E-003:  MANUAL for School Transportation Administration

I. SCHOOL BUS STANDARDS AND SCHOOL BUS PHASE-OUT

A. School Bus Standards


All school buses must meet the standards as set forth in New Mexico regulations at TITLE 6 PRIMARY AND SECONDARY EDUCATION CHAPTER 40
TRANSPORTATION - SCHOOL BUS EQUIPMENT

B. School Bus Phase-Out


All school buses including spare and activity buses shall not be operated for any purpose once they have become twenty (20) years of age, from the date of (body) manufacture.  School buses twenty (20) years of age, from the date of (body) manufacture shall be removed from service in accordance with Section 22-16-9, NMSA, 1978.

II. SCHOOL BUS SAFETY

A. School Bus Safety Equipment 

All school buses used to transport students on regular to and from routes and school sponsored activities shall meet New Mexico School Bus Construction Standards and the New Mexico School Bus Inspection requirements.

1. All school bus drivers shall use the seat belt at all times the vehicle is in motion. Seat belts are required of students only on buses of gross vehicle weight of 10,000 pounds or less or when specific student needs require a seat belt.

2. Each school bus shall carry a first aid kit with contents as specified in New Mexico School Bus Construction Standards.

3. Each school bus shall be equipped with at least one UL-approved pressurized dry-chemical fire extinguisher complete with hose. The fire extinguisher shall have a total rating of 2AlOBC or greater and meet New Mexico School Bus Construction Standards. The extinguisher shall be kept in the driver's compartment, fully charged, and in good working condition. Each driver shall be familiar with operating the fire extinguisher.

4. Each school bus shall be equipped with a minimum of 3 triangular warning reflectors, and the driver shall be knowledgeable as to their operation and proper placement.

B.
School Bus Inspections

1. 
All school buses shall be inspected 

a.   
Semi‑annually in accordance with the Guide for School Bus Maintenance and Safety Audit Program.

b.   
Daily in a pre and post trip inspection by the driver.

2. 
The following records of inspections shall be maintained for 3 years:

a.   
Semi‑annual inspection records completed by the contractor or the transportation supervisor.

b.   
Pre‑and‑post trip records of daily inspections for the school year completed by the contractor or transportation supervisor.

c.   
Inspection records of random inspections conducted by inspectors or auditor authorized by the State Department of Education.

3. 
The school must certify to the State Department of Education that semi‑annual inspections and daily driver inspections have been conducted and are on file.

4.  
All activity vehicle drivers are required to perform a daily, thorough pre-trip operational check of the school vehicle and equipment unless completed by other qualified personnel; a documented pre-trip inspection shall be conducted which shall cover at a minimum:

a. wheels, tires, lug bolts and nuts for serviceability;

b. all exterior lights for serviceability and operation;

c. all glass, mirrors, windshields (clean and unbroken and mirrors adjusted for the driver);

d. exhaust system for leaks, looseness, etc.;

e. oil, water, and any other fluid leaks (power steering, power brakes, transmission, differential, etc.);

f. engine compartment for serviceability, battery, belts, wiring, etc. And proper oil and water levels;

g. fuel filler cap;

h. all gauges, seats, and interior lights;

i. horn and windshield wipers;

j. emergency equipment i.e., first aid kit, fire extinguisher, reflectors, and body fluid clean-up kit if equipped;

k. parking brake and service brake;

l. interior mirror;

m. cleanliness of vehicle;

n. heaters and defrosters.

5.  
The driver shall not operate any vehicle/bus that does not meet the pre trip inspection requirements. 

6.  The driver shall report in writing on the appropriate forms signed by the driver all faulty or improperly functioning equipment to the school Principal.

7.  
The driver shall, as part of each post-trip inspection, ensure that no student remains on the vehicle/bus at the conclusion of the trip.

C.
Maintenance Records

1. Maintenance records shall be maintained in accordance with the State Department of Education's Guide for School Bus Maintenance and Safety Audit Program, with an individual file maintained for each bus.

2. The maintenance file must contain a part replacement record.

3. Driver maintenance request forms should be maintained in a driver maintenance request file.

D.
Loading and Unloading Students at Schools

1. 
School activity buses should use the bus loading zone rather than load from the school parking lot. The bus loading zone shall be properly marked by use of signs and pavement markings.

2. 
When loading and unloading, buses should be parked bumper to bumper or as close as possible to avoid students from going between the buses. In loading for activity trips, buses should be parked prior to student arrival time, if possible. School buses shall be parked into position in the order that they arrive at the school. 

3. 
The bus-loading zone shall be adequately staffed with administrative personnel or designee to monitor the loading/unloading of students.

4.
If loading or unloading on the street, the bus shall be stopped parallel to the curb bumper-to-bumper or as close as possible to avoid pupils from going between the buses. Alternating flashers shall not be activated unless the bus is stopped on the traveled portion of the roadway.

5. 
The school bus engine must be off and the park brake activated while students are loading/unloading from school buses. Should the driver be required to leave the driver's seat, the keys shall be removed from the ignition switch.  Exception: School buses with a wheelchair lift that meets construction standards requiring a vehicle interlock system for school buses built after July 1, 2003.

6.  
The school shall review for safety the school bus loading/unloading area at least every five years.

E.
Evacuation Drills

1.  
Student emergency drills or adequate alternate instruction shall be conducted twice a year for school buses. Student emergency drills or adequate alternate instruction shall be conducted prior to departure on school-owned vehicles used for activity trips. Types of drills are:

a. everyone exits through the rear emergency door;

b. everyone exits through the front service door;

c. students sitting in the front half of the bus exit through the front service door and students sitting in the back half of the bus exit through the rear emergency door;

d. if emergency doors are located mid-bus, students exit through the closest door;

e. on buses with roof hatches, instructions on their proper use. 

2. Records of semi-annual evacuation drills must be documented and contain the signature of the Principal or transportation supervisor.

F.
Emergency Plan

Any emergency involving vehicle trouble, medical intervention, intervention by transportation personnel or by police, the driver’s first responsibility is to the safety of the students. All such incidents should be immediately reported to the Principal/designee.

1.  
In the case of any accident involving a school bus or a school-owned vehicle, the driver's first responsibility is to the safety of the passengers. In addition, the driver shall:

a. stop immediately;

b. maintain control of passengers;

c. protect the accident scene;

d. remain at the scene of the accident and not move the vehicle;

e. render reasonable assistance to any person injured in the accident;

f. notify police and the school Principal/designee;

g. if it is necessary to evacuate passengers, make certain that all passengers are in a safe location away from traffic and that they are not permitted to leave the scene of the accident on their own;

h. place reflectors appropriately to warn traffic;

i. obtain information such as names, license numbers, registration numbers, location, time, road and weather conditions, and a listing of all passengers including their seating locations;

j. make no admission of liability or assume responsibility for the accident;

k. comply with school procedure in reporting the accident;

l. adhere to any vital emergency medical information provided;

m. report all school bus accidents in accordance with school and state accident reporting procedures. 

2.
In case of vehicle trouble requiring evacuation, such as fire or danger of fire, the following procedures should be followed:

a. The vehicle shall be stopped in a safe position out of the lanes of traffic, if possible, and the vehicle evacuated immediately.

b. Passengers shall move a safe distance away from the vehicle and remain there until the driver of the bus has determined that no danger remains.

c. The driver shall also evacuate if:

(1) The vehicle stops in the path of any train.

(2) The stopping position of the vehicle is subject to change and thus increases the danger to passengers.

(3) The stopping position of the vehicle is such that there is danger of collision (6 NMAC 9.5.3)

3.
In case of vehicle trouble not requiring evacuation, the following procedures should be followed:

a. Park the vehicle in a manner as not to endanger the vehicle or its passengers.

b. Instruct the passengers to remain in the vehicle.

4.
In case of passenger trouble requiring intervention of staff or transportation personnel, the following procedures should be followed:

a. Any passenger endangering or reasonably appearing to endanger the health, welfare, or safety of himself or herself, any other student, teacher, or employee, may be immediately removed from the bus.

b. In cases involving illegal substances, weapons violations, and/or fighting, the police or sheriff’s office may be called. 

c. The driver and/or activity sponsor/teacher shall prepare a written report that shall be filed with the school, and a copy provided to the parent(s) of the student passenger causing the trouble.

d. When emergency removal of the student from a school activity bus is necessary, the Principal/designee should immediately notify the student's parents. 

5.
In case of passenger trouble requiring police intervention, such as in cases involving illegal substances, weapons violations, fighting, or threats to health, welfare or safety or him/herself or others, the police or sheriff’s office may be called.

a. When emergency removal of the student from a school activity bus is necessary, the student's parents shall be notified immediately of the action. 

b. The driver and/or activity sponsor shall prepare a written behavioral report to be filed with the school and a copy provided to the parents of the students causing the trouble.

6.
In case of passenger trouble requiring medical intervention, 

a. School bus personnel shall, to the best of their ability, administer first aid, including life saving techniques. 

b. Immediately call emergency rescue personnel (911).  

7.
Each driver shall use reflectors in the event of prolonged stops on the roadway as follows:

a. one at a distance of approximately 100 feet in front and one approximately 100 feet in back of the disabled vehicle in the center of the traffic lane occupied by the disabled vehicle;

b. one at the traffic side of the disabled vehicle, not less than 10 feet from the front or rear;

c. if the vehicle is disabled within 500 feet of a curve, crest of a hill, or other obstruction to view, the driver shall place the warning device in that direction to afford ample warning; the warning device must in no case be less than 100 feet or more than 500 feet from the disabled vehicle.

8.
The hazard mode warning lights shall be used when necessary to stop on the shoulder or the traveled portion of the roadway if the bus is temporarily disabled or it is necessary to stop for any reason other than loading and unloading operations. Hazard mode warning lights shall also be used when the speed of the bus is less than one half of the posted speed limit.

G.
Reporting of School Bus Accidents

In the event of a school bus accident, the school Principal shall promptly:

1.  
Notify the state school transportation unit by telephone if a school bus is involved in an accident that results in death, serious injury or hospitalization of any passengers, bus driver, pedestrian or other vehicle occupant;

2.  
Notify the state school transportation unit if a school bus is involved in an accident in which possible mechanical failure may have been a contributing factor; the possible defective part(s) shall be protected until the state school transportation unit provides directions;

3.  
Notify the state school transportation unit by telephone if a school bus is involved in an accident which results in the death of a student passenger, bus driver, pedestrian, or other vehicle occupant;

4.  
Provide a written report to the state school transportation unit within seven (7) calendar days of any accident;

5.  
Adjudicate their reportable accidents preventable/non-preventable by use of the national safety council adjudication criteria; where the school bus operator does not concur with the local district determination of the adjudication, an appeal of the bus accident adjudication may be made to the state transportation director; the state transportation director's decision will be final.

H.
Inclement Weather Procedures

1. EMHS will follow the APS directives for the East Mountain schools and students implementing a change in schedule or closing of the school due to inclement weather.

2. The decision to institute an abbreviated schedule or to close the school will be announced through the news media. 

3. The abbreviated day schedule is a shortened school day that begins two hours later than the regular schedule and ends at the regular time.  Activity trips scheduled to leave at the beginning of the school day will be delayed for two hours, or may be cancelled, in the discretion of the Principal/designee.

4. If severe weather conditions materialize during the school day, the Principal/designee may decide to cancel or delay school activity trips, or to terminate activity trips already underway, and arrange for the school activity buses to arrive at school earlier than their scheduled return. 

III.  ACTIVITY BUS DRIVERS

A.
Employment

1. The school shall adhere to all applicable federal and state employment requirements when employing, re-employing or retaining a school bus driver. 
2. Any person initially applying for full or part time employment to operate a school owned activity vehicle used to transport students shall not be eligible to operate such a vehicle if he has:
a. been convicted for driving a vehicle while under the influence of intoxicating liquor or drugs (“DWI”) within three (3) years of the date of his application;

b. been convicted for DWI beyond three (3) years from the date of his application unless he provides a written verification from a licensed counselor or physician that he has successfully completed an alcohol or drug abuse program;

c. been convicted two (2) or more times for DWI;

d. had his driver’s license suspended or revoked within the previous five years for any serious traffic offense;

e. been convicted of more than three serious traffic offenses within three (3) years since the date of his application;

f. been convicted of any felony within ten (10) years since the date of his application;

g. a conviction for any violation of the Controlled Substances Act [30-31-1 to 30-31-25, 30-31-26 to 30-31-28, 30-31-30 to 30-31-40, NMSA 1978];

h. been convicted of child abuse pursuant to Section 30-6-1, NMSA 1978;

i. been convicted of any other criminal offense in which a child was a victim as required by the offense.

3.  
A new driver who has not been previously employed or certified shall be required to successfully complete a minimum of 12 hours of training, composed of the following: 

a. Four hours of classroom instruction by an instructor certified by the State School Transportation Director. One hour shall be on familiarization with the vehicle and equipment. Classroom instruction shall include a review of the Standards for Providing Transportation Services to Eligible Students, district and/or employer safety policies and regulations, general motor vehicle operating procedures, and passenger management. 

b. Completion of minimum training within the first year of driving a school owned vehicle, unless documentation is provided for previous completion:

(1) approved first aid course including CPR (6 hours);

(2) nationally recognized or state approved defensive driving course.

4. Each bus driver at the time of hiring shall be provided with a copy of the Standards for Providing Transportation for Eligible Students and a copy of this Transportation Administrative Handbook.
5. Any individual who currently operates a school owned activity vehicle used to transport students, shall no longer be eligible to operate a school owned activity vehicle if after January 1, 2006, he receives any of the following:
a. a conviction for driving a vehicle while under the influence of intoxicating liquor or drugs;

b. a suspension or revocation of his driver’s license for any serious traffic offense;
c. convictions for more than three serious traffic offense as defined in this rule;

d. a conviction for any felony;

e. a conviction for any violation of the Controlled Substances Act [30-31-1 to 30-31-25, 30-31-26 to 30-31-28, 30-31-30 to 30-31-40, NMSA 1978];

f. a conviction for child abuse pursuant to Section 30-6-1, NMSA 1978;

g. a conviction for any other criminal offense in which a child was a victim as required by the offense.

B.
Driver Records

1. 
The school shall maintain in each bus driver’s file, records verifying completion of the following procedures:
a. completion of an application form that meets or exceeds state and federal requirements;

b. a check of the applicant's driving record through the New Mexico motor vehicle division, or the national driver register or other states' motor vehicle divisions; driver record checks shall be made annually;

c. a criminal background check in accordance with Section 22-10A-5, NMSA 1978; to determine if the applicant has a record of criminal convictions; the school shall maintain an agreement, authorization, waiver and release form, in addition to a criminal history affidavit on any new employee working with children;

d. satisfactory completion of a department of transportation (DOT) physical examination;

e. verification that the driver is properly licensed as a school bus driver by the motor vehicle division;

f. a copy of the commercial drivers license examination; vehicle inspection, basic control skills and road test.

C.
Physical Qualifications

1. Before transporting students, a school bus driver, activity driver, substitute driver and bus assistant are required to have a physical examination, and renewed every 24 months from the date of the last examination or before as specified by a licensed physician.  School bus drivers, activity school bus drivers and substitute school bus drivers are required to use the physical examination form established by the department of transportation (DOT).

2. Additional physical examinations shall be required at any other time at the request of the Principal/designee, the state transportation director, or local transportation provider.

3. All physical examinations shall be conducted by a licensed physician.

4. Controlled substance and tobacco restrictions

a. All school buses shall be alcohol, drug and tobacco free areas.

b. The driver or the bus assistant shall not use alcoholic beverages, illegal substances, or legal substances prior to or during duty hours which would impair the driver’s ability to drive the school bus or the bus assistant’s ability to perform required duties.

D.
School Bus Driver License Requirements

1. Pursuant to the Motor Vehicle Code, an operator of a school bus shall possess a commercial driver license (CDL), class B with the appropriate endorsements (P and S endorsement).

2. School bus drivers are required to meet all current motor vehicle regulations for a license to drive a school bus.

3. To remain qualified, school bus drivers and/or bus assistants shall complete a total of 8 hours in-service training per semester during the school year or 4 hours per quarter. In-service for new drivers should be pro-rated  for the number of quarters employed during their first year.  Quarters during the year are as follows: January 1 - March 31; April 1 - June 30; July 1 - September 30 and October 1 - December 31. Drivers or assistants who are disqualified under this paragraph shall obtain the required in-service training from the prior semester to re-qualify.
E.
Controlled Substance Use and Alcohol Misuse Testing Program

1. The school shall comply with the requirements of 49 CFR, Part 382 to institute a Controlled Substance Use and Alcohol Misuse Testing Program through contract with The Safety Institute.

2. The Principal shall provide the driver, upon initial hire, with a copy of EMHS’s Consortium DOT Drug and Alcohol Compliance Policy.

F. Responsibilities

1. The activity driver is responsible for the following:

a. Safe and efficient operation of the school vehicle in accordance with federal, state, and local statutes and regulations and school policies and procedures.

b. Completion of a trip ticket approved by the Principal/designee when one is required.

c. Assumption of safety responsibilities of all passengers while they are in the vehicle/bus;

d. Obtaining prior approval from the Principal/designee for any changes in route or itinerary while the activity trip is in progress;

e. Notification to the school Principal/designee of all emergencies that arise;

f. Maintenance of all records pertinent to the trip, including trip tickets;

g. Insuring that prior to departure and the return journey, the vehicle/bus is clean, completely serviced and inspected, noting the condition in writing on the appropriate form and signed by the driver;

h. Upon request, show a properly signed activity trip ticket to any state police officer, department of transportation officer, or staff member of the state department of education.

i. No item that will block the aisle or exits shall be permitted on the bus.

j. In transporting musical instruments, shop projects, or other school projects, the following shall apply:

1)   No item shall occupy needed seating space.

2) 
No item shall be placed in the driver's compartment.

3) 
All items carried by students shall be under their control at all times and carried on their laps or between seats. The aisle and exits shall not be blocked.

k.   The emergency door and/or windows shall not be fastened or wired in any fashion as to prevent opening from the inside or outside while the vehicle is in operation.

m.  Trailers shall not be attached to a school bus at any time.

2. Only under exceptional circumstances when it is impractical to unload passengers, shall vehicle/buses be fueled while students are on board


3. The activity bus driver shall comply with all requirements and procedures in the Standards for Providing Transportation for Eligible Students, 6 NMAC 9.5.3, Public Education Department policies on School Bus Inspections (6 NMAC 9.5.1), as well as all policies and procedures of EMHS contained in this manual.

4. The driver is not permitted to leave the bus unattended to search for unaccounted students.

5. Drivers will not give permission to anyone other than students and/or approved school, transportation, emergency or law enforcement personnel to board the bus. 

6. Drivers will securely store or fasten any loose items such as tools or brooms, etc. carried inside the bus.

7. The driver and/or assistant shall meet all needs identified in a student's IEP.

8. The driver shall not permit any passengers to occupy any area in front of the passenger seating area while the bus is in motion.

9. No vehicle shall carry more than the rated seating capacity. All students shall be seated when the bus is in motion.

10. The driver shall not carry on any unnecessary conversations with student while driving.

11. The driver shall have the authority to assign students to seats.

12. The driver shall not permit the transportation of firearms, knives, explosives, breakable glass, or other dangerous objects, reptiles, or animals, except those animals authorized by an IEP.

13. The driver shall be responsible for the safety and orderly conduct of the passengers.
14. The driver shall report all serious discipline cases to the school Principal or designee.

IV.  RESPONSIBILITIES OF STUDENTS, PARENTS, TEACHERS,

STAFF, TRANSPORTATION PROVIDERS AND OTHERS

A.
Students

1. All rules that apply to student behavior on campus and in the classroom apply to students attending a school-sponsored activity, and while being transported to such activity in an activity bus or other vehicle.  Even if the activity is after school and at another location, the student must behave in such a manner as to be a credit to EMHS. Any student participating in activities that discredit the school will not be allowed to attend future activities.

2. In addition to the general student behavior policy, when participating in activity trips students should also comply with the following procedures:

a. Promptly follow the driver’s and activity sponsor’s/teacher’s instructions. 

b. Do not get on or off the bus while it is in motion.

c. Remain seated and keep aisles and exits clear.

d. Do not tamper with any equipment on the bus.

e. Do not engage in unnecessary conversation with the driver or enter the driver’s compartment while the bus is in motion.

f. Keep noise level reasonable—no loud or boisterous conduct.

g. No eating or drinking on the bus.

h. Cooperate with the driver in keeping the bus clean.

i. Refrain from loud or profane language.

j. Be absolutely quiet when the bus is approaching a railroad crossing and remain quiet until the bus is safely across the tracks.

k. Do not open or close the bus windows without the permission of the bus driver.

l. Do not extend hands, arms, heads or any objects through the bus windows, make obscene gestures, nor throw any object inside or outside the bus.

m. Do not ride on the outside of the bus at any time nor attach any item to the bus.

3. The student must present a signed parental permission form to attend an activity trip before the student will be allowed to board the bus.

4. Violation of school behavior policies, and/or behavior procedures specifically applicable to activity transportation, can result in disciplinary action. 
a. The bus driver and activity sponsor/teacher have authority to immediately suspend transportation privileges for severe disruption and dangerous behavior, including but not limited to the actual or threatened physical harm to any student, the driver or other school personnel, or physical damage to the bus.

b. The same disciplinary procedures applicable to other student conduct will be followed with respect to behavior violations on activity trips.  Disciplinary procedures address students with disabilities and have procedural safeguards and protection specified in state and federal regulations and state board of education regulations. There is also an appeal procedure for students/parents who disagree with the disciplinary decisions.

B.
Parents

1. 
Parents are expected to encourage their children to learn and obey the school bus safety rules and to exhibit appropriate student conduct.

2. 
Parents should have their student at school and ready to board the activity bus at the designated time.

2.  
Parents should be at school to pick up their student, or have made arrangements for the student’s return home, following the activity trip.

3.   
If parents/guardians make Do Not Resuscitate requests to withhold life saving techniques in the event of a respiratory or cardiac arrest suffered by a severely impaired or terminally ill student, the request will not be honored. School bus personnel will, to the best of their ability, administer first aid, including life saving techniques, to the student in the event of an accident or life-threatening emergency. Emergency rescue personnel (911) will be called immediately.  

4.   
If a student is eligible for an accommodation plan under Section 504 of the Rehabilitation Act of 1973, the parents should make a request for modified activity transportation services to the Director of Special Programs. The need and justification for modified transportation services will be indicated on the 504 Plan and an accommodation plan developed, if applicable. 

5.  
Parents will be held responsible for vandalism to property by their children while on the bus or at school-sponsored activity trips. 

C.
Activity Sponsors/Teachers

1. 
Activity sponsors/teachers shall be responsible for students on and off the vehicle and for the following:

a. preparation and submission of trip requests in accordance with the local board of education's policies; 

b. notification to the school district administrator or designee of any schedule changes;

c. assurance that student(s) are at the departure points at the appointed time;

d. supervision of the loading and unloading of the vehicle;

e. assurance of the orderly conduct and discipline of students during the trip;

f. in an evacuation of the vehicle, supervision of students and maintain control of student passengers;

g. all arrangements on overnight trips for meals and lodging, including the driver;

h. provision for adequate rest stops;

i. maintenance of a student roster and taking roll each time students disembark and return to the vehicle;

2.  The person responsible for the group or activity shall not have the additional responsibility of driving the school activity bus.

E.
Principal

1. The Principal/designee shall make available to each bus driver at the time of hiring, a copy of the Standards for Providing Transportation for Eligible Students, EMHS Consortium DOT Drug and Alcohol Compliance Policy, EMHS Transportation Policies and Procedures, and a copy of this Transportation Administrative Manual.

2. The Principal/designee shall make daily observations when buses are in use to detect reasonable suspicion for alcohol and/or substance use of drivers.

3. The Principal/ designee shall verify current qualifications and training records on each school bus driver, substitute and bus assistant and verify that background checks and reference checks are made in accordance with applicable laws.

4. The Principal/designee shall provide to school bus drivers' vital emergency information for all students transported with special needs or special medical conditions. All vital emergency information shall be treated as a confidential record as provided by law.

5. The Principal/designee will be present when the activity buses are loading or unloading students at the school.

6. The Principal/ designee shall be available until all activity buses have completed their trips and all students have been properly delivered to the school.

7. The Principal/designee shall develop and implement a school transportation safety curriculum for students who ride school buses to and from school sponsored activity trips.

8. The Principal/designee shall report activity bus accidents in the manner described in this manual.

9. The Principal/designee shall communicate cancellations, delays or early termination of activity trips to teachers, students, and parents when necessary.
10. The Principal/designee shall be responsible for maintenance of all records required by these procedures.
11. The Principal/designee is responsible for informing students and parents of school activity transportation policies and procedures.

12. The Principal/designee is responsible for discipline while students are being transported to and from school activities, as well as while they are getting on or off the activity buses.

13. The Principal/designee shall provide training for transportation supervisors and other school employee(s) who are responsible for supervision of the activity transportation program and/or school employed drivers. Annually a minimum of two (2) hours of in-service training is required. The state transportation director will determine the contents of the training.

F. Complaints Regarding School Transportation

Any complaints from students, parents, teachers, the school bus contractor, driver, or others should be directed to the Principal/designee.

V.  TRANSPORTATION OF SPECIAL PERSONNEL, ANIMALS, AND MEDICINE

A.
Transportation of Special Personnel

Special Personnel (i.e. licensed nurses, special education assistants, or other designated persons) will be assigned to an activity bus only after a decision has been made by the IEP Committee to provide this type of service to a student(s).

B.
Transportation of Animals to Accompany a Student with Disabilities

When a student’s IEP stipulates the need for an animal to accompany him or her to or from school activities, the following conditions must be met:

1. A copy of the animal’s current immunization, registration, and certification, if applicable, must be attached to the transportation form.

2. While on the bus, the animal must be in the student’s control at all times.

3. The driver and/or activity sponsor will determine assigned seating of the animal and student on an individual basis, if not already determined by the IEP committee or the 504 Accommodation Plan.

C.
Medicine Transport

When it is necessary to transport medicine on a school activity bus, the following conditions must be met:

1. A proper carrying case for the medicine will be placed in front of the bus near the driver.

2. With appropriate approval, a special education assistant will be authorized to administer the medication during transport.

3. The assistant will have been trained to properly administer the medicine.
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