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	Statement

	The safety of passengers is the top priority for the RIDE Statewide Student Transportation Program.
Student passengers are expected to observe general classroom conduct, behave in a safe manner and listen to directions given by the driver, monitor, and school official while being transported.  When the required standards of behavior are violated, it is expected that the responsible adult will attempt to resolve the situation. Whenever incidents escalate, the bus driver and monitor (if assigned) will submit formal written documentation in accordance with these procedures.

	Procedures

	Student passengers are expected to demonstrate the following behaviors while being transported and while boarding or disembarking the vehicle:
1. Cooperate with the driver and/or monitor at all times
1. Board the bus in single line and be seated promptly, or move to the rear of the bus if no seat is available
1. Keep head, arms and all other parts of their body inside the bus
1. Stay seated while the bus is in motion
1. Do not shout or make loud noises  
1. Refrain from the use of profanity or other crude language
1. The use of portable media devices is permitted only with personal headphones
1. Photos and videos of you or others will never be taken while on board the bus.
1. Keep aisles clear of all objects at all times
1. Do not throw objects of any kind
1. There is no eating food, drinking beverages or chewing gum on the bus
1. Do not litter or deface bus property; restitution will be sought for vandalism
1. No smoking is permitted on any school bus
1. No possession of alcohol, drugs, fireworks, or weapons on the bus.
1. The emergency door is to be used for emergencies only
1. Students are to cross the street in front of the bus only, and upon signal from the driver that it is safe to do so
1. Students are to exit the bus only at authorized stops
Incident reporting instructions for bus operations staff:
· Timely reporting is critical – complete Incident Reports immediately upon return to the bus dispatch location.  Incidents requiring police or ambulance assistance must be reported to dispatch immediately.  Dispatch must report immediately to System Manager.
· Obtain direction and advice from your location manager before submitting an Incident Report.
· All Incident Reports are to be scanned submitted completed on Form 005 – Bus Incident Report, and in accordance with the following:
· Students should be identified by first name and the first initial of last name only.
· The driver and monitor, where present, should each submit a separate form for each incident.  
· State fact only; Subjective opinions, hearsay, assumptions and third party statements are not factual and may not be used.  Report only what was witnessed or heard first hand.
· Do not spell out profanity in full – use of abbreviations or blanks are sufficient.
· Only recent behavior may be documented – not past history.
· Write clearly and legibly.
· All reports must be dated and include signature.
· Reports will be submitted to the Location Manager for review and approval.
· The Location Manager will scan and submit the Incident Report electronically to the System Manager for review and approval. ; The electronic Incident Report “File Name” must be formatted properly and specified in the email subject area as [Student First Name and First Initial of Last Name], [School Name as it appears on the route sheet] [Route No] [Incident Date xx-xx-xx].  Refer to the route sheet for proper spelling of the required information.
File Name Example: John D, Mount Pleasant Academy, Route 5001 11-04-14
· tThe System Manager will respond as soon as possible after receipt of a properly submitted and completed Incident Report.
· For Special Education Students only: The Location Manager is NOT to send report to the school.  This process is handled by the System Manager.
· For All other students: Once approved by the System Manager, the Location Manager will submit the report electronically to the responsible school administrator with a copy to the System Manager.
· When the incident is of a sensitive or critical nature, as defined in RIDEOST.004, the Location Manager will speak directly to the System Manager who will speak to the responsible school contact before submitting the approved electronic report.
· The responsible school administrator shall be asked to acknowledge the receipt of the report via the email transmission.

Incident reporting instructions for System Manager staff:
· The System Manager will create a (School Year) Student Incident electronic folder for each student on the O365 Transpar Folder in the format of [Student First Name, Last Initial].  A file within the folder will be created and labeled according to the file format described in the reporting instructions above.
Initial File Name Example: John D, Mount Pleasant Academy, Route 5001 11-04-14
· The System Manager will ensure the following before approving the Incident Report for electronic submission to the responsible school administrator:
· Confirm the date and time of incident;
· Confirm student identity (First Name, Last name Initial);
· Review content for detail, looking for fact driven description and proper use of wording;
· Confirm signature, and bus/route identification.
· For sensitive or critical incidents, as defined in RIDEOST.002, RIDE shall provide the System Manager with any special instructions required as to communicating the incident to the school.
· Rename the initial file with a suffix of initials and the date file was emailed to the school
Example: John D, Mount Pleasant Academy, Route 5001 110414 - LP 110514
· The System Manager shall notify the Location Manager of a completed review and provide instructions as to corrections required for resubmittal, or provide notification of approval.
· For Special Education students only:
· The System Manager shall notify the responsible school administrator of the incident by faxing emailing the Incident Report to the school. Note: for sensitive or critical incidents, the System Manager will first call the school to confirm the correct contact information and to alert them of the incoming fax email, or and to seek further direction.
· Discipline is at the direction of the responsible school administrator and the special education administrator. Note: Transportation is a legal requirement of the student’s IEP and service cannot be denied regardless of the disciplinary action taken.
· The System Manager shall retain in the STARSIMS system record a final copy of the submitted Incident Report in the record.



