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SOP for STUDENT PICKUP AND DROP OFF

Students are to be picked up and dropped off at their home address or approved
address by school bus official.

Students are to be waiting for the bus at designated area if in an apartment
complex, subdivision, housing authority residence, etc. Students will be dropped
off at the designated areas.

The state regulations require bus drivers to activate amber warning lights 200 ft
before each stop. If there is not enough distance between stops, there will be an
assigned designated stop.

Students will not be picked up or dropped off at a place of business.

All students must have a change of destination form signed by school
administration. A change of destination request should be made a minimum of 24
hrs in advance.



=~  School Bus Evacuation: Procedure

Drivers should conduct a minimum of one evacuation drill per semester with driver and student
participation for each bus in the school district. The drill should be carried out on school
grounds and coordinated by the transportation supervisor and school administration.

Prior to departure of any activity or field trip in a school bus, the students and anyone on the
bus should be instructed in safe riding practices and the location and operation of emergency
exits.

¢ Instruct the students of the emergency exits, which are the front door, side and rear
windows, roof hatch and rear door. Briefly tell how to operate these.

¢ Instruct the students to leave all belongings behind during a real emergency.

e Instruct the students to walk to a designated safe zone 100 steps away from the bus
and road.

¢ Driver should have a responsible high school student to help with students exiting the
rear door. No Jumping! Have outside student help other students off the bus.

e Stay calm and listen to instructions.

e When last student is off the bus, check to make sure that all students are off the bus.
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Driver should take student contact list and place triangles appropriately and join students at
the safe zone.

Students and monitors should be educated on:

e Two-way radio operation

e First Aid kit location

o Fire extinguisher location

e Seat belt cutter location and use

e Emergency exits location and use

e Manual operation of front door release location and use
e Emergency brake and engine shutdown

Students should be educated on:

e Why we might choose to evacuate. (Safer on or off the bus.)
e How to choose an emergency exit.
e Why staying calm, quiet, and leaving belongings behind is important.
¢ What a Safe Zone Assembly Point is.
¢ In the event the driver becomes incapacitated, how to secure the drivers
o~ compartment and immediately use the 2-way radio or cell phone to call dispatch or
911.



Drivers should ensure they have:

-

e Evacuation plan

e Emergency services phone numbers and student contact numbers

e Accident forms for documentation (seating chart, names, insurance forms)
~



SOP FOR EMERGENCY BUS EVACUATIONS

Drivers should conduct a minimum of one evacuation drill per semester with driver and student
participation for each bus in the school district. The evacuation drill should be done on school
grounds with transportation supervisor and school administration.

Instruct the students of the emergency exits, which are the front door, side and rear
windows, roof hatch and rear door. Briefly tell how to operate these.

Instruct the students to leave all belongings behind during a real emergency.

Instruct the students to walk to a designated safe zone 100 steps away from the bus and
road.

Driver should have a responsible high school student to help with students exiting the
rear door. No Jumping! Have outside student help other students off the bus.

Stay calm and listen to instructions.

When last student is off the bus, check to make sure that all students are off the bus.

_(" ™\ Driver should take student contact list and place triangles appropriately and join students at the
T safe zone.
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