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RECIPE FOR HUMAN RELATIONS



1.  
Speak to people.  There is nothing like a cheerful




word of greeting.



2.  
Smile at people.  It takes 72 muscles to frown,




only 14 to smile.



3.  
Call people by name.  The best music to anyone’s




ear is the sound of his/her own name.



4.  
Be friendly and helpful.  If you want to have friends:




smile, speak, and be courteous.



5.
Be cordial.  Speak and act as if everything you do is




a genuine pleasure.



6.
Be genuinely interested in people.  You can like 




everybody if you try.



7.  
Be generous with praise - cautious with criticism.



8.
Be considerate with the feelings of others.  It will be




appreciated.



9.
Be considerate of the opinion of others.  There are




usually three sides to a controversy:  yours, the other




person’s and the right one.


          10. 
Be aware of helping others.  What counts most in life




is giving.

Add to this, a good sense of humor, a big dose of patience, and a dash of flexibility and you will be rewarded.

SPECIAL ED DRIVERS’ MANUAL

PREFACE
Special Transportation requires special individuals in the roles of school bus driver and attendant.  Persons in these positions must be there because they wish to be involved in providing this service.  If an individual is in Special Transportation because he / she thinks it is “easier” or it may be more financially beneficial, then he / she should re-evaluate their involvement in the program.  Special Transportation is a challenging, ever changing world filled with frustration, pain and personal reward.  Frustration due to a constantly changing route, which makes it difficult to have any type of routine or even knowing if a route is going to last throughout the school year.  Frustration with parents who just cannot seem to have their children ready each morning or who are not home in the afternoon because they were “caught in the line at the grocery store”.  Rewarding when a handicapped child grows in self-confidence through your efforts as a school bus driver or attendant.  Rewarding when a child who has no communication skills, smiles with recognition when he sees you each day.  This is the world of Special Transportation.

INTRODUCTION
This “Special Ed Driver’s Manual” has been developed to address those special 

transportation guidelines and policies, which are unique to this section of the Klein I.S.D. Transportation Program.  Drivers and attendants must understand they are subject to all applicable policies contained in the KLEIN I.S.D. TRANSPORTATION DEPARTMENT MANUAL.
It is imperative these policies and guidelines be reviewed from time to time to assure

compliance and department uniformity.
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ATTENDANCE FOR SPECIAL EDUCATION PERSONNEL

Good attendance is important for all employees. However, good attendance for those employees working with Special Needs students is essential. If any Special Education employee’s attendance becomes an issue and jeopardizes the safety of the students, or interferes with the daily functioning of Transportation, it is the Director’s responsibility to make the personnel changes necessary to ensure student safety and optimal operation of the department.

LEGAL BASIS FOR PROVIDING SPECIAL TRANSPORTATION

The following is taken from Section I of the XIV Amendment of the United States Constitution. It is from this “equal protection of the law” that basic concepts pertaining to special education and hence special transportation are taken.



“All persons born or naturalized in the United States and subject to the



jurisdiction thereof, are citizens of the United States and of the State



wherein they reside.  No State shall make or enforce any law which 



shall abridge the privileges of immunities of citizens of the United



States; nor shall any State deprive any person of life, liberty or



property without due process of law; nor deny any person within its



jurisdiction the equal protection of the law.”

In 1973, Congress enacted the Rehabilitation Act, which specifically addresses the rights and privileges of handicapped individuals.  The following statement is taken from Section 504 of this act:



“No qualified handicapped person shall, on the basis of handicap, be



excluded from participation in, be denied the benefits of or otherwise be



subjected to discrimination under any program or activities which receive




benefits from Federal financial assistance.” (84.4a)

This section (504) also defines “free education” as the provision of education and related services without cost to handicapped persons or guardians, except where such costs are imposed on all others.



“The purpose of this Act is to assure that all handicapped children have



available to them—a free and appropriate public education which



emphasizes special education and related services designed to meet



their unique needs, to assure that the rights of handicapped children and



their parents or guardians are protected, to assist States and localities to



provide for education of all handicapped children and assess and assure



the effectiveness of efforts to educate handicapped children.” (121a.1)

The above is the stated purpose of the Education of all Handicapped Children Act (P.L. 94-142).  It is this law, which specifically requires transportation to be provided as a related service, if such a service is required for a handicapped child to benefit from special education.



P.L. 94-142 defines transportation as:



1.  Travel to and from school and between schools



2.  Travel in and around school buildings



3.  Special equipment (such as special or adapted buses, lifts,


    
     ramps), if required to provide special transportation for



     handicapped children. (121a.13)

As can be seen, Special Transportation is not an optional service the District chooses to provide.  Each school bus driver and attendant involved in this service is obligated to perform their duties in accordance with existing policy and procedure as this assists the District in its compliance to the mandates of the laws governing the education of handicapped children.

Another law drivers and attendants must understand is the Family Rights and Privacy Act.  This law protects the privacy of the handicapped child and his family.  (It is sometimes called the “Gossip Law”).  Drivers and attendants are provided certain information (i.e. handicapping conditions, medical concerns, medications, doctor information, etc.), which is essential to provide appropriate transportation services.  This information is for the use of those directly involved in providing this service and no one else.  Idle gossip with spouse, neighbors, co-workers and others about specific passengers, their characteristics, family problems, or improper behavior is a violation of this law.  By divulging this type of information, individuals are leaving themselves and the District open to legal action.  On the other hand, drivers and attendants, who have no contact with a particular child, should not ask for information concerning the child.  This type of information is to be provided on a “need to know” basis only.

DEFINITION OF SPECIAL EDUCATION TERMS

ADMISSION, REVIEW AND DISMISSAL COMMITTEE (ARD)

The Admission, Review and Dismissal Committee (ARD) are composed of a student’s parents and school personnel who are involved with that student.  The ARD Committee determines a student’s eligibility to receive Special Education Services; the Committee also plans the educational program of each student eligible for Special Education.

EDUCATION FOR ALL HANDICAPPED CHILDREN ACT (EHA)

This Federal Law, commonly known as Public Law 94-142 (PL94-142) was passed in 1975.  It ensures a free appropriate public education to students with handicaps.  A portion of Special Education funding comes from compliance with this law.

EXTENDED SCHOOL YEAR (ESY)

Extended year services are individualized instructional programs for eligible students in Special Education that are offered beyond the regular school year.  The ARD Committee will decide whether a student needs EYS.  This decision is based on whether ESY is needed to prevent a student from losing certain critical skills that they may have gained during the current year.

FREE APPROPRIATE PUBLIC EDUCATION (FAPE)

Federal Law mandates that students have the right to a free appropriate public education, including Special Education and Related Services.  The public school provides these services at the pre-school, elementary and secondary levels at no cost to parents.  Children with visual and hearing impairments may receive services from birth.

INDIVIDUAL EDUCATIONAL PLAN (IEP)

The Individual Educational Plan (IEP) is developed by the ARD Committee.  The IEP includes educational goals and objectives for each student.  It documents the services a student needs, how they will be provided and how progress will be measured.

SPECIAL EDUCATION

Special Education is instruction and related services provided to students who have the following handicapping conditions according to State and Federal criteria:  Learning Disabilities, Speech Impairments, Physical Handicaps, Mental Retardation, Emotional Disturbance, Autism, Multiple Handicaps, Pregnancy, Visual Handicaps, or Hearing Impairments.  To receive Special Education, students must be a least three (3) years old but less than twenty-two (22) years of age on September 1 and need the service of Special Education to progress through school.  Students with visual handicaps or who are hearing impaired may receive Special Education services from birth until reaching their 22nd birthday by September 1st.

COMPREHENSIVE INDIVIDUAL ASSESSMENT

Comprehensive Individual Assessment is the testing done when a student is referred to Special Education.   The ARD Committee uses the testing results to determine whether or not a student meets State and Federal guidelines regarding handicapping conditions and whether Special Education is needed.  Testing is also used to design the Educational Program.  The assessment may include printed tests, observations, information from parents and other forms of information.  Eligibility and need for Special Education services must be reviewed every three years as long as a student is in Special Education.  Retesting may be done more often if conditions warrant the need for up to date information or if requested by a parent or the school.

INDIVIDUAL TRANSITION PLAN (ITP)

If a student receives Special Education services and is at least sixteen (16) years old, the school will develop and annually review an Individual Transition Plan.  This is a separate document from the IEP and is intended to prepare a student for community living and working after he / she is no longer receiving public school services.

DEFINITION OF CLASSIFICATION LETTERS

AI     -  Auditorily Impaired




OH   -  Other Health





AU    -  Autistic/PDD




OI     -  Orthopedically Impaired

ED     -  Emotional Disabilities



SE      -  Seizure
LD     -  Learning Disabled




SI       -  Speech Impaired
MI    -   Multiple Impaired




TBI     -  Traumatic Brain Injury
MR    -  Mentally Retarded




TWC – Temporary Wheel Chair
O2   -    Oxygen





VI -        Visually Impaired
WC
- Wheel Chair







ATTENTION DEFICIT DISORDER (ADD, ADHD)

Description

Children with attention deficit disorder (ADD) or attention deficit hyperactivity disorder (ADHD) may exhibit some or all of the following characteristics:

· Short attention span – difficulty focusing
· Poor memory
· Disorganization
· Poor impulse control
· Restlessness
· Incessant talking
· Incessant activity
Unlike children with ADHD, children with ADD are not clinically hyperactive. ADD and ADHD are not considered separate disability categories but are included under “Other Health Impairments”

WHAT DOES THIS MEAN FOR TRANSPORTATION?

1.  Inability to stay seated – may move impulsively around the bus.
2.  Difficulty following directions for a protracted period of time – when told to sit       down, for instance, a child with ADD or ADHD may briefly do so but then quickly    begin moving from seat to seat again.
3. Dangerous behavior getting on or off the bus – for instance, impulsively running across the road, away from school staff, or back to the bus as it leaves the stop, are all possibilities to be aware of.
4. Stimulating other students – the high energy level of children with attention deficit disorder can “raise the temperature” on a bus, stirring up other children.
5. A child’s medication may not have taken effect by the time he or she is picked up in the morning, or may have worn off by the time the bus comes to take the child home in the afternoon.
6. High noise level may create frustrating or unsafe conditions on the bus.
7. Because ADD and ADHD children look “normal”, sometimes it’s harder to remember it’s a real disability and not just “bad behavior.”
8. Clear and simple directions work best with children with attention deficit disorder.
9. Repetition and consistency is important when working with ADD children – they may not retain directions for a significant period of time.
10.  Keeping children with ADD physically separated from other challenging children on the bus can minimize the over-stimulation effect and keep the situation manageable.
11. Assigned seats are a good idea for children with ADD or ADHD.
12. Activities and distractions (music, electronic games, drawing, etc.) may keep children with ADD or ADHD occupied during the bus ride.
AUTISM (AU)

Description

Autism is a developmental disability significantly affection verbal and nonverbal communication and social interaction, generally evident before age three, adversely affecting a child’s educational performance. Children with autism may exhibit any of the following characteristics:

· Obsessively repetitive activities and stereotyped movements – for instance, a child with autism may rock back and forth repeatedly, or exhibit rhythmic head and foot movements.
· Children with autism can be self-abusive – banging their heads, slapping, pinching, poking, or biting themselves.
· Unusual responses to sensory inputs – for instance, an exaggerated response to sound.
·  Children with autism exhibit a wide range of intellectual and behavioral differences.
· Some students with autism are extremely withdrawn and do not communicate at all; others communicate in a bizarre or meaningless manner.
· Some children with autism may exhibit periodic emotional outbursts.
· Some children with autism are hyperactive, while some exhibit lethargy.
· May exhibit abnormal responses to objects, for instance exaggerated fears.
WHAT DOES THIS MEAN FOR TRANSPORTATION?

1. Children with autism are often sensitive or resistant to a change in daily routines. For instance, a different bus, substitute driver, or change in the route can have a strong effect on a child with autism.
2. In sudden emergencies such as a bus fire, a child with autism may actually resist evacuating from the bus.
3. It is essential for drivers and attendants to consciously ignore behaviors that don’t jeopardize safety. An established daily routine can minimize inappropriate behaviors.
4. When safety is jeopardized and intervention is required, simple one or two word directions are usually most effective in correcting dangerous behavior. Use a quiet, gentle, firm voice.
5. Do not provide complex choices to children with autism; it can upset them.
6. A small object to hold – for instance a shoestring, rubber band, favorite piece of cloth, small toy or stuffed animal – sometimes calms children with autism. Some enjoy using a calculator. Distracting a student is often the most successful form of intervention.
7. “Storyboards” identifying key locations along the bus route can sometimes alleviate the fears of a child with autism. Especially when a change on the route occurs.
8. Some children with autism use a keyboard communication device.
9. If drivers know they will b off the next day, they should let school and the child’s parents know the day before.
10. A well thought out –and regularly practiced – evacuation plan is essential.
11. When severe behavior problems occur, drivers must pull the bus over in a safe location as soon as possible.
EMOTIONAL DISTURBANCE (ED)

Description

Emotional disturbance means a condition exhibiting one or more of the following characteristics over a long period of time and to a marked degree, that adversely affects a child’s educational performance:

· An inability to learn that cannot be explained by intellectual, sensory, or health factors.

· An inability to build or maintain satisfactory interpersonal relationships with peers and teachers.

· Inappropriate types of behavior or feelings under normal circumstances.

· A general pervasive mood of unhappiness or depression.

· A tendency to develop physical symptoms or fears associated with personal or school problems.

· The term includes schizophrenia.

WHAT DOES THIS MEAN FOR TRANSPORTATION?

1. Transporting students with emotional disturbance can be a challenge. Problems during the bus ride can include the following:

a. Failure to stay seated

b. Name calling and cursing

c. Hitting and fighting

d. Spitting

e. Screaming

f. Threatening and harassment of other students or bus staff

g. Inappropriately exiting the bus – jumping out emergency door, etc.

2. When children with emotional disturbance act out, drivers and attendants must   avoid “taking it personally” or getting trapped in a “conflict spiral” in which adult 

     anger and frustration fuels worsening behavior by the child.

3.  Use their names, learn their interests, show them respect, honesty caring and  

           trust. Be a professional and maintain a positive attitude. 

4. Don’t threaten or try to intimidate.

5. Give children responsibilities they can handle.

6. Establish key safety rules, communicate them clearly along with the consequences of not following them, and enforce them fairly and consistently.

7. Learn students’ non-verbal curs to anticipate a potential incident. Defuse problems before they escalate to another level.

8. A structured daily routine coordinated with the student’s classroom program helps maintain positive behavior on the bus.

Nothing replaces a positive and respectful relationship between the driver, attendant, and student. 

MENTAL RETARDATION (MR)

Description

Mental retardation means significantly sub average general intellectual functioning, existing concurrently with deficits in adaptive behavior and manifested during the developmental period, which adversely affects a child’s educational performance. The term mental retardation covers a broad spectrum of abilities and functional levels, ranging from developmentally delayed to “educable” and “trainable” mentally retarded.

WHAT DOES THIS MEAN FOR TRANSPORTATION?

1.  The degree to which transportation services must be modified for mentally retarded children depends on factors such as independent functional level, ability to follow directions, ability to memorize and retain safety rules, and day-to-day age-appropriate self-help and adaptive behavior skills. Many children with mental retardation will be very successful riding on a bus.
2. Students with mental retardation may exhibit any of the following tendencies:
a. May try to move around the bus.
b. May initiate inappropriate physical or verbal contact with other students, such as poking, slapping, teasing, name calling, tripping, etc.
c. Particular “triggers” such as another noisy student may provoke some students.
d. Some teenagers with mental retardation may have limited judgment about what type of physical affection is appropriate. Adults should be sensitive but careful if such a situation arises.
      3.   Consistency and routine are crucial in relating to students with mental 
            retardation.  Change is upsetting to many children with this disability.

4.   Children with mental retardation enjoy interacting with adults who relate to them 

      in a sincerely caring fashion.

5. Drivers and attendants should speak softly and firmly, be friendly and give short, simple directions. It is difficult for students to conform to what is expected if they 

      are unable to comprehend what is being asked of them. Expectations should be   

      directly related to the students’ functional ability.

6. Drivers and attendants should look for patterns in what “sets off” a child, so 

      volatile situations can be defused.

7. Independence is often a key goal for children who are mentally retarded, and drivers and attendants can often play an important role in helping children 

CEREBRAL PALSY (C.P.)

Description

The most common medical condition is Cerebral Palsy, which means damage to the developing brain – before, during or after birth.  The damage itself happens once and never gets worse.  Due to this brain damage, the motor messages from the brain to the muscles are not balanced and coordinated thereby causing difficulty with movement.

Cause

Cerebral Palsy can be premature difficulty during delivery, infections and head injuries.

Degree of involvement

Cerebral Palsy can manifest itself in many ways.  Students with Cerebral Palsy may have normal intelligence and difficulty with moving one arm and leg.  Students may be profoundly retarded and have no voluntary movements at all.  Students with Cerebral Palsy may also have seizures.

Associated reactions/conditions

Athetoid

Usually the students are loose, floppy, or disjointed looking with excessive uncontrolled 

movements.  They may have tremors in hands or legs, and balance is poor.  The 

students may be able to walk or may need a wheelchair for mobility.  These students may be very friendly and intelligent buy may have difficulty in speaking clearly.

Ataxic

These students have poor coordination with a disturbed sense of balance and depth perception.  The students will walk with their legs far apart and their arms out for balance.

Spastic

These students appear stiff and tight and have difficulty with movement.  They cannot react quickly, so they may need additional time to follow directions.  Often the students are afraid of moving and have poor balance.  If the students are able to walk, the legs may cross and they walk on their toes.  If in a wheelchair, the students may sit with rounded shoulders, trunk leaning to one side and with poor head control.
WHAT DOES THIS MEAN FOR TRANSPORTATION?

1. If able to walk students with Cerebral Palsy usually have trouble with balance, and therefore, should be supervised when going up and down the bus steps and when walking on the bus.

2. These students may have trouble sitting upright on a moving bus.  Talk with the students’ Occupational/Physical Therapist if this is a problem.  Seat belts and safety vests are a necessity if students are to be seated on the bus seat.

3. Sudden movements and loud noises should be avoided as much as possible since they may aggravate movement disorders, especially with students who have spasticity.

4. Unless in an emergency, never adjust braces, wheelchair or wheelchair straps.  If a problem arises talk with the student’s Occupational/Physical Therapist.

5. These students may have seizure activity.  Follow established seizure activity procedures.

6. These students may have difficulty controlling the movements in their arms.  Care should be given when they are being loaded and unloaded on the bus so their arms are not injured.

7. Remember that they will be slow to respond, both physically and verbally.

8. Speech may be slurred and hard to understand.

9. Some students with Cerebral Palsy may also have a tracheotomy.  They should be positioned on the bus away from the lift where they would be exposed to dust and other airborne irritants.

Students with Cerebral Palsy that are severely involved may have little to no head control, especially on the bus.  Let the Occupational/Physical Therapist know what happens on the bus.

SPINA BIFIDA AND SPINAL CORD INJURIES
Description

Injury or defect of the spinal cord resulting in partial or complete paralysis below the injury.

Cause

Spina Bifida is caused by a malformation or incomplete formation of the spinal cord, occurring before birth.

A spinal cord injury is usually caused by traumatic damage (such as a diving or car accident) to the spinal cord.

The clinical picture

In both Spina Bifida, and spinal cord injuries, the brain sends out messages for the muscles to move.  However, these messages reach a “dead end” at the level of the defect or injury.  When no message gets through, there is a total paralysis from that level down.  In some cases, some messages get through and there is a partial paralysis.

If the result is partial or complete paralysis of the muscles of the trunk and legs, the student is considered someone who is a paraplegic.  If the arms are involved, the student is considered someone who is a quadriplegic.

Degree of involvement

In addition to paralysis, there is a partial or complete loss of skin sensation to pain, temperature and touch in the paralyzed area.  Students may have bladder and bowel paralysis.

Associated reactions/conditions

Students with Spina Bifida may also have hydrocephalus or enlargement of the head caused by accumulation of fluids in the brain.  Such students may have had an operation to insert a shunt to drain off excess fluid.

WHAT DOES THIS MEAN FOR TRANSPORTATION?

1. Students with Spina Bifida or a Spinal Cord Injury may lack sensation in their legs and will not be aware of an extremely hot bus seat burning their legs.

2. Since they do not have feelings in their legs, they may not know if their feet have fallen off the foot pedals of the wheelchair.  Care must be taken so their legs/feet don’t become injured.

3. Students with shunts that are malfunctioning may have problems with vomiting.  Bus staff must notify the school staff or parents of any episodes of vomiting.

4. Care must be taken concerning where the shoulder section of the occupant restraint is positioned.  It should never put pressure on a shunt.

5. Students with Spina Bifida often demonstrate what is referred to as “cocktail speech”.  They are very verbal, but the content of what they are saying is very limited.  Directions may need to be repeated.

6. These students may also have bladder and bowel paralysis, which can require tact and consideration in handling embarrassing situations.

7. Students with Spina Bifida may have life-threatening allergic reactions to latex.  Be sure this is noted on the student information sheet and that the information is given to paramedics if accidents occur.

DUCHENNE MUSCULAR DYSTROPHY (DMD)

Description

Another physical condition encountered in school is Duchenne Muscular Dystrophy (DMD).  In DMD there is an actual disease of the muscles causing a progressive deterioration and wasting of muscle tissue.

Cause

Boys are mainly affected and inheritance patterns can be observed in families.  The mother carries the defective gene and there is a 50% chance that a male offspring will inherit the disease.

The clinical picture

Infants with DMD usually appear perfectly normal as far as their motor development is concerned.  As the boy starts to stand and walk, he may fall frequently, having a waddling gait, and have difficulty in getting up from the floor.  By age 3 to 4, the muscle weakness becomes even more obvious.

Degree of involvement

The muscle degeneration continues and around 8 or 9 the boy is no longer able to stand or walk independently.  Boys with DMD are usually first provided with a manual wheelchair.  As the disease progresses, there is a progressive loss of strength in the shoulders and upper arms at which time independent propelling of the wheelchair becomes too difficult.  The boys then receive a motorized wheelchair.

Associated reactions/conditions

Due to their decreased level of activity, boys with DMD are often rather overweight.

Severe respiratory problems mark the diseases final stages usually claiming the lives of those affected during their twenties.

WHAT DOES THIS MEAN FOR TRANSPORTATION?

1. Students with DMD who are still able to walk will have very precarious balance.  These students will need help getting up and down the bus steps.  Consult with the students’ Occupational/Physical Therapist about walking ability.

2. The goal in treating students with DMD is to keep them out of a wheelchair as long as possible.  Students who can no longer manage the school bus steps may not have a wheelchair yet.  However, students should never be allowed to stand on the lift.  Check with the Occupational/Physical Therapist about using wheelchairs for bus loading only.

3. Because of weakness, they may not be able to catch themselves if they start to fall.  They will need total assistance to get back up.

4. All persons working with such students should be aware of the deteriorating course of the disease and the increasing debility that results.  Statements such as “You could do it last week.  Why can’t you do it now?” should be avoided.

5. As such students become wheelchair-bound, they will lose muscle strength in their back muscles, making sitting up straight during the bus ride very difficult.  Discuss this with the students’ Occupational/Physical Therapist.  Students may be in a tilt in space wheelchair to minimize the effects of gravity on the spine.  This type of wheelchair must be secured in a very specific way.

6. Should lifting students with DMD ever be necessary, extreme care should be used.  Due to their muscle weaknesses, such students will have a tendency to slip through one’s arms.

SPINAL MUSCULAR ATROPHY (SMA)

Description

When nerves fail to function normally, the muscle cells with which they are connected deteriorate.  SMA is a disease in which muscles weaken and waste away due to the degeneration of motor neurons – the nerve cells in the spinal cord that innervate muscle fibers.  SMA prevents the neurons from delivering electrical and chemical signals that muscles depend on for normal function.

There are four different types of SMA, which can affect both boys and girls.  The types vary according to age of onset and rate of progression.  The intermediate form of SMA is the form we see most commonly in the school system.

Cause

The intermediate form of SMA is usually inherited in a pattern where both parents carry the defective gene and each child has one chance in four of being affected.

The clinical picture

The infants with intermediate SMA appear to progress normally until they reach 6 to 18 months of age.  After that, symptoms include progressive muscle weakness throughout the trunk and extremities.

Degree of involvement

The weakness is usually so severe that the children are unable to stand.  Therefore, they are often in a wheelchair at a very young age.  Early powered mobility provides these children with a way to explore their environment, which otherwise they cannot do.

The progression of intermediate SMA may remain static or there may be brief periods of worsening interspersed with long periods of stability.

Associated reactions/conditions

These children usually have average to above average intelligence.  In spite of trunk weakness and severe deformities, they often insist on being in the mainstream of activities.

Respiratory insufficiency due to progressive weakness of the respiratory muscle is the usual cause of death.  Most children with this disease survive to early childhood some however live longer.

WHAT DOES THIS MEAN FOR TRANSPORTATION?

1. Students with SMA are normally of average to above average intelligence.  Due to their muscle weakness, they are often in a motorized wheelchair as early as two years of age.

2. Due to muscle weakness in their trunks, these students may have difficulty maintaining an upright trunk while on the bus.  Let the Occupational/Physical Therapist know if this difficulty is observed.

3. It is critical that students with SMA not be positioned at the back of the bus.  They have severe weakness of the neck muscles and will have extreme difficulty holding up their own heads.

4. As students with SMA get older, they may have difficulty in lifting up their arms.  These students may have to ask for help should their arms fall off the wheelchair armrests.

OSTEOGENESIS IMPERFECTA (OI)

Description

OI can be literally translated as meaning imperfectly formed bones.  The common term is brittle bone disease.

Cause

The condition is inherited.  Males and females are equally affected.

The exact cause of OI have not been pinpointed, however, evidence points to a problem in the development of collagen in the body.  Collagen can be likened to the framework upon which bones and tissue are build.

The clinical picture

If the collagen framework is defective, the bones fracture easily, the skin is loose and transparent, and the muscles lack tone.

Students who are afflicted require special care in lifting and carrying.  Bones can be broken by the most minor bump or twist.

Degree of involvement

These students may be able to walk with the aid of braces and crutches on a limited basis.  However, most students will use a wheelchair for long distances if not totally.

Associated reactions/conditions

· Limbs are small.

· Limbs are often bowed in various contortions due to multiple fractures and healing in the deformed position.

· Short stature and stunted growth.

· Tendency to bruise easily.

· Excessive sweating.

· Triangular shaped face.

WHAT DOES THIS MEAN FOR TRANSPORTATION?

1. Bus drivers and aides must be alert to the possibility of fractures and should remember fractures may occur spontaneously in these students.

2. If bus drivers or aides believe a fracture may have occurred, students should not be moved until the parents or paramedics can be contacted.

3. Bus drivers and aides should be aware students with OI have increased perspiration and may have difficulty in handling hot temperatures on the bus.  Let the student’s teacher and parents know if this happens.

4. The transportation staff should be aware of the possibility of a gradually developing hearing impairment with students who have OI.

TRAUMATIC BRAIN INJURY (TBI)

Description

Traumatic brain injury means an acquired injury to the brain caused by an external physical force resulting in total or partial functional disability or psychosocial impairment or both.

Cause

TBI occurs from trauma to the brain through falls, motor vehicle accidents, near drowning and any type of external physical force.

Brain damage can result from the injury itself and/or from secondary injury of the brain in the form of swelling, bleeding and increased pressure on the brain.

Degree of involvement

Injury to the brain can be localized or general.  The amount of involvement due to a TBI can very greatly from complete recovery to total disability.

Associated reactions/conditions

Physical Deficits:

      Based on the severity of the brain injury one side of the body may be involved or 

there might be total involvement of all 4 extremities.  Often spasticity is present.  There can be a lack of coordination and balance.

Sensory deficits:

There can be difficulties with visual field, loss of hearing, difficulty with visual tracking, visual perceptual deficits and sensory-motor planning.

Communications and Language Disorders:

TBI can cause problems with receptive and/or expressive language.  There can be poor quality of speech (dysarthria) and word-finding problems (aphasia).

Behavior Problems:

There can be a full range of emotions and actions including withdrawal and depression, low frustration tolerance and motivation, impulsivity and aggressiveness.

Cognitive:

Deficits in memory are common.  Other areas of deficit are attention and concentration, judgment, distractibility and direction following.

WHAT DOES THIS MEAN FOR TRANSPORTATION?

1. If able to walk students who have had a traumatic brain injury may have trouble with balance and coordination and therefore should b supervised when going up and down the bus steps and when walking on the bus.

2. Sudden movements and loud noises should be avoided as much as possible since they may aggravate movement disorders, especially with students who have spasticity.

3. These students may have seizure activity.  Follow established seizure activity procedures.

4. Students who are in wheelchairs may have problems with their vision and thus have difficulty in visualizing curbs, the size of the lift, etc.  Supervisors must be given throughout the loading/unloading process.

5. Students who have had a traumatic brain injury often have trouble with direction following and planning.  It is extremely important to practice evacuation drills with these students.

6. Because the brain is healing from the injury changes may occur at variable rates.  Transportation staff should always be aware of changes and never assume “things” are staying the same.

7. Transportation staff needs to be aware of the tremendous impact that the sudden onset of deficits caused by a TBI can have on the entire family.


SEIZURES

Definition:
Sudden attack of altered behavior, consciousness, sensation or autonomical function that is produced by a self-limited disruption of brain activity.  Seizures can range from a momentary blank stare to a temporary loss of consciousness.  Although frightening to all, a seizure is usually non-life threatening.

What the bus driver must have:

a) Emergency Medical Information  (Seizure Plan)

What the driver must know:

a) What is a “typical” seizure for the student

· Petit Mal Seizures

· Grand Mal Seizures

b) What medications the student is taking.

What do you do in the case of a seizure?

Always follow your department’s procedures regarding calling supervisors, etc.  Remember it doesn’t cost to call 911.

a) Begin to time the seizures.

b) Lie the child down on the seat if possible.  Roll them onto their side.

c) Students traveling in their wheelchairs may be better protected remaining in the wheelchair.

d) Protect the student’s head.

e) Be sure fluids drain from the mouth.

f) Remove eyeglasses.

g) Loosen a shirt collar to help with breathing.

h) Stay directly with the student.

i) Student may be disoriented after the seizure.  Have the bus attendant sit with the student.

What else can we do?

a) Purchase climate controlled buses.

b) Consider tinting windows.

c) Allow students to wear sunglasses.

d) Aware of location on bus.

New Procedures Necessary:

· Administering Medication and Treatment

· Diastat

· Magnets and Vagus Nerve Stimulators

RESPIRATORY TERMS

Tracheostomy

Definition:
Surgically created opening in the neck into the windpipe, which allows the student to breathe if he/she is unable to breathe well through the nose or mouth.  The opening may have a metal or plastic tracheostomy tube inside to keep it open and allow air to pass in and out of the windpipe and lungs.

Some students can breathe through the tracheostomy opening in itself.  Others may need mechanical assistance to breathe through a ventilator.

Ventilators

Definition:
A ventilator is a mechanical device, which helps a child to breathe by pushing air into the lungs.  Ventilators need a battery or other power source to function.  Many students also need supplemental oxygen.

· Ventilator trays must be securely fastened to the wheelchair.  In turn, the ventilator must be attached to the tray with more than a Velcro strap.

ON THE BUS:

· Location on the bus is important – student with a tracheostomy should not be positioned across from or near the lift or door where they are exposed to dust or debris.

· Be careful when fastening occupant restraints to avoid dislodging the tracheostomy tube.

· If tracheostomy tube becomes displaced – in many cases it can be easily repositioned.  However, with some students who have narrowing of their trachea, if the tube is displaced, this could be life threatening.

· School systems must have an emergency medical plan in place regarding who can replace a trach tube.  The state’s nurse practice regulations must also be followed.

· Tracheostomy tubes can be plugged with mucus and may have to be suctioned.

· The school system must have a written plan regarding who may perform suctioning.



- Shallow suctioning




Vs.



- Deep suctioning

· A suctioning machine on the bus must be well secured during transportation.

OTHER MEDICAL EQUIPMENT:

· Oxygen

Oxygen tanks should be removed from the wheelchair and mounted to the wall of the bus.

· Transported upright

· Supplemental oxygen should be transported by parent.

· Pulse Oximeter

Students may wear a pulse oximeter, which is a probe attached to the child’s finger or toes.  The probe measures the amount of oxygen saturation in the blood and an alarm can be set to sound if the oxygen falls below a certain level.

· Manual resuscitation bag (Ambu bag)


In case of equipment failure.

NEED TO KNOW:

· Placement of Occupant Restraints

· Soft Cervical Collar

· CPR

GASTROSTOMY TUBES

Definition:  tube, which passes food and fluid directly into the stomach/intestines through a surgical opening.  Feedings can be given as single large volumes (bolus) every 3 – 6 hours or as a continuous drip throughout the day or overnight.

Occupant Straps

Be careful when fastening occupant restraint to avoid dislodging or pulling on the gastrostomy tube.

Procedures Necessary:

1. Continuous drip feedings

2. Transporting the pump

3. If “G” tube comes out

POINTS TO REMEMBER

It is critical to note that children with the same medical diagnosis may present a very different picture.  Each child is unique and we can’t simply generalize how they will react.  Thus two students should never be compared and assumptions should never be made based on what another student can do.

IT IS CRITICAL THAT THE TRANSPORTATION NEEDS OF STUDENTS WITH COMPLEX MEDICAL CONDITIONS BE DISCUSSED AT THE STUDENT’S INDIVIDUALIZED EDUCATION PLAN (IEP) MEETING.  A REPRESENTATIVE FROM THE TRANSPORTATION DEPARTMENT MUST BE AN ACTIVE PARTICIPANT IN THE IEP PROCESS.

The IEP Meeting is where decisions regarding the need for a nurse to accompany the student on the bus should be made.  Other plans should include emergency evacuation planning and involvement of local emergency response terms.

OTHER TERMS

1. HIV / AIDS / Communicable Diseases

Due to confidentiality requirements transportation staff may never be aware of some conditions.  Therefore, staff should always practice universal precautions.

2. Universal Precautions:

- simple methods to create barriers between a care provider and a student’s blood and body fluids.

Precautions:

· Protective equipment; i.e. gloves, gowns, face shields/mask

· Puncture proof containers

· Disinfectants to kill the virus

· Discarding items and articles contaminated

· Wash hands immediately

3. State Nurse Practices Act

Each state’s Nurse Practice Act defines what procedures can and cannot be delegated to trained school staff members and what supervision requirements are needed.  Great care should be demonstrated by all Transportation Directors regarding their state’s Nursing Practice Act that identifies what specific interventions, activities and health care measures a special needs driver or assistant can provide on a routine basis, what can be provided on an emergency basis and what must be provided by certified nursing personnel for the students who are medically fragile/technology dependent.  (Mountain Plans Regional Resource Center Regional Report, December 1996.)
4. Anaphylactic Shock

This is a major medical emergency.  Extreme allergic reaction to bee stings, medicine, etc.  The smooth muscles in the respiratory system close off so the victim is not able to get air in and out of lungs.

5. Asthma

Can be a serious medical emergency.  An asthma attack can sometimes be brought on by excitement.  Passenger needs good ventilation while in transit.

6. Cystic Fibrosis

These students may have breathing and heart problems.  If they sweat a lot, they will suffer serious salt depletion, which is a medical emergency.

7. Diabetes

An insulin reaction is a serious medical emergency.  Symptoms are anxiety, headache, blurred vision, hunger, abdominal paid, profuse perspiration, tremulousness, disorientation, slurred speech, and seizures.  If the person appears to be going into insulin shock, some form of easily digestible sugar should be given, for example, sugar, orange juice, soda pop or candy.

8. Hemophilia

Disease of the blood where it fails to clot and abnormal bleeding occurs.  When a head or neck injury is sustained, this becomes a top medical priority.  Passenger may stop breathing or rapidly sustain brain damage.

9. Leukemia

May have a tendency to vomit while on chemotherapy.  Tend to be anemic and bleed easily.  Bones may be more fragile.

10. Service Animal

Animal individually trained to do work or perform tasks for the benefit of an individual with a disability.

11. Central Venous Catheter (CVC)

A long-term intra-venous line that is inserted surgically into a deep, large vein in the neck or chest, usually near the heart.  Students usually have CVCs when they have a need for long-term delivery of intravenous food and/or medication.  These students maybe receiving chemotherapy or antibiotic therapy.

12. Colostomy

A surgical opening in the large intestine that is used to drain stool when part of the colon does not function properly due to blockage, infection, birth defects or other problems.

13. Ileostomy

A surgical opening in the small intestine that is used to drain feces if the colon has been removed or is unable to be used due to disease, injury or blockage.

ASSIGNMENT OF SPECIAL TRANSPORTATION ROUTES

The Transportation Administrative Staff shall have the responsibility of grouping the handicapped students to be transported based on existing State and Federal guidelines, the needs of the students and the efficiency of operation.  Students in each program will be grouped as efficiently as possible based on handicapping conditions, feasibility and the length of the bus ride.

Drivers and attendants must understand that this procedure coupled with the ever-changing Special Education program necessitates an almost total change in Special Transportation routes from year to year.

SPECIAL TRANSPORTATION BUS ASSIGNMENT

The Administrative Staff will assign buses to routes, not to the individual drivers.  This assignment will be based on the specific needs of the handicapped students to be transported and the length of the route.  It must be understood even this assignment may change as the needs of the students transported change.

SPECIAL TRANSPORTATION JOB DESCRIPTION  ---  DRIVER

TITLE:

Special Transportation School Bus Driver



QUALIFICATIONS:




1.  Must meet all standards and qualifications set forth by State Law and school 


     district policy for school bus drivers.


2.  Possess the qualities and desire to work with handicapped students.

3.   Successfully complete a Cardiopulmonary Resuscitation Course (CPR) and First 

Aid and maintain a current valid card on file in the Transportation Office.

4.   Must be able to physically lift fifty (50) pounds and bend to the floor to adjust seat 

belts and secure wheelchair straps.

REPORTS TO:
Supervisor of Special Education Transportation 

PERFORMANCE RESPONSIBILITIES:

1. Driver shall be responsible for medical alert information, seat assignments 

And discipline on the bus

2. Driver shall maintain a complete knowledge of the needs of each student 

      transported.

3. Driver is responsible for operating the lift.  Driver will be outside the bus when doing this.

4. Driver shall make final checks on all wheelchair straps, lap and shoulder belts, wheelchair brakes, seat belts, safety vests and toddler seat securement.

5. Driver shall follow school district guidelines regarding student management and discipline; reporting incidents to the proper personnel.

6. All final documentation is the responsibility of the driver.

7. Driver shall have direct contact with parents and teachers or school staff.

8. Driver shall attain/renew CPR and First Aid certification every 2 years, or as determined by departmental guidelines.

9. Driver shall participate in in-service as well as periodic training as directed by the Director of Transportation.

10. Driver shall check their mailbox before and after each route.

11. Driver and Attendant shall keep interior of the bus clean.

12. Driver shall do daily vehicle checks as required by departmental guidelines.

13. Driver is responsible for reporting mechanical problems as well as lights needing replacement, etc. to the shop by using the Driver’s Trouble Report.

14. Driver shall perform other duties as assigned by the Supervisor of Special Education Transportation.


15. Driver shall assist student to physically evacuate the bus, which may require lifting or                                                                 .                 pulling the student to safety.
SPECIAL TRANSPORTATON EMPLOYMENT POLICY --- DRIVER
Only regular route drivers from Klein I.S.D. will be considered for employment as drivers in the Special Transportation Program.  Any regular route driver wishing assignment to Special Transportation must indicate this desire to the Supervisor of Transportation.  The Administrative Staff shall review all of the candidates whenever an opening in Special Education becomes available.  As this constitutes a new assignment, the newly assigned driver must successfully complete a six (6) month probationary period to be considered for permanent assignment to the Special Transportation Program.  (Note: Seniority in Special Transportation starts with the initial assignment to a Special Education Route.)

SPECIAL TRANSPORTATION JOB DESCRIPTION --- ATTENDANT
TITLE:

Special Transportation School Bus Attendant

QUALIFICATIONS:

1. Must be at least twenty-one (21) years of age.

2. Must meet all other standards and qualifications as set forth by State Law and school district policy.

3. Possess the qualities and desire to work with handicapped children.

4. Successfully complete a Cardiopulmonary Resuscitation (CPR) and First Aid course 

and maintain a current valid card on file in the Transportation Office.

5. Must be a high school graduate or equivalent (GED).

6. Must be able to physically lift fifty (50) pounds and bend to the floor to adjust seat 

belts and secure wheelchair straps.

REPORTS TO:
Supervisor of Special Education Transportation

PERFORMANCE RESPONSIBILITIES:

1.  Assists the bus driver in supervising the students at all times.

2.  Provides required assistance to any Special Education student as needed.

3.  Operates specialized equipment as trained by designated professional personnel.

4.  Attendant shall be observing the students at all times while on the bus.

5.  Attendant shall assist in loading/unloading special needs students and equipment.   This is done from within the bus.

6.  Attendant shall assist in securing students on the bus with seat belts, safety vests, occupant restraint systems, wheelchair straps and car seats.

7.  Assists students to physically evacuate the bus, which may require lifting or pulling

       the student to safety.

8.  Attendant shall help with student discipline with the driver’s approval.

9.  Relay or redirect all questions from parents or teachers to the driver.

10.  Prepares and maintains accurate and complete records as assigned by the driver.

11.  Participates in in-service training as directed by the Director of Transportation.

12.  Performs other duties and functions as assigned by the Director of Transportation.

13.  Attains/renews CPR and First Aid certification every 2 years or as determined by       departmental guidelines.

            14.  Attendant and Driver shall keep the interior of the bus clean.
             15.  Attendant shall maintain a complete knowledge of the needs of each student

                    transported. 

             16.   Attendant shall have a complete knowledge of the route and be able to guide

                     a substitute driver directionally.

SPECIAL TRANSPORTATION EMPLOYMENT POLICY --- ATTENDANT
Applicants for the position of attendant must first complete an application for employment with Klein I.S.D. Transportation and answer all questions truthfully.

Before an applicant may be considered for employment he / she must appear for a personal interview with the Supervisor of Special Education Transportation Services.

All special Transportation attendants will successfully complete a Cardiopulmonary Resuscitation (CPR) and First Aid course and maintain a current valid card on file in the Transportation Office.  Courses will be offered by the District for this purpose.

DRIVER / ATTENDANT RELATIONSHIP

The Special Transportation service depends on the efforts of the driver and attendant working together to meet the needs of the handicapped students they transport.  Both individuals must keep in mind they are on the school bus to provide a necessary service to these students and are acting on behalf of Klein I.S.D.  Therefore, professional behavior is required at all times.  Driver and attendant should put personal feelings and differences aside and strive to provide for the needs of each student transported.  Tension and discord between driver and attendant cannot help but affect the quality of the service provided.  Even the students, regardless of the severity of the handicapping condition, are affected as they can sense the problem and be left with a feeling of insecurity.  The driver and attendant must always remember the student comes first.  If all energy is directed towards the care of the students and in pride of a job well done, there should be little time for personal differences.

Job related differences usually stem from differing opinions as to procedures, duties, responsibilities and authority.  Simply following the guidelines set forth in this handbook may solve some of these problems.  Others may be resolved through open communication prior to becoming a problem.  Unfortunately most people have preconceived ideas as to how things are to work.  Conflict arises when the driver and attendant have differing opinions on how things are to be done on the school bus.  This may be resolved if the driver and attendant would sit down and talk about their concepts of student management, shared responsibilities, duties, etc.  This should be done prior to the start of the school year or each time a driver or attendant change takes place.  In this way both parties are afforded the opportunity to express opinions and necessary compromises can be worked out before differences become problems.  If this process is to work, both individuals must have an open mind and understand and respect the opinion of the other.  In this manner, mutual respect is established and the best interests of all concerned are served.  Remember, there are two individuals on the Special Transportation school bus and there is not room for both if one, having an overbearing manner, ignores the feelings of the other and tries to dictate how things are to be done.  Ideally the driver and attendant are members of a team working together as one for the benefit of the students they transport.

Another area of difficulty is due to a situation unique to Special Transportation.  The time spent on the school bus when no students are on board, leaves the driver and attendant in a quandary as to what to say or do.  Conversations should be kept light or should pertain to the students who ride the bus and the service provided to them.  All too often drivers and attendants allow personal problems to creep into these conversations.  Do not burden your co-worker with your problems.  Personal problems need to remain just that, personal.  When these problems start to affect an individual’s performance, it becomes a District problem.  The District understands individuals do go through crisis situations from time to time, but it cannot allow this to affect the safety of the students or the quality of the service provided.  Again, the handicapped student must come first.

TRAINING:

Transportation employees receive initial and continuous training to enhance their skills.  The Transportation Department is committed to continuously improving our service through the education of our employees.  The Texas Engineering Extension Service (TEEX) at Texas A&M University has certified the Klein I.S.D.’s driver trainer staff as school bus driver trainers.

EVALUATION AND RETRAINING:

All new drivers and attendants will be evaluated initially at sixty (60) days. After the initial evaluation, the Transportation Department routinely evaluates driver performance and incorporates training into the process. Drivers are observed and given feedback and direction to enhance operational skills.

Drivers performing below expected levels are retrained. A driver trainer is assigned to the individual to provide one-on-one interaction and assure improved performance.

SPECIAL NEEDS TRAINING:

All drivers and attendants new to special education routes will receive training in special needs transportation.  A basic course in route driving (drivers only), introduction to a special needs bus, student loading and unloading, wheelchair management, confidentiality and evacuation procedures will be given.  Additional specialized training for individual students will be offered as needed.

Drivers will be required to receive annual training for blood borne pathogens and back health awareness and lifting techniques.

CONFIDENTIALITY:

Student’s right to confidentiality regarding information about their disabilities is absolute.  The Federal Family Education Right to Privacy Act of 1974 (FERPA) guarantees these rights.  The focus of this law is that information about children, including information about a child’s disability, may not be shared with anyone unless they have a genuine need for access to the information for the safety of the child.  Transportation employees are entitled to access information necessary to carry out their responsibilities.  Information about a child must only be shared within the transportation operation with those who are responsible for providing services.  This would include administrative staff, regular and substitute drivers and aides who will be serving that specific student. 

Special Education drivers and attendants will be trained about the use and misuse of 

  confidential information.

PRESCHOOL STUDENTS

Preschool students will be transported according to the National Highway Traffic Safety Administration’s guidelines. These guidelines say that the students are to be properly secured in a Child Safety Restraint System (CSRS). These systems include; safety vests, integrated seats and car seats. There will be no exceptions. Personnel responsible for securing CSRS’s onto school bus seats are properly trained and all personnel involved with CSRS’s are provided with up to date information and training.

The preschool students should be seated at the front of the vehicle to provide the drivers with quick access to and a clear view of the CSRS occupants.

CSRS’s should hot be placed in seats adjacent to emergency exits.

Safety vests are secured to the bus seat by a seat-mounted strap. The safety vest has 4 D-rings, 2 at the top and 2 at the bottom. These D-rings are secured to the hooks attached to the seat-mounted strap. If all 4 D-rings are connected to the strap hooks, the seat belt should not be used. If the bottom 2 D-rings are not connected, the seat belt must be used. All preschool students that ride in safety vests must have crotch straps. There will be no exceptions.

No one should be sitting in the seat behind a child who is in a safety vest unless they are restrained. This means, a safety vest, car seat, integrated seat or seat belt.

LOADING AND UNLOADING AT THE SCHOOLS

When unloading at the school, the ambulatory students are to get off first and the wheelchair students last.

When loading at the school, the wheelchair students are to be loaded first and the lift door closed and secured. The ambulatory students will then get on the bus.

GUIDELINES FOR LOADING AND UNLOADING WHEELCHAIRS

LOADING:
When the student is on the lift platform

1. Driver will assist the student in positioning the wheelchair on the lift platform.

2. Student always faces away from the school bus.

3. It is the driver’s responsibility to make certain the wheelchair brakes are locked.

4. Motorized chair, unless specified by the ARD committee, power is turned off and chair is pushed into position in manual mode.

5. The driver will keep one hand on the chair as it is raised and operate the controls with the other hand.

6. Lap belt on wheelchair must be secured around the student at all times while on the lift or riding on the bus.

SECURING THE WHEELCHAIR ON THE BUS:
1. Wheelchair brakes are locked.

2. Motorized chair – power is turned off.

3. Wheelchair is facing forward (no exceptions).

              4.  Two (2) retractors or over-center buckle

straps are required on the front of all wheelchairs. These straps must be the same type.
Two (2) retractors or over-center buckle straps are required on the rear for all wheelchairs. These straps must be the same type. For a motorized wheelchair, (4) retractors or over-center buckle straps will be used on the rear due to the additional weight of the chair. These straps must also be the same type. 

5.
Attach wheelchair straps around the structural frame as close to the seat as possible.  (Do not attach to wheels or any detachable portion of the wheelchair).  Straps should be a 30 to 60 degree angle from the floor.

      See Illustration on next page.

6.   Do not let straps bend around any object.  Do not crisscross straps.

7. Always use the seat belt and shoulder belt that are attached to the bus.  Make sure that the buckle for the lap belt is located low at the student’s pelvic zone and is opposite of the side from where the shoulder belt extends.

8. Lap tray/board is to be removed from the chair (unless otherwise specified by the ARD committee) and stored securely during transport

9. Backpacks, lunch kits, etc., to be removed from the back of the chair and stored securely during transport.

UNLOADING:  

1. The attendant will position the wheelchair on the lift platform.

2. Student always faces away from the bus.

3. Wheelchair brakes are locked.

4. Motorized wheelchair – power is turned off.

5. The driver will keep one hand on the wheelchair as it is lowered and operate the controls with the other hand.

Whenever possible, lift is to be brought down onto a flat surface rather than a raised surface to minimize the possibility of the wheelchair rolling off the back of the lift or damaging the lift.
[image: image2.png]SURE-LOK

WHEELCHAIR TIE-DOWNS & OCCUPANT RESTRAINT SYSTEMS

Installation and Operation of Lap Belts

All Sure-Lok occupant restraint lep belts can be properly installed by simply ensuring that the shortest buckte seotion
of the lap belt s attached on the aisle side, qpposite of the veticle sidewall whers the shoulder belt s attached.

P e

TIaR L0100 05400 "

[ —— Restraint —_

Occupant
Restraint —=]

()

I¥0T0000000000%0

Figure 1 Figure 2




EVACUATIONS

Each driver needs an Emergency Evacuation Procedures Plan for each run, both morning and afternoon.  These plans are to be updated periodically as the route changes.  A copy of the plan is to be kept on the bus at all times and a copy on file with the Special Education Coordinator.  Substitute and summer school bus drivers and all attendants must be informed and familiar about the details of the evacuation plans.

Drivers are to familiarize their students with the evacuation procedures.  A practice evacuation will be done twice a year, Fall and Spring.  Documentation will be kept on the practice evacuations and filed with the Special Education Coordinator.

Evacuation Plan Standard

· Plan must be written

· Plan should document whether student is in a car seat, safety vest, integrated seat, wheelchair, etc.

· Plan should include one plan for front exit and one for rear exit evacuation per route.

· Based on the exit of evacuation, each plan should note numerical order of how students will get off the bus.

EMERGENCY EVACUATION PROCEDURES FOR SPECIAL EDUCATION 

1. Once there is an accident or emergency, the driver should check and make         

                  sure everyone is okay.


 2.  The driver should then notify central base as to the location and what help is


      needed: 1) police 2) ambulance and 3) supervisor. (USE CODES)

3.  The driver should check for injuries to students and administer First Aid, if

 necessary.


 4.  The driver should keep all students on the bus unless safety conditions  

                  warrant their removal.

 5.  If the driver must remove students, the driver should assemble the students 

      one hundred (100) feet or more away from bus.

            6. The driver must always remember that the most important thing is the  

      students’ safety.

7.  If the wheelchair students must be removed from bus, the driver should use 

       the lift if possible.

 8.  The driver should not use the electric lift if there is a possible fuel leak.

 9.  The driver must know how to manually operate the lift on whatever bus they 

       are driving.

10.  The driver needs to decide ahead of time, which students should be 

       evacuated first on each run and how to evacuate the rest of the students.  

11.  The driver in some cases must remove the students from wheelchairs in            

       exiting the bus.  The type of removal will vary according to the student,

       situation and the exit order.  Driver and Attendant must be familiar with all  

       situations.

12.  The driver should try to remove all students as quickly as possible from the 

        bus.

13.  The driver may need to have someone help them remove the students from the bus.  This should be done by:


       
a.  Attendant



b.  Supervisor



c.  Bystander



d.  Passing motorist



e.  Student

14. The driver should never allow anyone to take any students away from the 

      scene of the accident.

Evacuation Procedures for Students with Disabilities

Category                              Evacuation Procedures      Comments
	
	
	

	Hearing Impairments
	1. Have students evacuate by walking or crawling to nearest unrestricted exit.
	1. Mild communication problem; look and speak directly at student. 

	
	2. Have helper assist driver-using fire extinguisher, if necessary.
	2. No noted mobility problems.

	
	3. Have helper control other students at control area.
	

	
	
	

	Deaf / Blind
	1. Get attention by “tapping twice” on shoulder.
	1. Restricted communication problem.

	
	2. Use finger spelling to indicate evacuation
	2. No mobility problem.

	
	
	

	Mental Impairment
	1. Develop routine work commands for evacuation.
	1. Limited communication problem.

	
	2. May need a designated helper for blind students.
	2. No noted mobility problem.

	
	
	

	Mentally Challenged
	1. Ambulatory (walk off)
	1. Assess each individual to determine if they can or cannot help.

	
	2. With capabilities help other students to evacuate.
	

	
	3. Have students assist driver by using a fire extinguisher if fire is present.
	

	
	
	

	  Orthopedically Impaired

  
	 1. Non-ambulatory (confined to some seating device). May crawl or need to be carried to exit.
	1. May have extreme communication and mobility problems.

	
	
	

	
	
	

	Category
	Evacuation Procedures
	Comments

	
	
	

	Other Health Impairment Behavior- Emotional Disorder and Speech Impairment
	1. Use a firm tone and physically direct student to an emergency exit.
	1. Difficult to communicate with students.

	
	2. Students may have to be guided by another student to control area.
	2. Students have mobility to walk off bus.

	
	
	

	Specific Learning Disability
	1. Have students evacuate by walking to nearest exit assisted by helper.
	1. May not understand instructions in emergency situations.

	
	2. Speak slowly, clearly and use simple sentences.
	

	
	
	

	Visual Impairment
	1. Can walk off with help of a selected helper.
	1. Can communicate.

	
	2. Have students hold hands with another student while evacuating. Use same method in control area.
	2. Has mobility.

	
	
	

	
	
	

	
	
	

	
	
	


CLEANING OF BUSES

The appearance of the school bus, both exterior and interior, does have an effect on how students behave and react on the bus.  Shop personnel will wash the exterior of the bus on a periodic basis, but the driver or attendant may request this to be done as needed by filling out the appropriate request form.  As to the interior of the bus, the driver and the attendant are both responsible for keeping it clean.  The bus should be swept and the trash emptied at the completion of each day.

PRE-TRIP INSPECTION

Any time a school bus is driven during the course of a school day, a pre-trip inspection is required.  This includes AM, PM and noonday runs.  This is pursuant to departmental guidelines and compensation shall be given for performing this duty.

STUDENT MANAGEMENT

Effective student management starts first with how the members of the driver/attendant team perceive the students they transport.  It is important to remember they are children first and each child served is an individual with individual needs.  The fact a child is handicapped is not as important as the child himself.  All too often the “handicap” is the primary concern and the child is forgotten.  If we are to serve these children appropriately and provide a safe atmosphere to and from school, this attitude must be the cornerstone in the approach to student management.

With the preceding in mind, the following are suggestions to help drivers and attendants with student management.

1. Drivers and attendants have the responsibility to create an environment, which is conducive to calm behavior.  A student’s school day starts

      as he boards the school bus and therefore, the first step in creating the        

      desired environment is a friendly greeting from both the driver and

      attendant.  In most cases, this is all it takes to get a student’s school day             

      started in a positive manner and hence easier to control on the bus.  A word 

      of caution should be instilled at this point. The greeting must be sincere as       

                 most students can sense when the driver or attendant is “just going through   


      the motion” and the purpose of the greeting are totally destroyed.

2. Make sure the students understand the rules and regulations under which they must function.  In setting these guidelines of behavior, drivers 

     and attendants must be realistic in their expectations of each student.  Both  

                the setting of standards too high or too low defeats the purpose of 

     behavioral guidelines. Drivers and attendants must strive to be consistent in the manner in which these guidelines are enforced, as inconsistency will be perceived as being unfair and can create problems on the bus with more than just the individual student involved.

          3.  When enforcing behavioral guidelines, drivers and attendants should avoid


     putting a misbehaving student in a “no win” position.  If a child is backed into


     a corner, the driver/attendant leaves the student no alternative but to “strike


     out”.  Driver/attendant attitude towards the student makes a difference in how


     that student reacts to them.  Any display of anger or negative body language,


     can push the student to the point he feels he must fight back to maintain his


     position on the bus (i.e. Personal integrity or status with peers).

4.  In dealing with students from the adaptive behavior program,  


     drivers/attendants must decide if the violation is serious enough to force the 

                issue at the time of the infraction.  This is not to say behavior problems

                involving the student’s safety or the safety of the other individuals

                on the bus should be ignored, but there are times when it is appropriate to 


“let things slide” depending on the mood of the student.  Driver and attendant must know each student well enough to know his/her moods and how he/she will react on the bus.  This knowledge



     will allow them to know when it is appropriate to enforce all rules (immediate


 consequences) or when to defer consequences until the student is better able to comprehend the inappropriateness of his/her actions.


5.  Most students crave attention, but unfortunately in today’s society they learn

 they can get attention more quickly and frequently through inappropriate behavior. Drivers and attendants should make a practice of  “catching their students being good”.  In doing so they are providing positive reinforcement for behaviors, which are conducive to a safe bus ride. This teaches the students that attention can come through means other than misbehavior.  Every student has some positive characteristics if the driver/attendant would just look past what is seen on the surface.  Drivers and attendants should take the time to look and reinforce the positive things they observe.

TIPS ON DISCIPLINE


1.  Be sincere in your work.


2.  Never give an order you do not mean to enforce.


3.  The response of the child is action.  Give your command to stimulate action,


     not to check it.  Say, “do this” rather than “don’t do that”.  Suggest an action


     which can be successfully obeyed.


4.  Give a child time for reaction.


5.  Have a reason for what you ask a child to do and when possible take the time


     to give the reason - he can see the point if you can.


6.  Be honest in what you say and do.  A child’s faith in you is a great help.


7.  Be fair: it isn’t punishment, but injustice that makes a child rebel against you.


8.  Be friendly.  Always show an interest in what they are doing.


9.  Commend good qualities and actions.

          10.  Try being constructive, not repressive, in all dealings with children.

          11.  Remember that a sense of humor is extremely valuable.

          12.  Never strike a child.

          13.  Do not judge misconduct on how it annoys you.

          14.  Do not take your personal feelings and prejudices out on the children.

          15.  Maintain poise at all times.  Do not lose your temper.

          16.  Remember - “The tongue is the only keen-edged tool which grows sharper


      with constant use”.  Do not nag, bluff, or be overbearing.

          17.  Look for good qualities - all children have them.

          18.  Do not “pick” on every little thing a child does.  Sometimes it is better to


      overlook some things.

          19.  Bear in mind that misbehavior is seldom willful.  There usually is a cause


      and it may be in yourself or some other influence outside the child.

          20.  Listen for suggestions and complaints from the children.

21.   Follow up on all cases, which have been disciplined.  Be certain that you          

                 still have the respect and confidence of the child.

          22.  Set a good example yourself.

          23.  Intelligence in handling youth consists of thinking faster than they do.  If


      they can out-think you, then you are not using your maturity and the


      advantage of your advanced education.  You should see the possibilities


      before they become results.

          24.  Defiance to established procedure comes from failure in some adults to keep


      the situation in hand.  If there is danger of a direct break, the child should


      not be forced.  An adult’s will should never be pitted against that of a child.


      It is far wiser to give some simple directions that will be mechanically 


      obeyed and pick up the reins of control in a quiet way.

          25.  Never hold a child up to public ridicule.  It is the surest way of creating a


      discipline problem.

PLANNING FOR SUCCESS

The first thing drivers can do is plan for every student to have a successful bus ride.  By deciding ahead of time that every student will succeed, you have taken the first step in helping a student to do just that.  During the course of the year, you will become significant adults in many students’ lives.  To start off on the right foot, remember these tips:


1.  Provide a positive relationship in which driver/attendant shows willingness

     to listen, identify, and extend themselves to the students.


2.  Provide realistic information in a constructive manner.


3.  Be warm, considerate and responsive to students.


4.  Socially integrate the bus.


5.  Resist over reacting to students’ behaviors.


6.  Decline to blame, condemn or penalize students.


7.  Find each student’s strengths and bolster his/her self worth.


8.  Maintain good feelings about yourself, as a model.

Remember:  You are the adult in charge.  You can engineer success or not.  Prevention is easier than correction.  Take time to get to know your students so you will recognize the warning signs that trouble is about to happen and take action before it starts.  By taking action before trouble starts, you can prove to the students that they can be good.  It is all right to “set students up to succeed”.  By doing so you are teaching them what success is like, how it feels and how to achieve it.  Many of these students have no idea what that is like.  Behaviors that do not promote achievement, positive attitudes or student involvement are linked with higher rates of inappropriate behavior.  That means it is in your best interest to encourage achievement, positive attitudes and student involvement, which will promote a higher rate of appropriate behavior on your bus.

MUTUAL TRUST AND RESPECT

One of the best ways to manage student behavior is to prevent inappropriate behavior from occurring in the first place.  One way to do that is to build an atmosphere of mutual trust and respect between yourselves and the students on your bus.  This will let each student know that you value him/her as an individual and that you expect the same in return.

Characteristics a driver and attendant need to build an atmosphere of mutual respect and trust are:


1.  Show a positive attitude - every ride is a new day


2.  Maintain consistency - do not be afraid to set limits


3.  Be flexible - allow appropriate behavior within those limits


4.  Show understanding


5.  Catch them being good


6.  Leave the past alone
EVALUATION OF SAMPLE DRIVE
INTRODUCTION TO BEHAVIOR MANAGEMENT

There are as many reasons for a student to behave inappropriately as there are students.  Some of the most common reasons are:  not feeling well, wanting attention, having had an argument with mom or dad, or having been picked on which, out of frustration, makes some students pick on others.  Even with all the different reasons students act inappropriately, there are some things drivers and attendants can do that will help a student behave appropriately.

BEHAVIOR MANAGEMENT VOCABULARY

Appropriate Behaviors
 - any behavior that is acceptable for the situation

Behavior


- anything a person says or does

Behavior Management

System


- a planned system for dealing with student behavior

Consequences

- the results of a student’s behavior

Disciplinary Slip

- sometimes called a referral slip. A piece of paper





   that tells a teacher, principal or parent the 





   inappropriate behavior of a student.

Engineer Success

- planning for a student to behave appropriately on the bus,

And making sure you do everything you can to see that        the student complies

   Inappropriate

- any behavior that is not acceptable for the situation.

   Reinforces / Rewards 
- the consequences of appropriate behavior

Social Reinforcers              - positive statements given to students for appropriate

                                      behaviors.

Token Reinforcers              - a reward given for appropriate behaviors; for example, 

                                              stars, stamps, certificates, stickers

Verbal Praise                      - same as social reinforcers’ for example, “thank you” 

                                               “good job”

BEHAVIOR MANAGEMENT SYSTEM

By designing a behavior management system, the transporter has established up front the boundaries within which the students may function.  You have to be very clear what the rules are and what the consequences will be for both following the rules and not following the rules.

From this point on it is up to the individual student.  This system is designed to keep reminding the students that they are responsible for their own behavior.  The decision to follow or not to follow the rules is up to them.  It they do follow the rules, certain good things will happen to them.  If they do not follow the rules, certain bad things will happen to them.  Either way it is their choice.

A behavior management system is only as good as the person in charge.  You must design a system that will work for you.  That means you may have to experiment before finding the right system.  Here are some basic guidelines for drivers.


1.  Don’t correct inappropriate behavior publicly when the matter can be handled


     gently and privately.


2.  Don’t move toward the student, it may be interpreted as a threat.


3.  Do develop nonverbal cues.

           4.  Do identify the inappropriate behavior; tell the student exactly what he or she was doing that was inappropriate.


5.  Be personal with statements to the students such as “I care about you”.


6.  Avoid references to the past.


7.  Emphasize behavior, not feelings.


8.  Work with students to formulate successful, simple alternatives.


9.  Be committed, never give up, hang in there longer than the student expects.

          10.  Decline to accept excuses.

STEPS TO FOLLOW

1. Decide safety rules for your bus.


     
-  Limit those rules to a maximum of five.



-  Post the safety rules on the bus so everyone can see them.



-  Make sure your rules are in line with Klein I.S.D. procedures



   and policy on discipline.

2. Decide consequences for breaking a rule.



-  Make sure you have the support of the principal, or the teacher,


              or Transportation Office in helping you follow through with



   consequences.



-  Make sure you know Klein I.S.D.’s policy and procedure on



    discipline.

-  Never make a threat if you cannot follow through.

3. Identify Reinforcers


-  Another word for reinforcer is reward.  The reward you give



   a student does not have to be elaborate or expensive.



-  Rewards must be appropriate for the student’s age.



-  Stickers and stars are good rewards for younger students.




-  A choice of seats or listening to music are good rewards for



   adolescents.  Both of these rewards are called token rewards.

4. Design a Record Keeping System



-  You should keep a written record of how the students behave, 



    either a chart with check marks for each day’s ride or keep a



    diary of the day’s occurrences.

WHEN A STUDENT CHOOSES TO FOLLOW THE RULES

You must decide ahead of time what the consequences of following the rules will be.  You must decide what your rewards will be.  The trick here is to catch a student doing something good.  It may be for only three minutes but it was a good behavior and it should be rewarded.  The next time it may last for five minutes, then ten and before you know it for the entire bus ride.  To give out rewards for following the rules means you have to be alert so you notice when a student follows the rules.  You need to tell him/her how much you like it when the rules are followed.  This is called social reinforcement.

Praises, smiles and attention are social rewards when they result in an increase in acceptable behavior.  Social reinforcement of one student’s behavior is likely to have a positive influence on other individuals.  You want to help these students feel good about themselves.  You want them to like hearing a “thank you” or “good job” and feel good about that, just like you do when your supervisor says you have done a good job. 

Summary:


1.  Define behaviors you want to see.


2.  Follow every occurrence of the new behavior with social reinforcement.


3.  Deliver social reinforcement with enthusiasm.


4.  Pair social reinforcement with token reinforcement.

WHEN A STUDENT CHOOSES NOT TO FOLLOW THE RULES

If a student chooses not to follow the rules there are certain things you should do.  First, keep in mind that these students need consistency.  No matter what the student has done to break a rule, your reaction should be as consistent as possible.  To maintain the needed consistency, follow these steps:


1.  First time a student chooses to break a rule --- GIVE A WARNING. 


     For example: “Fasten your seat belt, this is your first warning”.  If the 


     student fastens their seat belt; say thank you and “good job”.


2.  If the student still chooses to break a rule --- 


     GIVE WARNING WITH CONSEQUENCE.


     For example: “Fasten your seat belt or I will write a discipline slip to give


     to your teacher”.  This gives the student a chance to comply and it lets him

     know exactly what will happen if he does not follow the rules.


3.  If the student still chooses to break a rule --- TAKE ACTION.

     For example:  Simply write up the disciplinary slip.  Do not argue with the


     student, do not change your mind, do not give him another chance.  If you


     said you were going to write him up then do so.

The first time an infraction happens give a verbal warning as #1 above states.  The number of times you give a warning with a consequence (#2) is up to you.  You should have a consequence for each successive infraction before getting to the point where you write a disciplinary slip to give to the teacher.  For example:  “Quit kicking the seat or I’ll write your name down (you know this as “taking names”)”.  If it continues, “Quit kicking the seat or you’ll get a check mark next to your name”.  If your system gives three check marks before writing a disciplinary slip then you take action as stated in #3 after the third check mark.  The important thing to remember is not how many check marks are given but that the system has been well explained ahead of time and you follow it consistently.

DEALING WITH STUDENT AGGRESSION


DO’S


1.  
Listen


2.  
Write down what they say


3.  
When they slow down, ask them what else is bothering them


4. 
Exhaust their list of complaints


5.  
Ask them to clarify any specific complaints that are too general


6.  
Show them the list and ask if it is complete

          7.
Ask them for suggestions for solving any of the problems that they have    listed


8.
Write down the suggestions


9.  
Observe their body posture during this process

          10.
As they speak louder, you speak softer


DON’TS


1.
Argue


2.
Defend or become defensive


3.
Promise things you can’t produce


4.
Discuss problems that belong to others


5.
Raise your voice


6.
Belittle or minimize the problem

These behaviors take practice.  Think about the times that you have been angry enough to become aggressive with someone you don’t know well, like a clerk in a store or an attendant at a game, etc.  It usually takes some time to “build up courage” to attack and often the person being attacked cannot do anything about the situation.  Parents and teachers sometimes find themselves in the same position.  They would just like somebody out there to listen.  You may be just catching the flack of the general frustration of someone who is unable to cope with the world at that time.

Any CONTINUOUS DISCIPLINARY PROBLEMS need to be discussed with the SUPERVISOR FOR TRANSPORTATION OF SPECIAL EDUCATION.

Reminder:  However you set up your management system, it must be in line with Klein I.S.D. policy and procedures on discipline.
OTHER MANAGEMENT STRATEGIES

A. Shaping:  Encouraging the gradual development of the behavior you want is called             

      shaping.   Begin by reinforcing any response that closely resembles the desired 

      behavior you want.

B. Rule Reminder:  Reminding a student of the rules is a minimal management technique 

used to prevent an inappropriate behavior.  If your consequences are more severe than the infraction calls for, the student becomes confused, resulting in more undesired behavior.  A reminder of rules may be all that is required.  Important rules should be stressed even when students are displaying appropriate behavior.  The reminder also provides predictable structure and conveys the message that rules are important.

C. Summary:  To be an effective manager of student behavior, a transporter needs to communicate assertively how they expect the students to behave on the bus.  Here are some tips to remind you how to do that.


1.  Do not yell or scream at students.  “If I have to tell you one more time to 


     stop fooling around, I’m stopping the bus and throwing all of you out!”


     Getting angry and making threats gets you nowhere and only lets the


     students know that you’ve lost control.  The students are perfectly aware


     that you won’t “throw them off the bus,” so why should they pay any


     attention at all?


2.  Don’t plead or beg.  “For the third time, please, won’t you sit down?”


     Would you respect a boss who begged or pleaded with you to do your


     job?  Remember, you are the boss on the bus!  You have the right and


     the responsibility to expect students to behave.  Your words must reflect


     this attitude.


3.  Don’t use the word “try”.  “Can’t you just try to keep your hands to yourself?”


     You don’t want students to try anything; you want them to do it!  You must


     tell students exactly what you want.  Clearly and firmly tell students exactly


     how you want them to behave.  Use specific language, “Sarah, pick up your


     books and walk quietly off the bus.”  Start your sentences with a directive.


     Tell students what to do, not what they shouldn’t do.  “Kevin, stop jumping


     up and down.  Lisa, put your books on the seat.”

          4.  Stay calm and speak in a normal tone of voice.  Do not appear angry or upset.


     Remember, when you yell the students know you have lost control and they


     have power over you.  When you remain calm, you project an attitude that


     says, “I’m in charge and I know exactly what I’m doing.”  Use verbal praise


     to encourage continued good behavior.  Use your communication skills for


     more than disciplining.  Keep in mind that your words can also encourage


     students to repeat appropriate behavior.  The more you praise, the better


     behaved the students will be.  Try to say something nice to each student


     everyday.  If you want to encourage individual students to behave, tell them


     how much you appreciate their good behavior.


5.  Here are some “praise starters” to keep in mind when you want to positively


     reinforce:


     “Thanks Lisa, I really appreciate you sitting so quietly today.”


     “Josh, I’m proud of the way you helped the kindergartners get on the bus.”


     “Good for you, Kevin, you rode all the way home without me having to 


     tell you to sit down.”


(Taken from The Assertive Educator, Winter 1989)

BACKGROUND INFORMATION

It is important for drivers who have curb-to-curb routes to understand what happens in families who have a child with special needs.  Regardless of whether the child is born with a disability or if something happens to the child during his or her life to cause a disability, it is a very traumatic time for everyone close to the child.

One thing that happens to parents of a special needs child is that they go through periods of emotional adjustment.  Some of the emotions experienced can include denial, anger, guilt, shame, blame, overprotection, bargaining, adaptation and acceptance.  While it is difficult to know how an individual will react to having a child with special needs, it is generally recognized that the process is similar to the grieving process.  Parents grieve the loss of their hopes and dreams for a perfect, healthy child.  This process, while similar to the grief experienced when a loved one dies, is different in one very important aspect: time may not help the healing process.  When grieving the loss of a loved one, time is an ally.  Over time the pain lessens as the adjustment to life without the loved one occurs.  Eventually, the psychological stages of adaptation and acceptance are reached.  In contrast, the disabled child continues to be a part of the family and continues to need special care.  This creates psychological stages of having to accept their child as having a disability.  They will also continue to experience these same emotions and will “recycle” through these psychological stages time and time again.

It is important for drivers and attendants to understand the emotions and stages parents go through.  Drivers on curb-to-curb routes may have more contact with the parents than any other individual in the school district.  By understanding parents’ emotions, drivers can be more understanding and compassionate when working with the students and their families.

WORKING WITH PARENTS

Things you can do to have a good working relationship with the parents:

1.  MAKE POSITIVE INITIAL CONTACT - An effective tool a driver and attendant


has is positive contacts with parents.  Before school starts or during the first



two weeks of school, you should make a point of talking to the parents.


Drivers should tell the parents how glad you are to have their child on


the bus.  By starting the year off on a positive note, drivers have established


a foundation upon which to build their future relationship with the parents.  


Then when you contact the parents regarding an infraction, they will realize

you are being fair with both positive and negative concerns for their child.

2.  BE HONEST - You must be careful not to make promises you cannot keep.  It is


important that you are honest with the parents at all times.  For instance, if the


parents are having a problem meeting the bus; it is their responsibility to find


the solution - not the drivers.

3.  LISTEN - One difficult task a driver or attendant has is trying to balance the desire


to be helpful to the parents and maintain the bus schedule.  Spending a few minutes listening to a parent may mean the difference between a smooth year and a year of problems.  Remember, you do help parents when you are consistent in getting to your stops on time.  You also help when you let the parents know their concerns are your concerns.  When to take the time to listen and when to keep to your schedule is a decision you must make using your professional judgment.

4.  SEND NOTES HOME - Throughout the year, send notes home to the parents telling


them how their child is doing on the bus.  This can be a certificate the student has earned through their behavior management plan or a checklist describing any changes or improvements in their bus behavior.  If the parents meet the bus everyday, this positive communication happens naturally with the drivers.  These contacts can mean so much to parents who are trying to raise a special needs child.

5.  KEEP A JOURNAL - A journal is an important tool for drivers.  You need to take


a few minutes at the end of each run to record what happened on the bus.  By 

writing down both good and bad occurrences, you will have a better recall of what happened.  It is also a good way to measure your own reactions to the students. The journal will assist you in remembering how the students were when they first got on your bus as compared to how they are now.  Use your journal to record every contact you make with a parent.  This protects you in case you and the parent disagree over what happened during the conversation.  Also, record the times you tried to make contacts that were unsuccessful, times no one was at home to receive the student, or the lengthy waits for the student to come to the bus in the morning. The journal will give you an accurate record of the interactions you have had with each parent.

LEARNING TO BE FIRM BUT REASONABLE

As a school bus driver, you are in the people business.  People are unpredictable, humorous and peculiar in their behavior.  The students who ride school buses possess many of the personality characteristics, which are to be found in their family environment.  You must learn to understand the individuals that bring unlimited grief and misery to your people business.  You must be careful in your effort to locate that desirable point between being too lenient or overly harsh.  If you overlook the violations of conduct on one student, you lose in the respect of others.

You must learn that you have an acceptable noise tolerance.  That tolerance may shift from day to day because your state of mind changes from day to day.  Success may depend on maintaining a more consistent level of tolerance.  Frequently, we expect youthful riders to possess adult behavior and have mature judgment.  That fact is, when your riders have attained such a status, they will no longer be riders.

When immediate disciplinary action is necessary during your run, you should stop the bus.  The very act of stopping the bus lends emphasis to the situation.  You should select a safe location off the traveled portion of the roadway.  Speak to the offender in a courteous and firm voice.  Anger should not be revealed since it would probably aggravate the situation.  Clear thinking on your part will more readily attain success.

As a school bus driver, you should never put a student off the bus at any stop but his residence (home stop) or school.  The potential risks and liability are simply too great.

Discipline problems, which involve violations of the rider safety rules, should be reported on the day they occur.  The discipline report is extremely valuable as documented evidence to assist the principal in handling the problem.

FORMS

SPECIAL TRANSPORTATION GUIDELINES FOR PARENTS

Dear Parents/Guardians:

So your child may enjoy a safe and punctual school bus ride to and from school, we would like to take this opportunity to share some important information so that appropriate transportation may be provided to all concerned.

All special education routes are individualized.  Consequently, our schedule can only be as accurate as everyone’s punctuality.  It is very important that your child be ready at the scheduled pickup time.  We will neither honk nor can we wait on a child who is not ready, as it affects the other children on the route.  We do not want the tardiness of one child to upset the routine of the other children.  It is the parent/guardian’s responsibility to make sure your child is ready at the appropriate time.  If your child misses the school bus, another bus cannot and will not be sent.  At this point, transportation to school becomes the responsibility of the parent/guardian.

Transportation personnel will not leave a student at home without supervision unless the parent/guardian has signed a written release. Please note that releases are only valid for one year.  Therefore, it is very important for someone to be at home to receive your child; otherwise he/she will be returned to school.  Since our service is on an individual basis, absentees greatly affect our delivery time.  Be prepared for an unexpected delivery time, which will occur, if children are absent and the route thereby shortened.  

For any permanent change in the pick up and drop off locations, the parent/guardian must notify Klein Transportation Department, Mrs. Shirley Whitehead, 832-249-4568,  or Mrs. Pam Johnson, 832-249-4585.  There will be a three (3) day waiting period.  The change will be scheduled, if feasible, with existing routes.

Emergency situations involving changes in drop off locations will be considered on an individual basis.  Multiple pick up or drop off locations, such as home on three days a week and a babysitter two days a week, are not allowed.  We require the drop off location to be the same each day.

As mentioned before, absentees greatly effect the routes.  We would appreciate notice of any absence.  If your child is not going to school, please call the Klein Transportation Department, 832-249-4575, between 5:30 A.M. and 6:00 A.M., and not later than 6:30 A.M. for elementary students.  This will allow us to notify the school bus driver.

Your child’s school bus driver will emphasize and enforce safe riding habits with daily reminders.  Any persistent problems with behavior will be reported to the school by the driver through the use of “Misconduct Reports”.  Continued misbehavior may result in bus suspension, as the safety of all individuals on the bus may be jeopardized.  We would appreciate your cooperation in this area and ask you to work with the school and the Klein Transportation Department should your child have discipline problems on the school bus.

The Klein Independent School District is committed to the safe transportation of all students whether on regular or special transportation.  Your support and cooperation are necessary to continue a safe transportation program.

Sincerely,

Steve Williams
Director of Transportation

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

TO BE SIGNED AND RETURNED TO  

KLEIN TRANSPORTATION DEPARTMENT, 7200 Spring Cypress Road, Klein, Texas 77379

Student’s Printed Name:_______________________________________________________

This is to verify that I have received a copy of the “Special Transportation Guidelines for Parents” and I understand my responsibilities as outlines in this document._____________________________




______________________________________
___________________________________________________

Date







Parent / Guardian Signature
KLEIN INDEPENDENT SCHOOL DISTRICT

Transportation Department – 832-249-4566

7200 Spring-Cypress Road, Klein, Texas 77379 –3299

SPECIAL EDUCATION STUDENT RELEASE FORM

I understand that Klein Transportation will not leave a student requiring “Special Transportation” unattended when dropping him/her at home. I also understand that if no one is at home to receive my child, he/she will be returned to school and it will be my responsibility to provide transportation on that day. Klein Transportation will always release to parent or guardian unless stated differently on their paperwork.

Please sign your name next to the ONE option you choose for the release of your child.

Student: __________________________________ School: ____________________________
A. My child may be released alone. _____________________________________________

                                                                                         PARENT SIGNATURE



      DATE

B. My child may be released to those listed below. I understand that in their absence he/she will  

     be returned to school. ________________________________________________________      

                                                                  PARENT SIGNATURE                                                                                                    DATE   

1. ________________________________________    

2. _________________________________________   

3. __________________________________________  

Please Note: Your child must have access into the house. We will not be responsible for house keys. Should your child’s key become lost, the child will be returned to school. It then becomes the responsibility of the parent/guardian to pick up the child.

(Klein ISD) not any of it’s employees can or will be held responsible for any events that occur after your child has been discharged from the assigned school bus at the stipulated address. Students will be dropped at their designated stop only.

For Driver Use Only

Student Name: ___________________________________ Bus #: ________ Route #: ________

School: __________________________________________

STUDENT ACCIDENT REPORT

(Non- Collision)

KLEIN INDEPENDENT SCHOOL DISTRICT

TRANSPORTATION DEPARTMENT

NAME:_____________________________________AGE:_____SEX:_____GRADE:_____

ADDRESS:__________________________________PARENT:______________________

SCHOOL ATTENDING:_________________________________________________________

DATE OF ACCIDENT:____________________________TIME:____________AM – PM

LOCATION OF ACCIDENT:______________________________________BUS NO:_______

NATURE OF INJURY:__________________________________________________________

DRIVER’S NAME:_____________________________________________________________

DID INJURY REQUIRE A DOCTOR’S ATTENTION?     YES:_______ NO:_______

STUDENT RETURNED:   HOME________ TO DOCTOR_________ OR SCHOOL_________

BY PARENT OR OTHER; NAME:_________________________________________________

DESCRIBE HOW ACCIDENT HAPPENED:________________________________________

___________________________________________________________________________

__________________________________________________________________________

DRIVER SIGNATURE:_____________________________________DATE:_______________

DIRECTOR SIGNATURE:_______________________________________________________

KLEIN INDEPENDENT SCHOOL DISTRICT

7200 Spring-Cypress Road, Klein, Texas  77379-3299                          832-249-4566


TO:

KLEIN INDEPENDENT SCHOOL DISTRICT


FROM:


SUBJECT:
RELEASE OF LIABILITY


KLEIN TRANSPORTATION is authorized to use_____________________________


_____________________________________________________________________


_____________________________________________________________________


Klein Independent School District is hereby released from liability for damages to the


property from this usage.


It is understood by all parties that all reasonable care will be exercised in these 


operations.


_____________________________________________


NAME


_____________________________________________


ADDRESS


_____________________________________________


TITLE


_____________________________________________


DATE

Nationally Accredited by the Southern Association of Colleges and Schools, Grades Kindergarten through Twelve

KLEIN INDEPENDENT SCHOOL DISTRICT

SPECIAL EDUCATION ATTENDANT EVALUATION

NAME:   ________________________________________ DATE: ________________

ROUTE: ________________ BUS: ______________ TIME: _____________________

	CATEGORY
	    3
	           2

	    1


	

	1. LOADING/UNLOADING
	
	
	
	

	       a. Wheelchair Securement
	
	
	
	

	     b. Lap & Shoulder Belt Securement
	
	
	
	

	     c. Safety Vest/Integrated Seat Application
	
	
	
	

	     d. Seat Belts and Car Seats used Appropriately
	
	
	
	

	     e. Seat Belts kept secured
	
	
	
	

	2. ATTENDANT/STUDENT RELATIONSHIP
	
	
	
	

	     a. Friendliness
	
	
	
	

	     b. Student Control
	
	
	
	

	3. PERSONAL APPEARANCE
	
	
	
	

	4. CO-WORKER RELATIONSHIP
	
	
	
	

	5. PUNCTUALITY
	
	
	
	

	6. ATTENDANCE
	
	
	
	

	7. FOLLOW RULES AND REGULATIONS
	
	
	
	

	     a. Office Procedures and Record Keeping
	
	
	
	

	
	
	
	
	


COMMENTS:

ATTENDANT: _____________________________ EVALUATOR: __________________ DATE: ______

            3: Clearly Outstanding                                            2 Meets Expectations                                    1: Below Expectations

63

