XYZ Church Bus Usage Policies and Procedures
General Rules

· All groups using the bus should be familiar with and abide by these policies and procedures.

· Prayer should be said before and after each trip.

· All persons must conduct themselves as to be a glory to the Lord and XYZ CHURCH.
· The church is not responsible for personal items left on bus.

· Users are responsible for keeping the bus interior clean and doing the post-trip cleanup.

· Repair to the bus’ interior or exterior caused by malicious mischief will be billed to the offender or the ministry group using the bus.

· Each bus must have a responsible adult designated as a group leader.

· Safety of the group is always first consideration.

· The minister or leader is primarily responsible for group conduct.

· Driver is the final authority on all matters related to the operation, routing and use of the vehicle(s).

· Passenger capacity is limited to available seating on the bus. No standing or sitting in aisle permitted.

· No possession, consumption or use of alcoholic beverages, illegal drugs, or tobacco (in any form) is permitted on church property, including buses.

· Food and beverages may be used on the buses but proper disposal is required. 

· No tape of any kind is to be used to affix signs to the exterior of the bus.

· Nothing is to be written on or affixed to the windows.

· No installation or modification of equipment in the bus is permitted, including televisions, audio equipment, etc.
Bus Requests

· XYZ CHURCH buses are available only for XYZ CHURCH or XYZ CHURCH sponsored events.

· XYZ CHURCH buses must be driven by XYZ CHURCH trained drivers as noted below.
· Request for bus usage must be made through EventU.

· All requests must include the Support Service “Bus Request” Form.

· Requests are handled on a first come – first serve basis.

· The bus ministry team reserves the right to make equipment changes or require charters due to maintenance or stewardship issues.

· On multiple requests for the same period that exceed our available buses, charter buses should be used for the shortest trip.

· Form must provide as much detail as possible for event to be approved.

· Any missing information must be included by editing request prior to 30 days from the event.

· Booking bus drivers is the responsibility of the ministry making the request.

· Driver availability is better for departures and returns occurring from Friday night to Sunday night, so attempt to plan trips accordingly.

· Extended term trips may require flying drivers to and from destination(s), expenses for these flights is the responsibility of the ministry group organizing the trip.
· Trips without approved bus drivers will be cancelled.

· The minister or leader is responsible for all aspects of trip expenses except for bus fuel and maintenance.
Passenger Log

· A master list of all individuals riding on the bus(es) must be made prior to the event.

· List should include all passengers including ministers and leaders.

· A total number of passengers must be available prior to the day of the event, so that the appropriate number of buses can be arranged for.

· When multiple buses are requested, it is recommended that once the capacity of a bus is reached that a waiting list start until 50% of the next bus is reached.

· The master list, or a copy for each bus, must be used to determine who is on each bus prior to its departure by checking them off as they board.
· The original of that list must be kept on the bus that the list is for and a copy must be kept by the minister or leader traveling with the group, if on a different bus.

· Headcounts can be used to confirm attendance after stops but must be done by the bus group leader and one other adult and confirmed with each other and the list prior to departure.

· All buses must confirm headcount with the primary minister or leader.

· The minister or leader is responsible to note additions and departures on the master list and the bus list.

· Passenger drop-offs or pick-up must be kept to a minimum and meet below criteria.

· Scheduled before departure (preferable before day of trip).

· Approved by driver and minister or leader.

· Only on planned route of trip

· The bus drivers will not be involved in the passenger log, it is the minister or leaders responsibility.

Passenger Guidelines

· Groups consisting of riders under 21 years old must have two responsible adult chaperone/councilors on the bus, one must sit in the back the other close to the front.
· Groups consisting of males and females must have at least one responsible adult chaperone/councilors of each sex on the bus.

· Control of passengers’ actions is the responsibility of the minister or leader, however the driver has final authority if he or she believes those actions endanger the bus or riders for any reason.

Bus Distances and Seats Available
· MCI Bus 1, permitted travel distance is unlimited.

· MCI Bus 2,   permitted travel distance is unlimited.

· Bluebird’s distance is recommended to be a maximum of 300 miles radius of XYZ CHURCH. This is for the comfort of the riders, not the range of the bus.

· MCI Bus 1, will seat 56 passengers without driver bunks and 52 with bunks in place.

· MCI Bus 2, will seat 56 passengers without driver bunks and 52 with bunks in place.

· Bluebird will seat 35 passengers. 
Drivers Accommodations
· XYZ CHURCH drivers are all licensed by the state and meet all requirements to drive.

· All XYZ CHURCH drivers are volunteers.

· Accommodations should be made for the driver(s) for all meals and lodging. Lodging should be private, when available.
· The driver’s family may join them and stay in the driver’s room.

· Seats are to be made available for driver’s family members, if applicable.

· Event cost for the driver and family (if possible) should be covered.
· Since many drivers take vacation or personal time to volunteer, groups are to assist them however possible.

Drivers - State Regulations
· The Department of Transportation sets limits for the amount of time drivers may be “on duty” and behind the wheel.
· The “on duty” limit is 15 hours out of 24 hours.

· The driving limit is 10 hours out of 24 hours with 8 hours off duty.

· An assumption must be made that drivers have 2 hours of prep time in before the start of any trip that count toward their “on duty” hours.

· Any road trip that may be in excess of 10 consecutive driving hours requires multiple drivers. We recommend after 8 consecutive hours.
· When multiple drivers are used, a 4 hours on, 4 hours off system may be used but seats must be allocated for bunks for the drivers.

· Bus drivers have the right and responsibility not to start the trip if they cannot complete it under the limits.
· Late departures can throw them over, so on time departures must be adhered to.

Drivers Qualifications

· Must hold an active Tennessee commercial drivers license (CDL).

· Must be at least 25 years of age but not older than 70.

· Must have clean driving record.

· Must stay current on medical requirements and drug testing.

· Must be XYZ CHURCH member.

· Must have been trained by or approved through XYZ CHURCH ministry team.

· XYZ CHURCH ministry team reserves the right to deny anyone XYZ CHURCH driver approval for any reason.
Drivers Responsibility

· To keep all licensing requirements up to date.

· To have advance planning of the route of the trip in conjunction with the sponsoring ministry or trip leader.
· To maintain a log book approved by the Department of Transportation.

· To perform pre and post-trip inspections and complete the inspection form.

· Inspection reports should be kept on the bus with a copy going to Administration.

· Pre-trip inspections should be completed with adequate time to facilitate correction of problems found.

· Confirm safety equipment is stored at all times in its prescribed location.

MCI Bus 1
· Fire Extinguisher

Under 1st seat right side
· Safety Triangles

Inside luggage bay top right corner
· Tire chains


In tool bay
· Shovel


Rear of luggage compartment
· First Aid Kit

3rd overhead driver’s side.
· Flashlight


Drivers responsibility to furnish each trip
MCI Bus 2
· Fire Extinguisher

Under 1st seat right side

· Safety Triangles

Inside luggage bay top right corner

· Tire chains


In tool bay

· Shovel


Rear of luggage compartment

· First Aid Kit

3rd overhead driver’s side.

· Flashlight


Drivers responsibility to furnish each trip

BLUEBIRD
· Fire Extinguisher

Front right inside storage compartment

· Safety Triangles

Front left outside storage compartment

· Tire chains


Rear of luggage comp./under fuel tank

· Shovel


Rear of luggage compartment

· First Aid Kit

Front right inside storage compartment.

· Flashlight


Drivers responsibility to furnish each trip

· No audio devices with headphones or earplugs covering both ears permitted while driving.

· The church shall be responsible for the expenses related to the bus.  The driver is responsible for arranging for payments of these expenses using the Com Check Card or reimbursement

· To maintain records and receipts for bus fuel and maintenance.

· To be in authority if actions on or around the bus endanger the equipment or riders.
· To dump restroom at the conclusion of the trip and replace service chemicals.

· To make recommendations concerning the maintenance and improvements to the bus to the ministry team.

· If the minister or leader does not follow safety or discipline requirements for the safe operation of the bus, the driver is to submit an incident report to the ministry team and Administration for action.

Any questions on these policies and procedures can be made to the Bus Ministry Team, the Pastor of Administration or the Director of Administrative Support.
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