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ADMINISTRATIVE GUIDELINE

Title:     Transportation of Pupils
     Effective Date:  October 25, 2001       Responsibility:  Superintendent of Business

     Revised:  August 12, 2009                        
The Near North District School Board will provide eligible students with a quality transportation service that is safe and efficient, in accordance with the attached Administrative Guidelines.

Administrative Detail

1. The authority to transport students shall be in accordance with the Education Act.

2. The Superintendent of Business shall have discretionary authority to administer this Administrative Guideline.

3. The Manager of Transportation shall be responsible for the implementation of this Administrative Guideline in consultation with the appropriate Superintendents.

4. All vehicles transporting students shall be operated and maintained in accordance with the Highway Traffic Act, the Public Vehicles Act and all Ministry of Transportation regulations.

5. Students shall be eligible for transportation according to the criteria outlined in this Administrative Guideline.

6. The service provided shall be in accordance with the conditions of minimum services outlined in this Guideline.

7. In cases of inclement weather where regular bus service is altered in any way, it shall be the responsibility of the Manager of Transportation to make decisions in accordance with the established guidelines and in consultation with the Director of Education.

8. Video cameras may be used on school buses for the purpose of promoting the proper behaviour and safety of students on school buses.

1.0       General
The Board considers the safety of students to be of paramount importance and will take all reasonable precautions to ensure that all aspects of the transportation system comply with the appropriate Acts, Regulations and Safety Standards.  The Board will co-operate with Provincial and Local Police in all matters related to school bus safety.  

Where space permits and no additional costs are incurred, individuals attending programs operated by the Association for Community Living may be transported on school buses serving the Near North DSB. The Association for Community Living must make independent arrangements with the appropriate bus operators to provide the required service, and ensure that these arrangements will not jeopardize the safety of bus students.

      
Definitions


Urban Area – City, Town, Village, or Hamlet


Rural Area – Outside of a City, Town, Village or Hamlet 

2.0 
Eligibility for Transportation Services

2.1  To be eligible for transportation to his/her assigned school, a student must:

2.1.1 Be a resident student who is registered in and attending a school operated by the Board, or a student for whom the Board is responsible for providing transportation under an agreement with another Board or agency.

2.1.2 In urban areas, reside in the Transportation Zone for his/her assigned school.  These zones will be established by the Transportation Department using the following Maximum Walking Distance:
	Grade Level
	Distance

	JK-SK
	Home to school (door to door where possible)

	Grade 1 to 3
	1.0 km.

	Grade 4 to 8
	1.6  km.

	Secondary
	3.0 km.


2.1.3  Reside in a rural area.
2.2  Notwithstanding number 2.1 above, a student may also qualify for transportation for a period up to one year under one of the following criteria:

2.2.1 A medical practitioner completes a Request for Special Transportation that stipulates in specific terms why a student’s health necessitates the provision of transportation for an entire school year.  Transportation for short-term medical problems (Less than a school year) will only be provided if it can be done at no additional cost to the Board.

2.2.2 The student qualifies under the “Optional Zone Attendance Plan” to attend a school outside of the home attendance area.  The transportation must be at no additional cost to the Board.

2.2.3 A principal, in consultation with the Manager of Transportation, authorizes transportation under Section 4.2, 4.3 and 4.4.

2.2.4 The walking route is determined by the Manager of Transportation to be unusually hazardous.

3.0     Services to be Provided

3.1  Delivery and Pickup Times – Where practical and possible.
3.1.1 Buses will depart schools not later than 30 minutes after the dismissal time.

3.1.2 No student will be delivered to school more than 30 minutes prior to the start of school.

3.2  Length of Time on the Bus – Where practical and possible.
3.2.1 No student in junior kindergarten to grade 6 will spend more than 60 minutes on the bus each way.

3.2.2 No student in grades 7 to O.A.C. will spend more than 75 minutes on the bus each way.

3.3  Transfers
3.3.1 Every effort will be made to minimize the number of transfers a student makes while traveling either to or from school.

3.3.2 Unless approved by the Manager of Transportation no student will be discharged from a vehicle at a transfer point until the transfer bus has arrived.

3.4  Combination of Routes

Secondary and elementary school students may be transported on the same bus at the same time.

3.5  Special Students

A student who is identified as exceptional by an Identification Placement and Review Committee will receive special attention, as required, from the driver, school principal and the Transportation Department. The mode of transportation will be determined based on each student’s needs.

3.6  Standees

Standees are not permitted on a school bus.

3.7  Maximum Number of Students Transported on a Bus

The number of students transported on a school bus will not exceed the manufacturer’s capacity for that vehicle.  Where practical, bus seats will be loaded as follows:



JK to Grade 6

- 3 per seat



Grade 7 to OAC
- 2 per seat

3.8  Distance to Pick-up Point-Rural Areas

3.8.1 Students in Junior and Senior Kindergarten will be picked up as close as possible to their home gate.

3.8.2 No student in grades 1 to 6 will be required to walk more than 0.5 km from the intersection of his/her driveway and the road to his/her pick-up point.

3.8.3 No student in grades 7 to O.A.C. will be required to walk more than 1.0 km from the intersection of his/her driveway and the road to his/her pick-up point.

3.9  All-Weather Roads

Buses will serve only “all-weather roads” with suitable turning locations as specified by local road superintendents.

3.10 Remote Area Service

Where it is not practical to send a regular school bus into a remote area, parents in the area will be offered reimbursement to transport their students to the bus route.  In some areas students may be offered reimbursement for room and board in accordance with the Education Act and Regulations.

3.11 Late Bus

Late Bus service will be provided, within budget limitations, for rural students who participate in school activities approved by the secondary principal.

3.12 Four Lane Roads

Bus students will not be allowed to cross 4-lane roads under the protection of the school bus loading lights.

3.13 School Start and Finish Time

School start and finish times may be adjusted within the following ranges.

3.13.1 Elementary schools may start between 8:30 and 9:15 a.m. and dismiss between 3:00 and 3:50 p.m.

3.13.2 Secondary schools may start between 8:15 and 9:15 a.m. and dismiss between 2:45 and 3:45 p.m.

Adjustments to school start and finish times will be authorized by the Principal, the Superintendent of Program and the Manager of Transportation where bussing is involved. The length of the school day shall comply with legislation in The Education Act.

4.0  Principals
4.1  A principal shall:

4.1.1 Devise and implement safe procedures for the loading, unloading and transfer of bus students at the school and ensure that those procedures are followed through the assignment of staff.

4.1.2 Establish and maintain, in elementary schools, and in conjunction with the bus operators and drivers, a school bus safety patrol program in accordance with the Board School Bus Safety Patrol Manual.

4.1.3 Ensure through a Student Handbook or by other means, that all staff members, students, and parents/guardians are familiar with procedures relating to the Code of Conduct for Bus Students.

4.1.4 Distribute a copy of the Code of Conduct for Bus Students along with Section 8, to students in Grades 1, 4 and 7 and/or when they register.

4.1.5 Ensure elementary students know and follow the emergency evacuation procedures and safe bus riding practices, outlined in the Code of Conduct for Bus Students.

4.1.6 Provide any special attention required by bus students who are physically, intellectually or emotionally disabled as identified by an Identification Placement Review Committee.

4.1.7 Provide the bus driver with information on bus students known to have high-risk health problems, in accordance with the guideline on The Administration of Medication, and the Anaphylaxis Guideline.

4.1.8 Advise the bus driver of students who, by arrangement with the school, must be met by an adult.

4.1.9 Distribute the appropriate Inclement Weather Procedures in September and January each year to parents/guardians of all students.

4.1.10 Ensure that procedures are in place for sufficient staff to be available during severe weather conditions to provide supervision in the event a bus must return to the school.

4.1.11 Upon receipt of a Student Misconduct form:

	1st REPORT
	Parents are notified in writing.

	2nd REPORT
	Bus privileges are suspended for 1 day.

	3rd REPORT
	Parents are notified in writing that bus privileges are suspended for ______days depending on the severity of the infraction.

	SERIOUS INCIDENT
	Parents are notified in writing that bus privileges are suspended for ______ days.

	The bus operator(s) and driver(s) must be notified of bus suspensions.


4.1.12 When videotape is used to substantiate a student’s misconduct, provide the parent/guardian with a written summary of the taped incident(s), Depending on the severity of the incident, the staff member responsible for compliance with The Freedom of Information and Privacy Act may be contacted to assist in determining how long, and where a tape should be retained. Tapes revealing unlawful actions will be brought to the attention of law enforcement agencies.

4.1.13 Ensure their Student Data File is accurate, complete and contains the necessary information for the Transportation Staff to determine each student’s home/pickup location.

4.1.14 Advise the Manager of Plant and the Health and Safety Officer of any dangerous conditions in the bus loading zones such as ice, snow banks, etc.

4.1.15 Advise the Special Education Coordinator and the Manager of Transportation of those students who may require special transportation to get to and from school.

4.2 An elementary school principal shall have the authority to permit students to travel on an alternate bus route to a registered daycare center, providing:

4.2.1 The parent/guardian completes an Alternative Transportation Form and submits it to the principal.

4.2.2 The alternate transportation follows a regular schedule 5 days per week.

4.2.3 A copy of the approved Alternative Transportation Form has been received by the Transportation Department.

4.3 An elementary principal may, in consultation with the Manager of Transportation, allow ineligible students (walkers) to fill empty seats on school buses serving their school. The youngest students will receive priority. Parents must be informed that this courtesy transportation may be withdrawn if additional eligible students need the seats.

4.4 Principals have the authority to permit bus transportation for students under the following conditions:

4.4.1 The additional student(s) will not cause the student load to exceed the maximum capacity for that bus, and

4.4.2 It is in the best interests of the health and safety of the child.

5.0       Contractor


The contractor shall:

5.1 Comply with and ensure his/her drivers comply with the Board’s Guidelines for Pupil Transportation, and the terms and conditions listed in the Agreement for Transportation.

5.2 Notify the Manager of Transportation if they install video cameras in their buses. Any bus so equipped, shall have a sign in a conspicuous location which notifies riders that their actions and conversations may be recorded on videotape. 

5.3 Keep a log noting the bus route, the date, and the time of the run whenever a camera is used. Videotapes will be kept for 5 school days in a locked storage cabinet in a secure area of the bus company. If, after that time, no incidents have been reported, the tapes will be erased and reused.

5.4 Ensure that the viewing of recorded tapes is restricted to the driver, the company manager/designate, the principal, and the Manager of Transportation   

5.5 Provide drivers who have received training in effective ways to manage student behaviour.

6.0       Driver

The driver shall:

6.1 Comply with the Guidelines for Pupil Transportation and the terms and conditions listed in the Agreement for Transportation.  

6.2 Require students to comply with the Code of Conduct, and Use the “Student Bus Misconduct Report” forms to promptly report infractions to the principals.

6.3 Ensure that JK and SK students are met at their drop-off point or returned to their school.

6.4 Endeavor to maintain his/her timetable as rigorously as safety considerations will allow without ever sacrificing safety.

6.5 Demonstrate an attitude of kindness, courtesy, respect, and firmness towards the students, at all times.

6.6 Check their vehicle at the end of the morning and afternoon runs to ensure no students are left on board.

6.7 Only allow students to disembark at their assigned stop, unless otherwise directed, in writing, by the school principal.

6.8 Only transport authorized students.  

7.0       Student – Code of Conduct

7.1  General

7.1.1 Every student is expected to behave in accordance with the expectations of the principal at the pick-up and transfer points, and while traveling on the school bus.  While on the premises of any school, a student is required to behave in accordance with the expectation of the principal of that school.

7.1.2 Every student will follow the driver’s directions and co-operate with and assist the patrols in carrying out their duties.

7.1.3 A student is responsible for compensation for any intentional damage or destruction to school buses.

7.2  Loading Procedures
7.2.1 Arrive at the bus stop five (5) minutes before pick-up time.

7.2.2 Stand well away from the road until the bus is stopped.

7.2.3 Line up in a single file, and when the bus is stopped, board the bus in an orderly fashion using the handrail.

7.2.4 If it is necessary to cross the road to board the bus, wait for the driver’s direction before crossing and stay at least five (5) to eight (8) paces in front of the bus when crossing.

7.3  Unloading Procedures

7.3.1 Stay in the seat until the bus comes to a stop.

7.3.2 Leave the bus in an orderly fashion, using the handrail.

7.3.3 If his/her laneway is directly beside the door of the bus, continue up the lane.

7.3.4 If it is necessary to walk to his/her laneway, remain at the stop, a safe distance from the bus [three (3) paces] until the bus has departed.

7.3.5 If it is necessary to cross the road, line up in single file, and when everyone is off the bus, walk along the shoulder for five (5) to eight (8) paces, then, when the bus driver indicates it is safe to proceed, cross the road while continuing to check for on-coming traffic.

7.4  A student shall:

7.4.1 Follow the driver’s directions.

7.4.2 Obey the bus patroller.

7.4.3 Be courteous and respectful at all times.

7.4.4 Keep off the traveled portion of the road on the way to the pick-up point.

7.4.5 Arrive at the pick-up point not earlier than ten (10) minutes and no later than five (5) minutes before scheduled pick-up time.

7.4.6 Ride only the bus assigned.

7.4.7 Be picked up and discharged only at designated stops.

7.4.8 Keep books, lunch boxes and bulky items on his/her lap.

7.4.9 Leave windows closed, unless authorized by the driver to open them.

7.4.10 Keep arms and head inside the bus at all times.

7.4.11 Not carry potentially dangerous or objectionable objects and/or materials.

7.4.12 Not eat or chew gum on a school bus.

7.4.13 Remain seated while the bus is in motion.

7.4.14 Whenever possible, leave the last row of seats vacant.

7.4.15 Use only personal radios with earphones while on the bus.

7.4.16 Be held responsible for damage done to the bus due to vandalism or other improper behaviour.

7.5 A student must be aware that serious or repeated misconduct will be recorded and that the report may be placed in the Ontario Student Report folder.  A student must also be aware that such conduct may result in the loss of the provision of transportation.

8.0       Parents/Guardians
Parents should know, that the provision of transportation by the Board is permissive, in accordance with the Education Act, and may be revoked at the Board’s discretion.

8.1 Parent/guardians are responsible for the safety and conduct of their children getting to and from and while at their bus pick-up points.  If no one is present at a drop-off point to supervise a JK or SK student, that student will be returned to the school.  If a JK or SK student is not met on a second occasion, the parent/guardian will be notified by the Manager of Transportation that a further incident will result in the withdrawal of transportation services for the remainder of the school year.

8.2 Parents/guardians should be familiar with the Code of Conduct for Bus Students.

8.3 Parents/guardians are advised that serious or repeated misconduct will be recorded.  They must also be advised that such conduct may result in the loss of the provision of transportation.

8.4 It is the responsibility of the parents/guardians to determine whether or not it is safe for their students to leave for school in inclement or severe weather.

8.5 Parents/guardian must be aware that:

8.5.1 When a bus does not travel a route in the morning due to ice, snow, fog etc., it will not do so in the afternoon.

8.5.2 If weather conditions deteriorate during the day to the point where it is unsafe to allow the buses to depart, the students will be kept at the school and parents will be notified.

8.6 The provision of transportation to and from a care-giver/babysitter is dependent upon 

the following criteria:

8.6.1 The parent/guardian completes an Alternative Transportation Form and submits it to the principal.

8.6.2 The alternate transportation follows a regular schedule 5 days per week.

8.6.3 A copy of the approved Form has been received by the Transportation Department.

8.7 If a parent/guardian moves during a school year and they wish their student(s) to remain in their current school, they must comply with the Administrative Guideline entitled “Optional Zone Attendance Plan”. Transportation to the current school may be provided for the remainder of the school year, if it can be done at no cost to the Board.

8.8 If a parent/guardian disagrees with the application of the Transportation Guidelines, they should contact the Manager of Transportation.  If they are unable to reach a satisfactory resolution of the problem, they should then contact the Superintendent of Business.

9.0       Transporting of Equipment on School Buses

9.1 The Manual for School Vehicle Operations produced by the Ministry of Transportation states that firearms or anything of a dangerous nature must not be transported while students are being carried.

9.2 Skates

Skate blades shall be covered by guards, tied together and carried in a bag.  The skates shall be placed on the floor of the bus at the student’s feet.

9.3 Skis/Poles and Snowboards

Skis and ski poles may be transported on school buses equipped with suitable storage space under the floor of the bus. If the bus is not equipped with such storage compartments, the principal and the bus operator will determine, in advance, how the skis and poles are to be wrapped and where they are to be stored in the vehicle to ensure they will not present a hazard during transit.  

9.4 Hockey Equipment

Hockey equipment shall not be transported to and from school on a bus.  Hockey sticks may be taken to school on Mondays and returned on Fridays provided that they are stored in a safe and secure place as determined by the driver.

9.5 Musical Instruments

In general, musical instruments may be transported if they can be kept on the student’s lap.

9.6 Other


The decision to transport other objects to and from school shall be determined in advance by the principal and the school bus contractor/Transportation Department.

10.0     Transporting of Students for Out-of-Classroom Activities

10.1     School buses and/or public transportation should be used whenever possible.

10.2     For Extended Excursions transportation must be booked through a licensed   carrier. 

10.3     For groups smaller than 16, the principal may use volunteer drivers, provided they sign a Volunteer Driver Form. Please refer to the Administrative Guideline: Risk Management for Out-of-Classroom High Risk Activities. 

10.4 The principal shall ensure that the number of students transported in a vehicle does not exceed the manufacturer’s rated capacity for that vehicle.  The number of students transported in private vehicles shall be limited to the number of seats equipped with seatbelts.

10.5 All drivers must have a class E licence when using a van (seating capacity of 12 or more) to transport students.

10.6 If a teacher/supervisor is on a bus, that teacher/supervisor is responsible for all aspects of student behaviour.

10.7 Students are to know and follow the Code of Conduct for Bus Students.

10.8 Adults in charge should each have an accurate list clearly indicating the students present for the trip.  Students must be checked each time they enter the vehicle.

10.9 Teachers, supervisors and students must be aware of the emergency evacuation procedures for school buses.  A video of the Emergency Evacuation Procedures is available from the Classroom Support Center.

10.10 Students must not carry non-essential baggage.

10.11 Seating capacity shall be determined as follows:

(i)   Kindergarten to Grade 6:

3 per seat

(ii)  Grades 7 to OAC:


2 per seat

(iii) Adults:



2 per seat

10.12 Teachers/supervisors shall be seated throughout the bus to ensure the students follow the Code of Conduct for Bus Students.

10.13 In cases of doubtful road or weather conditions, the decision to suspend travel may be made by any one of the principal/designate or the driver.  Prior to departure, relevant information on weather and road conditions should be obtained from the Ministry of Transportation Office.

11.0 
Inclement Weather

Refer to Administrative Guideline
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