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	Responsibilities and 
Assignments
	General Manager – Responsible for system oversight and daily follow-up on active student incidents 
Responsible Staff Member – The staff member taking the original call from parent, school or terminal location.

	Procedures
	The Statewide transportation office has a protocol where students are not allowed to exit the bus at any bus stop that is not their designated location. If a student attempts to use an alternate stop the statewide office is notified prior to the bus leaving that location so the school, parent and district can be informed of the incident. If need be, the police are contacted to assist with the incident.  Our drivers also perform a check for sleeping  children at the completion of each bus route and are required to hang a “ bus empty”  sign and disengage a child check mate alarm system every time the ignition of the bus is turn off. In addition, the state wide office also performs a daily all clear procedure with each bus yard location prior to the close of each business day to ensure that all statewide students are dropped off prior to the office closing for the day.
In the event of a missing student, the response process for System Manager staff handling is as follows:
1. Upon being informed that a student did not reach a scheduled drop off location, the statewide Transportation office will contact the bus yard overseeing the particular route. 
2. The dispatcher will contact the bus driver using the two way radio to confirm the where about of the particular student. 
3. In the event the student was not on board the bus, the school will be contacted to see if the student is still present at their facility. 
4. If the student is not at the school and school confirms the student used a school bus, all statewide buses picking up students at this particular school will be contacted via two way radio in an attempt to locate the student.
5. The student is located, the parent will be notified and the student will be taken to the correct drop off location.
6. [bookmark: _GoBack]The incident is logged in IMS and incident reports are completed by the bus staff.
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