  Employees will be allowed to take accumulated sick leave and/or vacation leave to participate in the prescribed rehabilitation program. The following list of drug and alcohol rehabilitation centers is provided for the employee’s convenience: 

1. Gateway Foundation 7 North High Belleville, Illinois  (618) 234-9002

2. Jon Darr, LCSW Social Worker,  #6 Emerald Terrance, Suite 4 Swansea, IL 62226 (618) 234-5976

5.5 Notifying Vandalia Bus Lines, Inc. of Criminal Drug Conviction

All employees are required to notify Vandalia Bus Lines, Inc. of any criminal drug statute conviction for a violation occurring in the workplace within five (5) days after such conviction.  Failure to comply with this provision shall result in disciplinary action, up to and including termination.

5.6 Proper Application of the Policy

Vandalia Bus Lines, Inc. is dedicated to assuring fair and equitable application of this substance abuse policy.  Therefore, supervisors/managers are required to use and apply all aspects of this policy in an unbiased and impartial manner.  Any supervisor/manager who knowingly disregards the requirements of this policy, or who is found to deliberately misuse the policy in regard to subordinates, shall be subject to disciplinary action, up to and including termination.

6.0 Testing Procedures

Analytical urine drug testing and breath testing for alcohol may be conducted when circumstances warrant or as required by Federal regulations.  All safety-sensitive, non-safety sensitive employees and CDL holders shall be subject to testing prior to employment, for reasonable suspicion, following an accident, random and follow-up testing as defined in Section 6.2, 6.3, and 6.4 of this policy.  In addition, all safety-sensitive, non-safety sensitive employees and CDL holders will be tested prior to returning to duty after failing a drug or alcohol test and after completion of the Substance Abuse Professional's recommended treatment program and subsequent release to duty. Follow-up testing will be conducted for a period of one (1) to five (5) years, with at least six (6) tests performed during the first year.

Those employees who perform safety-sensitive functions as defined in the attachment to this policy shall also be subject to testing on a random, unannounced basis.

Testing shall be conducted in a manner to assure a high degree of accuracy and reliability and using techniques, equipment, and laboratory facilities that have been approved by the U.S. Department of Health and Human Services (DHHS).  All testing will be conducted consistent with the procedures put forth in 49 CFR Part 40, as amended.  The procedures will be performed in a private, confidential manner and every effort will be made to protect the employee, the integrity of the drug testing procedure, and the validity of the test result. Attachment 4 lists the testing procedures to be used under this program.

The drugs that will be tested for include marijuana, cocaine, opiates, amphetamines, and phencyclidine. Urine specimens will be collected using the split specimen collection method described in 49 CFR Part 40.  Each specimen will be accompanied by a DOT Chain of Custody and Control Form and identified using a unique identification number that attributes the specimen to the correct individual.  Failure to sign DOT required testing forms for urine collection constitutes a refusal.  An initial drug screen will be conducted on the primary urine specimen.  For those specimens that are not negative, a confirmatory Gas Chromatography/Mass Spectrometry (GC/MS) test will be performed.  The test will be considered positive if the amounts present are above the minimum thresholds established in 49 CFR Part 40, as amended.  Attachment 3 lists the minimum thresholds established for each drug and/or its metabolites.  The test results from the laboratory will be reported to a Medical Review Officer.  A Medical Review Officer (MRO) is a licensed physician with detailed knowledge of substance abuse disorders and drug testing.  The MRO will review the test results to ensure the scientific validity of the test and to determine whether there is a legitimate medical explanation for a confirmed positive test result.  The MRO will contact the employee, notify the employee of the positive laboratory result, and provide the employee with an opportunity to explain the confirmed test result.  The MRO will subsequently review the employee's medical history/medical records to determine whether there is a legitimate medical explanation for a positive laboratory result.  If no legitimate medical explanation is found, the test will be verified positive and reported to the Vandalia Bus Lines, Inc. program manager.  If a legitimate explanation is found, the MRO will contact the Substance Abuse Professional and report the test result as negative.

The split specimen will be stored at the initial laboratory until the analysis of the primary specimen is completed.  If the primary specimen is negative, the split will be discarded.  If the primary is positive, the split will be retained for testing if so requested by the employee through the Medical Review Officer.

In instances where there is reason to believe an employee is abusing a substance other than the five drugs listed above, the city reserves the right to test for additional drugs under the city's own authority using standard laboratory testing protocols.   

Controlled Substance Testing Safeguards for Your Protection

(a.)
The collector must obtain photo identification from the donor or identification by the Vandalia Bus Lines, Inc. representative prior to administering the test. 

(b.)
The donor signs the chain of custody form signifying the correctness of data for test reporting.

(c.)
Electronic communication of test results from the laboratory into the MRO reporting system with no external human intervention.

(d.)
The specimen container and specimen bottles are individually wrapped and unwrapped in your presence.

(e.)
After the specimen is given to the collector, the remaining collection procedures are conducted in your view.

(f.)
The specimen bottles and shipping container are sealed with tamper evident seals.

(g.)
The donor will be asked to sing the seals covering the specimen bottles identifying they were sealed in your presence.

(h.)
The specimen bottle seals match the identifying seals on the chain of custody form.

(i.)
The laboratory will check the specimen bottles upon receipt to insure the seal has not been broken. If the seal has been broken the laboratory will report the test as cancelled.

(j.)
Blind sample submission through the laboratory for quality control.

Tests for breath alcohol concentration will be conducted utilizing a National Highway Traffic Safety Administration (NHTSA)-approved evidential breath-testing device (EBT) operated by a trained breath alcohol technician (BAT).  If the initial test indicates an alcohol concentration of 0.02 or greater, a second test will be performed to confirm the results of the initial test.  This will be done no sooner than 15 minutes after the initial test but no longer than 30 minutes after the initial test. The confirmatory test will be performed using an NHTSA-approved evidential breath-testing device (EBT) operated by a trained breath alcohol technician (BAT).  The EBT will identify each test by a unique sequential identification number.  This number, time, and unit identifier will be provided on each EBT printout.  The EBT printout along with an approved alcohol testing form will be used to document the test, the subsequent results, and to attribute the test to the correct employee.  The test will be performed in a private, confidential manner as required by 49 CFR Part 40 as amended.  The procedure will be followed as prescribed to protect the employee and to maintain the integrity of the alcohol testing procedures and validity of the test result.

A safety-sensitive, non-safety-sensitive employee or CDL holder who has a confirmed alcohol concentration of greater than 0.02 but less than 0.04 will be removed from his/her position for twenty-four hours unless a retest results in a concentration measure of less than 0.02.  The inability to perform safety-sensitive duties due to an alcohol test result of greater than 0.02 but less than 0.04 will be considered an unexcused miss out subject to transit system disciplinary procedures.  An alcohol concentration of 0.04 or greater will be considered a positive alcohol test and in violation of this policy and a violation of the requirements set forth in 49 CFR Part 654 for safety-sensitive employees.

Alcohol Testing Safeguards For Your Protection

(a.)
The BAT must obtain your photo identification prior to administering the test.

(b.)
An individually wrapped mouthpiece will be opened and inserted into the EBT for your test.

(c.)
The EBT that is used is approved by the National Highway Traffic Safety Administration.

(d.)
Calibration checks are frequently performed to insure the EBT is working efficiently.

(e.)
If the screening test indicates a .02 or greater, a confirmation test will be administered.

(f.)
An air blank will be administered prior to the confirmation test with a .000 reading.

(g.)
An individually wrapped mouthpiece will be inserted for the confirmation test.

(h.)
The BAT has completed the required training course in the correct operation of the EBT.

Any safety-sensitive, non-safety-sensitive employee or CDL holder that has a confirmed positive drug or alcohol test will be removed from his/her position, informed of educational and rehabilitation programs available, and referred to a Substance Abuse Professional (SAP) for assessment.  A positive drug and/or alcohol test will also result in disciplinary action, up to and including termination.  

The city affirms the need to protect individual dignity, privacy, and confidentiality throughout the testing process.  In addition, if at any time the integrity of the testing procedures or the validity of the test results is compromised, the test will be cancelled.

6.1 Employee Requested Testing

Any safety-sensitive, non-safety-sensitive employee or CDL holder who questions the results of a required drug test under paragraphs 6.2 through 6.7 of this policy may request that the split sample be tested.  This test must be conducted at a different DHHS-certified laboratory.  The test must be conducted on the split sample that was provided by the employee at the same time as the original sample.  The employee pays all costs for such testing, unless the result of the split sample test invalidates the result of the original test or the employee cannot afford to pay the cost. The method of collecting, storing, and testing the split sample will be consistent with the procedures set forth in 49 CFR Part 40, as amended. The employee's request for a split sample test must be made to the Medical Review Officer within 72 hours of notice of the original sample verified test result.  Requests after 72 hours will only be accepted if the delay was due to documentable facts that were beyond the control of the employee.

6.2 Pre-Employment Testing

All safety-sensitive, non-safety-sensitive position applicants and those requiring and/or holding CDL licenses shall undergo urine drug testing prior to hire or transfer into a safety-sensitive position. Receipt by Vandalia Bus Lines, Inc. of a negative drug test result is required prior to employment. Failure of a pre-employment drug test will disqualify an applicant for employment for a period of 120 days.  If a test is cancelled, Vandalia Bus Lines, Inc. requires that the applicant must take, and pass, another pre-employment drug screen. Evidence of the absence of drug or alcohol dependency from a Substance Abuse Professional that meets with the approval of a negative pre-employment drug and alcohol tests will be required prior to further consideration for employment.  The cost for the assessment and any subsequent treatment will be the sole responsibility of the individual.  A pre-employment/pre-transfer test will also be performed anytime an employee's status changes from an inactive status in a safety-sensitive position to an active status in a safety-sensitive position (i.e., return from Worker's Comp, return from leave of absence).

6.3 Reasonable Suspicion Testing

All safety-sensitive, non-safety-sensitive employees and CDL holders may be subject to a fitness for duty evaluation, and urine and/or breath testing when there are reasons to believe that drug or alcohol use is adversely affecting job performance.  A reasonable suspicion referral for testing will be made on the basis of documented objective facts and circumstances, which are consistent with the short-term effects of substance abuse.  Examples of reasonable suspicion include, but are not limited to, the following:

1.
Physical signs and symptoms consistent with prohibited substance use or alcohol misuse.

2. Evidence of the manufacture, distribution, dispensing, possession, or use of controlled substances, drugs, alcohol, or other prohibited substances.

3. Occurrence of a serious or potentially serious accident that may have been caused by prohibited substance abuse or alcohol misuse.

4.
Fights (to mean physical contact), assaults, and flagrant disregard or violations of established safety, security, or other operating procedures.

Reasonable suspicion referrals must be made by one supervisor who is trained to detect the signs and symptoms of drug and alcohol use and who reasonably concludes that an employee may be adversely affected or impaired in his/her work performance due to possible prohibited substance abuse or misuse. The supervisor must be able to articulate and substantiate physical, behavioral and performance indicators of probable drug use or alcohol misuse by observing the appearance, behavior, speech, or body odors of the covered employee.

6.4 Post-Accident Testing

All safety-sensitive employees and CDL holders will be required to undergo urine and breath testing if they are involved in an accident with a Vandalia Bus Lines, Inc. owned or transit vehicle  (regardless of whether or not the vehicle is in revenue service) that results in a fatality. This includes all surviving safety-sensitive employees and CDL holders that are operating the vehicle and any other whose performance cannot be completely discounted as contributing to the accident. In addition, a post-accident test will be conducted if an accident results in injuries requiring immediate transportation to a medical treatment facility; or one or more vehicles incurs disabling damage (specifically if the mass transit vehicle is a rubber tire vehicle, any of the involved vehicles is towed away: or if the mass transit vehicle is a rail vehicle or vessel, the mass transit vehicle is removed from revenue service); unless the employee can be completely discounted as a contributing factor to the accident.   The accident definition may include some incidents where an individual is injured even though there is no vehicle collision. Following an accident, the safety-sensitive employee(s) or CDL holder(s) will be tested as soon as possible, but not to exceed eight (8) hours for alcohol testing and thirty two (32) hours for drug testing.  Any safety-sensitive employee or CDL holder involved in an accident must refrain from alcohol use for eight (8) hours following the accident or until he/she undergoes a post-accident alcohol test.  Any safety-sensitive employee or CDL holder who voluntarily leaves the scene of an accident prior to submission to drug and alcohol testing will be considered to have refused the test and their employment will be terminated.  Employees tested under this provision will include not only the operation's personnel, but also any other covered employee(s) whose performance could have contributed to the accident. An alcohol test will be administered within two hours from the time of the accident, if possible; and if not possible the reasons for testing not being completed during these first two hours must be documented.  If the test is not administered within two hours, the city will continue to attempt to obtain a test until eight hours have passed. Vandalia Bus Lines, Inc. will maintain detailed documentation of their efforts to obtain an alcohol test throughout this time period.  The employee must remain readily available for testing.  If the employee is required to leave the scene under the authority of medical or police personnel, they must notify the employer of their whereabouts.  If  Vandalia Bus Lines, Inc. is not able to obtain a specimen in eight hours they will cease attempts and update the two-hour report.

If Vandalia Bus Lines, Inc. is unable to perform a drug and alcohol test (i.e., employee is unconscious, employee is detained by law enforcement agency), Vandalia Bus Lines, Inc. may use drug and alcohol post-accident test results administered by State and local law enforcement officials.  The State and local law enforcement officials must have independent authority for the test and the employer must obtain the results in conformance with state and local law.

6.5 Random Testing

Employees in safety-sensitive positions and CDL holders will be subjected to random, unannounced testing.  The selection of safety-sensitive employees and CDL holders for random alcohol and drug testing will be made using a scientifically valid method that ensures each covered employee that they will have an equal chance of being selected each time the selections are made.  The random tests will be unannounced and spread throughout the year.  Tests can be conducted at any time during an employee's shift (i.e. beginning, middle, end) for drug testing. An alcohol test can be performed just before, or just after the performance of a safety sensitive duty.  Employees are required to proceed immediately to the collection site upon notification of their random selection.  There is no discretion on the part of management in the selection and notification of the individuals who are to be tested.  Random testing will be performed at the percentages of the number of covered employees required by the DOT on annual basis.  Currently these rates are 50% for drug testing and 10% for alcohol testing.  The Company may allow only one positive test conducted during a random test only.  Failure to pass a second test after evaluation from a Substance Abuse Professional will result in immediate termination of employment and benefits
6.6 Return-to-Duty Testing
All safety-sensitive, non-safety sensitive employees or CDL holders who previously tested positive on a drug or alcohol test must test negative (below 0.02 for alcohol) and be evaluated and released by the Substance Abuse Professional before returning to work.   A Substance Abuse Professional (SAP) is a licensed physician or certified psychologist, social worker, employee assistance professional, or addiction counselor certified by the National Association of Alcoholism and Drug Abuse Counselors Certification Commission or by the International Certification Reciprocity Consortium/Alcohol and Other Drug Abuse.  The SAP must also have clinical experience in the diagnosis and treatment of drug and alcohol related diseases.  Before scheduling the return to duty test, the SAP must assess the employee and determine if the required treatment has been completed.

6.7 Follow-up Testing

Safety-sensitive, non-safety-sensitive employees, and CDL holders will be required to undergo frequent unannounced random urine and/or breath testing following their return to duty.  The follow-up testing will be performed for a period of one (1) to five (5) years with a minimum of six the frequency and duration of  the follow-up tests, beyond the minimum, will be determined by a qualified Substance Abuse Professional.  Failure to pass a second test after evaluation from a Substance Abuse Professional will result in immediate termination of employment and benefits

7.0 Employment Assessment

Any safety-sensitive, non-safety-sensitive employee or CDL holder who tests positive or refuses to test for the presence of illegal drugs or alcohol above the minimum thresholds set forth in 49 CFR Part 40, as amended, will be referred for evaluation by a Substance Abuse Professional (SAP), A SAP is a licensed or certified physician, psychologist, social worker, employee assistance professional, or addiction counselor with knowledge of and clinical experience in the diagnosis and treatment of alcohol and drug-related disorders.  The SAP will evaluate each employee to determine what assistance, if any, the employee needs in resolving problems associated with prohibited drug use or alcohol misuse.  The SAP must recommend a course of rehabilitation and determine whether the employee has successfully completed that program.

Assessment by a SAP or participation in any Vandalia Bus Lines, Inc. provided Employee Assistance Program where such program exists does not shield an employee from disciplinary action or guarantee employment or reinstatement with Vandalia Bus Lines, Inc.. 

The Vandalia Bus Lines, Inc. Personnel Policies should be consulted to determine the penalty for performance-based infractions and violation of policy provisions.

If a safety-sensitive employee or CDL holder is allowed to return to duty, he/she must properly follow the rehabilitation program prescribed by the SAP, the employee must have negative return-to-duty drug and alcohol tests, and be subject to unannounced follow-up tests for a period of one (1) to five (5) years. The cost of any treatment or rehabilitation services will be paid directly by the employee or their insurance provider.  Employees will be allowed to take accumulated sick leave and/or vacation leave to participate in the prescribed rehabilitation program.

8.0 Information Disclosure

The employer, the laboratory, the collection site and the MRO will maintain all drug and alcohol testing records in a secure manner so that disclosure of information to unauthorized persons does not occur. Information will only be released in the following circumstances:

1.
To a third party only as directed by specific, written       instruction of the employee:

2.
To the decision-maker in a lawsuit, grievance, or other proceeding initiated by or on the behalf of the employee tested;

3.
To a subsequent employer upon receipt of a written request from the employee;

4.
To the National Transportation Safety Board during an    accident investigation;

5.
To the DOT or any DOT agency with regulatory authority over the employer or any of its employees, or to a State oversight agency authorized to oversee rail fixed-guide way systems; or

6.
To the employee, upon written request.

8.1 Specimen Security

1.Collection Site. If the specimen is not immediately prepared for shipment, the collection site person shall ensure that it is appropriately safeguarded during temporary storage. The specimens shall be placed in shipping containers designed to minimize the possibility of damage during shipment and those containers shall be securely sealed to eliminate the possibility of undetected tampering.

2. Laboratory. The drug-testing laboratory shall be secure at all times. They shall have in place sufficient security measures to control access to the premises and to ensure that no unauthorized personnel handle specimens or gain access to the laboratory process or to areas where records are stored.

8.2 Long-Term Storage

1. Drug testing laboratories shall retain and place in properly secured long-term frozen storage for a minimum of 1 year all specimens confirmed positive, in their original labeled specimen bottles. Within this 1 year period, an employer (or other person designated in a DOT agency regulation) may request the laboratory to retain the specimen for an additional period of time, but if no such request is received the laboratory may discard the specimen after the end of 1 year, except that the laboratory shall be required to maintain any specimens known to be under legal challenge for an indefinite period. Long-term frozen storage (-20 degrees C or less) ensures that positive urine specimens will be available for any necessary retest during administrative or disciplinary proceedings.

8.3 Reporting Results

1. The laboratory shall report test results to the employer's Medical Review Officer within an average of 5 working days after receipt of the specimen by the laboratory. Before any test result is reported (the results of initial tests, confirmatory tests, or quality control data), it shall be reviewed and the test certified as an accurate report by the responsible individual. The report shall identify the drugs/metabolites tested for, whether positive or negative, the specimen number assigned by the employer and the drug testing laboratory specimen identification number (accession number).

2.  The laboratory shall report as negative all specimens that are negative on the initial test or negative on the confirmatory test. Only specimens confirmed positive shall be reported positive for a specific drug.

3.  The Medical Review Officer may request from the laboratory and the laboratory shall provide quantitation of test results. The MRO shall report whether the test is positive or negative, and may report the drug(s) for which there was a positive test, but shall not disclose the quantitation of test results to the employer. Provided, that the MRO may reveal the quantitation of a positive test result to the employer, the employee, or the decision maker in a lawsuit, grievance, or other proceeding initiated by or on behalf of the employee and arising from a verified positive drug test.

4. The laboratory may transmit results to the Medical Review Officer by various electroni8c means (for example, teleprinters, facsimile, or computer) in a manner designed to ensure confidentiality of the information. Results may not be provided verbally by telephone. The laboratory and employer must ensure the security of the data transmission and limit access to any data transmission, storage, and retrieval system.

5. The laboratory shall send only to the Medical Review Officer the original or a certified true copy of the drug testing custody and control form (part 2), which, in the case of a report positive for drug use, shall be signed (after the required certification block) by the individual responsible for day-to-day management of the drug testing laboratory or the individual responsible for attesting to the validity of the test reports, and attached to which shall be a copy of the test report.

7. The laboratory shall provide the employer an aggregate quarterly statistical summary of urinalysis testing of the employer's employees. Laboratories may provide the report to a consortium provided that the laboratory provides employer-specific data and the consortium forwards the employer-specific data to the respective employers within 14 days of receipt of the laboratory report. The laboratory shall provide the report to the employer or consortium not more than 14 calendar days after the end of the quarter covered by the summary. Laboratory confirmation data only shall be included from test results reported within that quarter. The summary shall contain only the following information:

(1.)
Number of specimens received for testing

(2.)
Number of specimens confirmed positive for:

(3.)
Marijuana metabolite

(4.)
Cocaine metabolite

(5.)
Opiates

(6.)
Phencyclidine

(7.)
Amphetamines

(8.)
Number of specimens for which a test was not performed.

Quarterly reports shall to contain personal identifying information or other data from which it is reasonably likely that information about individual’s tests can be readily inferred. If necessary, in order to prevent disclosure of such data, the laboratory shall not send such a report until data are sufficiently aggregated to make such an inference unlikely. In any quarter in which a report is withheld for this reason, or because no testing was conducted, the laboratory shall so inform the consortium/employer in writing.

(9.)
The laboratory shall make available copies of all analytical results for employer drug testing programs when requested by DOT or any DOT agency with regulatory authority over the employer.

(10.)
Unless otherwise instructed by the employer in writing, all records pertaining to given urine specimen shall be retained by the drug testing laboratory for a minimum of 2 years.

9.0 Employee and Supervisor Training

All safety sensitive employees will undergo a minimum of 60 minutes of training on the signs and symptoms of drug use including the effects and consequences of drug use on personal health, safety, and the work environment.  The training must also include manifestations and behavioral cues that may indicate prohibited drug use.

Supervisors will also receive 60 minutes of reasonable suspicion training on the physical, behavioral, and performance indicators of probable drug use and 60 minutes of additional reasonable suspicion training on the physical, behavioral, speech, and performance indicators of probable alcohol misuse.

Information on the signs, symptoms, health affects and consequences of alcohol misuse is presented in Attachment 2 of this policy.

10.0 Re-Entry Contracts

Employees who re-enter the workforce must agree to a re-entry contract. That contract may include, but is not limited to, the following:

1.
A release to work statement from the Substance Abuse Professional.


2.
A negative test for drugs and/or alcohol.


3.
An agreement to unannounced frequent follow-up testing for a period of one (1) to five (5) years with at least six (6) tests performed the first year.


4.
A statement of expected work-related behaviors.


5.
An agreement to follow specified after care requirements with the understanding that violation of the re-entry contract is grounds for termination.
11.0 System Contacts

Any question regarding this policy or any other aspect of the drug-free and alcohol-free program should be directed to the following individual(s) 
Vandalia Bus Lines, Inc.
This policy was adopted on March 8, 2017 by the Vandalia Bus Lines, Inc.
Organization Contact

Name:
Dean Diehl





Title:
Safety Director




Address: 312 West Morris Street, Caseyville, Illinois 62232



Telephone: (618) 344-1272



FAX: (618) 345-8177


Medical Review Officer

Name:
James Baber




Address: 480 Quadrangle, Bolingbrook, Illinois 60440




Telephone: (800) 473-1610

Substance Abuse Professional

Name:  Jon Darr




Address: #6 Emerald Terrance, Swansea, Illinois 62226



Telephone:  (618) 234-5976



Safety-Sensitive Functions*

Safety Director

Dispatcher

Full-time Bus Drivers

Part-time Bus Drivers

Mechanics
*Or any others who operate a revenue service vehicle (whether or not the vehicle is in revenue service), dispatch (anyone who controls revenue service vehicles' movement), maintenance of a revenue service vehicle or equipment used in revenue service, security personnel who carry firearms, and any other employee who holds a Commercial Driver's License.

Attachment 1

Alcohol Fact Sheet

Alcohol is a socially acceptable drug that has been consumed throughout the world for centuries.  It is considered a recreational beverage when consumed in moderation for enjoyment and relaxation during social gatherings.  However, when consumed primarily for its physical and mood-altering effects, it is a substance of abuse.  As a depressant, it slows down physical responses and progressively impairs mental functions.

Signs and Symptoms of Use:

*Dulled mental processes

*Lack of coordination

*Odor of alcohol on breath

*Possible constricted pupils

*Sleepy or stuporous condition

*Slowed reaction rate

*Slurred Speech

(Note:  Except for the odor, these are general signs and symptoms of any depressant substance.)

Health Effects:

The chronic consumption of alcohol (average of three servings per day of beer (12 ounces), whiskey (1 ounce), or wine (6 ounce glass) over time may result in the following health hazards:

*Decreased sexual functioning

*Dependency (up to 10 percent of all people who drink alcohol become physically and/or mentally dependent on alcohol and can be termed "alcoholic")

*Fatal liver diseases

*Increased cancers of the mouth, tongue, pharynx, esophagus, rectum, breast, and malignant melanoma

*Kidney disease

*Pancreatitis

*Spontaneous abortion and neonatal mortality

*Ulcers

*Birth defects (ups to 54 % of all birth defects are alcohol related).

Social Issues

*People who drink prior to the crime commit Two-thirds of all homicides.

*Two to three percent of the driving population is legally drunk at any one time.  This rate is doubled at night and on weekends.

*Two-thirds of all Americans will be involved in an alcohol-related vehicle accident during their lifetimes.

*The rate of separation and divorce in families with alcohol dependency problems is 7 times the average.

*Forty percent of family court cases are alcohol problem related.

*Alcoholics are 15 times more likely to commit suicide than are other segments of the population.

*More than 60 percent of burns, 40 percent of falls, 69 percent of boating accidents, and 76 percent of private aircraft accidents are alcohol related.

The Annual Toll

*24,000 people will die on the highway due to the legally impaired driver.

*12,000 more will die on the highway due to the alcohol-affected driver.

*15,800 will die in non-highway accidents.

*30,000 will die due to alcohol-caused liver disease.

*10,000 will die due to alcohol-induced brain disease or suicide.

*Up to another 125,000 will die due to alcohol-related conditions or accidents.

Workplace Issues

*It takes one hour for the average person (150 pounds) to process one serving 
of an alcoholic beverage from the body.

*Impairment in coordination and judgment can be objectively measured with as little as two drinks in the body.

*A person who is legally intoxicated is 6 times more likely to have an accident than a sober person is.

ACKNOWLEDGMENT

I acknowledge that I have received and read the Vandalia Bus Lines, Inc. Substance Abuse Testing Policy and that I will comply with the polices and procedures.

_____________________________

Print Name

_____________________________

Employee’s Signature

_____________________________

Date

Driver’s Daily Log

· It is very important that you keep your log book current up to the last change of duty status. You should be logging as you go, whenever making a stop. Don’t log ahead and don’t fall behind and it will be much easier to complete the logs accurately and promptly.
· It is also very important that you have your last 7 day’s logs (yellow copies) in your possession when you drive because you will be placed Out of Service by enforcement personnel during an inspection if you do not have your last 7 day’s logs with you. So when starting a new log book, make sure to carry your just completed log book for 7 days. (Always carry your medical certificate with you as well, as you will be placed Out of Service if you do not have this in your possession if inspected).
Completing the log:

1. Put the date on the log in the upper left hand corner. 

2. Put the bus number in the bus number box. If using more than one vehicle, list all vehicles.

3. In the shipper/commodity box in the lower left hand corner, put in the Invoice Number from the driver’s orders.

4. If using the Keller Scan logs, put in the Driver’s ID/Code. This will be the last 4 of your S.S.N.

5. The total miles driving today box will of course be the total miles driving from your brown time sheet. Remember that at midnight, you are into a new day and the total miles driving for the day ends on one log and starts on a new log, so make a note of your mileage so you can keep an accurate count on both days.

6. Do not sign your log until it is closed out. It is a violation to sign your log before the day is completed.

7. The total hour’s summary boxes need completed. The total will always add up to 24; 24 hours in a day.

8. When listing the locations, list only the city & state abbreviation, e.g., St. Louis, Mo. If the city is unknown, put: 1. The Exit Number or Mile Marker   2. Highway Number   3. State Abbreviation.
9. When calculating the hours, there are 24 hours on the grid with four 15-minute intervals in-between each hour. Always round to the closest 15 minutes, i.e., 2:58 p.m. you would show 3:00 p.m.

10. Always use the time at your home terminal on the log, no matter which time zone you may be in.

Off Duty logs:

Off duty days need logged. If you are off consecutive days, they may go on one log sheet. Multiple off duty days can only go on one log sheet if they are consecutive. If you are off April 4th, you work on April 5th, and you are off April 6th, separate off duty logs need completed for April 4th and 6th because they were not consecutive days.  If using the Keller Scan logs, the date on the log for multiple consecutive off duty days would be the first day off. If you are off April 7th to April 9th, the date on the log should be April 7th with a 3 put into the lower right hand corner where it says # of Days Off Duty Includes Today.

* Safety, Training and Risk Management

Drivers Management Policy TC \l1 "DRIVER MANAGEMENT POLICY
It is the policy of the Vandalia Bus Lines, Inc. to hire, train and manage drivers to provide the safest and most pleasurable service to our customers, and to comply with all applicable Federal and State Regulations while doing so.

It is the responsibility of the General Manager to oversee and coordinate all driver management activities and to ensure compliance with this policy.

Hiring TC \l2 "Hiring
All applicants for the driver position must meet the minimum qualifications as set forth below:

Minimum Qualifications:

*High school diploma or GED equivalent;

*US Citizen or permanent Visa;

*Must be at least 23 years of age;

*Must have a vehicle driver's license for at least 3 years;

*Must have acceptable driving record (MVR). Refer to "Driver Management Procedures"

*Must be physically capable to perform the essential job functions;

*Must have no conviction of a felony;

*Must comply with all other applicable qualifications for employment established by regulation and by the company;

*Must satisfactorily demonstrate acceptable driving behaviors during a road test.

Training TC \l2 "Training
Training will be provided to all drivers on a recurring basis, as follows:

New Driver Training TC \l3 "New Driver Training
The initial training of a newly hired professional driver will include at least the following:

*Knowledge and skill preparation to obtain a CDL (if necessary);

*Professional driver training as follows:

*Defensive driving;

*Trip planning and preparation;

*Pre and post-trip inspection procedures;

*Emergency and accident procedures;

*Compliance with regulations;

*Comprehensive knowledge of the equipment;

*Alcohol and controlled substance effects and consequences;

*Passenger assistance (including "special needs" passengers);

*Baggage handling;

*Customer relations;

Employee health and safety (personal wellness & fatigue management, personal protective equipment, hazard communication, etc.)

Annual Refresher Training (Recertification) TC \l3 "Annual Refresher Training (Recertification)
Annual refresher training (recertification) for drivers will include at least the following:

*Quarterly one hour safety meetings;

*Road test recertification of defensive driving skills;

*Spontaneous group or one-on-one training, when appropriate.

Remedial Training TC \l3 "Remedial Training
The need for retraining is required for drivers who have experienced behavioral difficulties (e.g., preventable accidents, moving violations, passenger or motorist complaints, unsatisfactory performance observed during road observations, etc.)

Remedial training will be at least four hours in length and will focus on the specific issues involved in the inappropriate behavior. Classroom and off roadway training should be used in addition to a road test with commentary driving to confirm that appropriate behaviors are understood and practiced.

Training Documentation TC \l3 "Training Documentation
All training, regardless of the type, must be properly documented, including the driver's name, date of training, subject(s) covered, and the identity of the trainer.

Expected Behaviors and Discipline TC \l2 "Expected Behaviors and Discipline
The following procedures will be used to insure appropriate and safe behavior by drivers:

At least an annual review of the MVR;

Disciplinary actions for specific unacceptable behaviors as follows: 
Length of Time
Unacceptable Behaviors
Action to be Taken

12 – 24 months

2 - Preventable Accidents

Suspension/ Remedial



2 - Moving Violations in any 





   Vehicle




2 - Unacceptable Road/Ride




     Observations Reports




4 - Verified Complaints

12 – 36 months

3 - Preventable Accidents

Termination



3 - Moving Violations




3 - Unacceptable Road/Ride




      Observations Reports




6 - Verified Complaints

N/A


Any unreported violations 

Termination



Or accident

N/A


DUI / DWI Conviction

Termination
N/A


Any confirmed positive or 

Termination



any refusal to have a fit for 



duty test when directed by 




management.

N/A


Falsification of record-of-duty




status  records  (logs)

N/A


Tampering with pre-set safety
Termination 




devices on vehicle, (Drive-Cam, 




Teletrac, etc..)

N/A


Violations involving excessive
Termination 



speed (20 mph or more above posted




speed limit) reckless driving, disobeying




stop signs or traffic signals or other 




serious traffic offense. Or preventable 






accident caused by such behavior as




determined by management. 

N/A


Any violation of safety rules, 
Termination
Performance evaluation critera or other 

policies in effect

N/A


Log (paper or electronic) not
1st offense verbal


  
completed properly 

2nd offense written 







3rd offense retraining
ACCIDENT REPORTING PROCEDURES
1. STOP - failure to stop is a serious violation. Do not move the vehicle until police arrive unless it is too dangerous to leave it where it is.

2. REMAIN CALM- Be alert, professional & courteous with all involved.

3. DETERMINE- check for injuries in all vehicles.

4. NOTIFY POLICE - Call 911 or have someone call for you. Request help for injured.

5. PROTECT THE SCENE - Turn on 4 way flashers and set triangles.
6. CALL THE OFFICE OR ON CALL PERSON - 618-344-1752.

7. INFORMATION - Gather names, addresses, phone numbers of everyone involved and on the coach. only talk to police or company representative
8. OTHER DRIVER - Get name, address, license, vehicle plate number & insurance card.  If other driver admits being at fault, ask them to provide written confirmation.
9. WITNESSES - ask to complete courtesy cards that are on the coach.
10. PHOTOS- take photos from different angles of the scene.  Include skid marks, vehicle positions, signs, drivers license and damage. (do not take pictures of the injured or speak to the media)
11. PASSENGERS- Request that uninjured passengers stay on the bus, unless its more dangerous for them than being off the bus.  KEEP DOOR CLOSED.
12. DRIVECAM - If the bus is going to be towed, CUT the drivecam power cord to keep the camera from triggering and losing data.
13. DRIVER RECORD ACCIDENT REPORT- Complete at the scene. Give complete info to police or company rep only.

NAME:__________________________________________

SIGNATURE:______________________________________ DATE:____________

ALL MOTORCOACH OPERATORS:

STAY IN CONTACT WITH YOUR GROUP LEADERS:

When you are on an out of town charter; please give your cell phone number to the group leader.  Group schedules may change and the group may need to get ahold of you letting you know of the change.  They may require an earlier or later pickup than what was originally planned.

UNAUTHORIZED USE OF COMPANY VEHICLE:

Any unauthorized use of a company vehicle; especially the motor coach will jeopardize your employment at Vandalia Bus Lines and could lead to termination.  Penalty for using a company vehicle for anything other than what was approved by management will result in suspension and the driver will be charged a minimum of $2.00 a mile.  Charges will be deducted from your pay.

WE ARE CONSTANTLY TRACKING OUR VEHICLES WITH GPS SOFTWARE, SO WE WILL KNOW WHERE EXACTLY YOU TRAVELED AND WILL KNOW THE EXACT DISTANCE
5

