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§1303.72 Vehicle operation. 
(a) Safety. A program must ensure:

(1) Each child is seated in a child restraint system appropriate to the child’s age, height, and weight; 

(2) Baggage and other items transported in the passenger compartment are properly stored and secured, and the aisles remain clear and the doors and emergency exits remain unobstruct​ed at all times; 

(3) Up-to-date child rosters and lists of the adults each child is authorized to be released to, including alternates in case of emergency, are maintained and no child is left behind, either at the classroom or on the vehicle at the end of the route; and,

(4) With the exception of transportation services to children served under a home-based option, there is at least one bus monitor on board at all times, with additional bus monitors provided as necessary. 

(b) Driver qualifications. A program, with the exception of transportation services to children served under a home-based option, must ensure drivers, at a minimum:

(1) In states where such licenses are granted, have a valid Commercial Driver's License (CDL) for vehicles in the same class as the vehicle the driver will operating; and, 

(2) Meet any physical, mental, and other requirements as necessary to perform job-related functions with any necessary reasonable accommodations.

(c) Driver application review. In addition to the applicant review process prescribed §1302.90(b) of this chapter, a program, with the exception of transportation services to children served under a home-based option, must ensure the applicant review process for drivers includes, at minimum:
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 (1) Disclosure by the applicant of all moving traffic violations, regardless of penalty;

(2) A check of the applicant’s driving record through the appropriate state agency, including a check of the applicant's record through the National Driver Register, if available; 

(3) A check that drivers qualify under the applicable driver training requirements in the state or tribal jurisdiction; and, 

(4) After a conditional employment offer to the applicant and before the applicant begins work as a driver, a medical examination, performed by a licensed doctor of medicine or osteopathy, establishing that the individual possesses the physical ability to perform any job-related func​tions with any necessary accommodations. 

(d) Driver training. 

(1) A program must ensure any person employed as a driver receives training prior to trans​porting any enrolled child and receives refresher training each year. 

(2) Training must include:

(i) Classroom instruction and behind-the-wheel instruction sufficient to enable the driver to operate the vehicle in a safe and efficient manner, to safely run a fixed route, to administer basic first aid in case of injury, and to handle emergency situations, including vehicle evacuation, operate any special equipment, such as wheelchair lifts, assistance devices or special occupant restraints, conduct routine maintenance and safety checks of the vehicle, and maintain accurate records as necessary; and, 

(ii) Instruction on the topics listed in §1303.75 related to transportation services for children with disabilities.

(3) A program must ensure the annual evaluation of each driver of a vehicle used to provide such services includes an on-board observation of road performance.
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(e) Bus monitor training. A program must train each bus monitor before the monitor begins work, on child boarding and exiting procedures, how to use child restraint systems, completing any re​quired paperwork, how to respond to emergencies and emergency evacuation procedures, how to use special equipment, child pick-up and release procedures, how to conduct and pre- and post-trip vehicle checks. Bus monitors are also subject to staff safety training requirements in §1302.47(b)(4)of this chapter including Cardio Pulmonary Resuscitation (CPR) and first aid.
§1303.90 Personnel policies. 
 (b) Background checks and selection procedures. 

(1) Before a person is hired, directly or through contract, including transportation staff and contractors, a program must conduct an interview, verify references, conduct a sex offender registry check and obtain one of the following:

(i) State or tribal criminal history records, including fingerprint checks; or,

(ii) Federal Bureau of Investigation criminal history records, including fingerprint checks.
(2) A program has 90 days after an employee is hired to complete the background check process by obtaining:

(i) Whichever check listed in paragraph (b)(1) of this section was not obtained prior to the date of hire; and,

(ii) Child abuse and neglect state registry check, if available.
SUBJECT:
Bus Driver and Monitor Hiring Standards, Obligations, and Training.

OBJECTIVE:
Each Consortium Transportation Department providing transportation services must ensure that there is an applicant review process for use in hiring drivers and monitors.  Applicants for each position must be advised of the specific background checks required at the time application is made, and that there are criteria for the rejection of unacceptable applicants. The applicant review procedure must include specific criteria.

Additionally, each Consortium Transportation Department providing transportation services must ensure that persons employed to drive vehicles or to serve as bus monitors have received the required training for basic first aid, handling emergency situations, vehicle evacuation, special equipment, including wheel chair lifts and occupant restraints, routine maintenance, safety checks and keeping accurate records of the vehicle and bus manifests.  The agency must further ensure all drivers receive annual training on all required aspects of operation of the vehicle.  

PROCEDURE:
Hiring Drivers and Bus Monitors 

Drivers Procedure:
1. Drivers will be at least twenty-one (21) years of age and hold a proper license to operate the vehicle.  Each Consortium Transportation Department may choose to offer classes and/or options for attaining the proper CDL Commercial Driver’s License before a driver is hired to drive for the Consortium.
2. All drivers will have had an appropriate background check/ fingerprint check prior to contact with Head Start children according to requirements of Subpart I- Human Resources 1302.90(b) Background Checks and selection procedures. Fingerprint file will be maintained by Head Start Consortium. 
3. Disclosure of history of driver will be available prior to contact with Head Start children.
4. Documentation of physical and medication examination by licensed doctor establishing ability to perform job description will be in the individual medical personnel file.

5. Each consortium member will ensure that drivers receive a copy of employment policies and signed statement of policies handbook located in their personnel file.
6. Applicants must disclose all moving traffic violations, regardless of penalty
7. A check will be done of the applicant’s driving record through the appropriate State agency, including a check of the applicant’s record through the National Driver Registrar, if available in the state.
8. After a conditional offer of employment to the applicant and before the applicant begins work as a driver, a medical examination, performed by a licensed doctor of medicine or osteopath, establishing the physical ability to perform any job-related functions with any necessary accommodations.
9. Any and all prescriptions used by the applicant must not impair their ability to drive.
10. Applicants must agree not to use illegal drugs nor use alcohol within twelve hours prior to transporting children.  They must also pass the required illegal drug/alcohol tests.
Bus Monitors Procedure: 
1. Bus Monitors will be secured (hired) through the individual Consortium's School Corporations Transportation Departments.
2. Each monitor will have a criminal background check/ fingerprint file completed prior to hire according to requirements of Subpart I- Human Resources 1302.90(b) Background Checks and selection procedures. Fingerprint file will be maintained by Head Start Consortium. 
3. In the event of an emergency or if an alternative agreement has been made with an individual corporation, a Head Start staff member will serve as a bus monitor. 

PROCEDURE:
Training for Drivers and Monitors
1. Organized training opportunities will be available to drivers and monitors prior to the beginning of the school year. Current training tools will be implemented by the Head Start Consortium.
2. All monitors will receive training prior to contact with Head Start students.
3. Drivers will receive similar training as Monitors when available to them.
4. Documentation of training of those hired after August will receive training prior to boarding the buses unless the employee on the bus has received training, and in the event the Transportation Manager will determine a training schedule that will be immediate. Additionally, training is offered quarterly in the event of new hires and/or those who would like additional support or training. 
5. All items related to safe driving training, equipment, vehicle safety checks are conducted at the local school systems.
6. Documentation of Education from Head Start Training including the following topics listed below. 
7. All Monitors and drivers receive developmentally appropriate practices training to ensure their role as monitors to assist by being involved with the children through supporting their education while on the bus. 
8. Drivers and Monitors will be given individualized training depending on special types of transportation services needing to be provided in the event of a child who has special needs and based on State regulatory requirements.

· Curriculum materials are available to trained monitors and placed on the bus for monitors to use such as books, puppets.

· Classroom and behind the wheel instruction;

· Proper loading and unloading procedures;

· Basic First Aid/CPR;

· Vehicle evacuation procedures;

· Special equipment operation including proper securing of wheel chairs and manufacturers specifications

· Routine maintenance/safety checks;

· Accurate records maintenance; and

· Child Abuse and Neglect.

PROCEDURE:
Training for Transitioning Children from Class, to Bus, to Parents

                                        ERSEA  Manager will send updated contact logs      before the 1st day 



     and Weekly thereafter. 
1. FACS Staff will ensure contact information is available prior to the first day of school or child's enrollment and up to date by periodically contacting families to verify contact information.  Each  individual school corporation will maintain a binder, folder or clipboard  with all required paperwork. 
2. Before the child's first day of school, parents will be issued several "identifying wrist bands" that will contain child's and parent's name and assigned school and session. Children will wear the wrist band for the first 30 days of the program (and the first 30 days that any new child or transfer children enters Head Start) to ensure that they are identified and released to the appropriate parent and staff. 
3. Children will only be released to individuals who are authorized on the contact list. 
4. Early Head Start children will only ride the bus with their mothers/fathers or guardians. 
5. Bus loading procedures to school: (Morning AM/Afternoon PM Pick Up from Home)
· Pre-Trip Bus Inspection

· Monitor records time of arrival at each child’s P/U location

· Monitor receives the child with hand to hand contact from parent

· If child has a medication bag the bag is handed to the monitor by the parent

· Monitor initials on the bus manifest that the parent handed the Monitor a medical bag

· Parent signs (signature) on the bus manifest that the child was given to the monitor

· Monitor safely secures the child and their back pack in their approved child restraint seating system

· Monitor secures the medication bag in a secure bag on the bus

· Route continues until last child is picked-up and they arrive at site location
· If Driver arrives at a child’s home and child is not riding that day, Monitor will record “Did Not Transport” (DNT) on the Bus Manifest 

PROCEDURE:
Bus Route Time of Day Procedures 
1.
Bus unloading procedures at school (Morning AM/Afternoon PM Arrive at School)

· Monitor calls out the name of the first child and unbuckles that child

· Driver initials that child has been accounted for on manifest and what time child was handed to HS staff

· Monitor delivers the accounted child hand-to-hand to the HS staff
· If child has a medical bag the bag is also recorded by the driver initials and the medical bag is handed to the HS staff. Medical bag is put in red classroom backpack and unload procedure continues with next child. 
· After the last child has been handed to the HS staff the monitor/driver sweeps the bus from front to back, looking from left to right/right to left and under each seat until he/she reaches the back of the bus.  Monitor repeats these steps from the back of the bus to the front of the bus (in the event that the bus is equipped with a “School Bus Alarm System” the driver may have to complete the first sweep to shut off the alarm)
· Monitor/Driver then exits the bus and stays with the teachers and children on the sidewalk 
· Driver/Monitor sweeps the bus from front to back, looking from left to right/right to left and under each seat until he/she reaches the back of the bus.  Driver repeats these steps from the back of the bus to the front of the bus (in the event that the bus is equipped with a “School Bus Alarm System” the driver may have to complete the first sweep to shut off the alarm)
· Driver/Monitor then exits the bus and stays with the Staff, Monitor/Driver and children on the sidewalk
· HS Staff (trained) enters the bus, sweeps the bus from front to back, looking from left to right/right to left and under each seat until he/she reaches the back of the bus.  HS staff (trained) repeats these steps from the back of the bus to the front of the bus
· HS Staff exits the bus
Child becomes ill at bus transition procedure:
· In the event that a child becomes ill when unloading at school, the monitor will advise the bus driver of the sick child and tend to that child.  The driver will then take the manifest and continue to unload each child one by one and record each child and medical bag and hand off each child to the HS Staff until the last child is off the bus.  The monitor will hand off the sick child to the HS Staff, who will take the sick child to the nurse.
· Monitor and HS Staff reconcile their “Total Children”
· Bus Manifest is signed by all individuals (Driver/Monitor/HS Staff) that have completed the sweeps
· When the “Total Children” and “Medical Bags” match, both driver and monitor enter the bus for departure once they get the “Thumbs Up” from HS Staff
2. Bus loading procedures from School (Morning AM/Afternoon 

PM) Boarding Mid Day and End of Day
· HS Staff will announce to the Driver each child that will board the bus and if that child has a medical bag 
· The Driver will initial on the bus manifest that the child and the medical bag have boarded the bus and the time that each child was received
· Monitor safely secures the child and their back pack in their approved child restraint seat system 
· Monitor secures the medication bag in a First Aid bag on the bus
· After the last child has been secured in his/her seat the HS Staff and Monitor reconcile their “Total Children” on the bus
3. Bus unloading procedures at Home (Morning AM/Afternoon PM)

· Monitor will call out the first child delivered home

· Monitor will unbuckle the first child delivered home

· If child has a medication bag, Monitor will obtain medical bag and child 

· Parent will sign the bus manifest that their child was received 

· Monitor will hand the child to the parent (hand to hand) and the medical bag to the parent. 
· Monitor will initial that that child is off the bus and the time that occurred and medical bag was received by parent
4. Last Drop (Empty Bus) (Morning AM/Afternoon PM)

· Driver pulls the bus over to the side of the road in a safe location

· Driver then secures the bus

· Monitor sweeps the bus from front to back, looking from left to right/right to left and under each seat until he/she reaches the back of the bus.  Monitor repeats these steps from the back of the bus to the front of the bus

· Driver sweeps the bus from front to back, looking from left to right/right to left and under each seat until he/she reaches the back of the bus.  Driver repeats these steps from the back of the bus to the front of the bus

· Driver/Monitor then calls Dispatch (HS Staff) to announce that the bus is “All Clear”. If bus is cleared by HS Staff at agreed upon location, it will not be necessary to notify dispatch of "All Clear." 
· Dispatch  will record the time the call was received, the district calling and the bus number of that caller 

· Driver/Monitor return to the bus garage and do their final sweep of the bus repeating each step to ensure that no child is still on the bus. If garage is not conducive for final sweep, sweep will be performed at an agreed upon location by Driver, Monitor and HS Staff. 
· If a HS Staff member receives an "All Clear" from any individual corporation, they will announce this to Dispatch once all buses in that corporation have cleared. 
· Post Trip Bus Inspection

In the event that buses arrive late to school and classes are in session: 

· Buses who have not arrived and children are in route, the classroom manifest will be given to the FACS person or designee who will then be designated to receive the children and reconcile the classroom manifest attendance with the bus manifest. 

· The FACS person or designee will also complete the VISUAL BUS SWEEP in lieu of teaching staff as the teaching staff will be in the classroom with children. Or in the event a FACS staff is not available then: 
· The Bus Monitor will go into the classroom release the HS teacher or assistant to go out and do the bus sweep. The teacher or assistant will return back to the classroom to release the bus monitor back to the bus. 
MONITORING:
School Corporation Transportation Directors 
1. Cluster meetings by the Transportation Supervisor with each school corporation near the beginning and end of each year with Corporation’s Transportation Directors and Head Start Management to review the school year and the next year's agenda.
2. Documentation for drivers and monitors evaluated will be filed in each individual file and evaluations conducted annually by the individual corporation Transportation staff, made available to Head Start Transportation Manager as needed.
3. All drivers and monitors fingerprint checks be verified by the Head Start Transportation Manager or Executive Director prior to contact with Head Start children.  This file will be maintained by the Head Start Consortium. 

· All School Corporation's Transportation Director or designee will maintain all hiring records, copies of  driver’s and monitor’s will be maintained.
· In the event that Head Start secures their own transportation for children, same protocol will occur regarding HR Files. 

MONITORING:
Training Practices
1. Training logs of employees signatures are available for review which indicates time, date of training. 
2. Basic First Aid/CPR -- once training is completed cards from Red Cross will be available for review.
3. Quarterly follow-up contact will be made to ensure drivers/monitors are current with their practice. 

4. Materials of the training is located in a binder for use and monitoring review as standard training tools. 
5. Executive Director monitors training sessions and reviews logs to ensure quality and participates in training with drivers and monitors. 
6. Documentation (training logs and materials) that training included this specific information. Head Start specific education for drivers relating to goals and philosophies of Head Start Education on policies and procedures for reporting of neglect/child abuse. Transportation of children with disabilities education.
7. Documentation will be verified by the Head Start Management Team during monitoring and self assessment.
8. Monitoring findings are noted; Transportation Directors will be informed immediately.

9. Executive Director and Transportation Supervisor monitors training sessions and reviews logs to ensure quality and participates in training with drivers and monitors. 

MONITORING:
Bus Route Time of Day Procedures
1. Head Start Transportation Manager or qualifying designee will monitor the implementation of transportation procedure within the first month of the school year using the Protocol for the Consortium’s Transportation Compliance. 
2. Failure to meet the compliance—retraining will be required, and additional coaching by the Head Start Transportation Manager will be required. 

3. Local School Corporation's Transportation Director or designee will randomly view bus video tapes to ensure quality services are being met while children are riding the bus. In the event a concern should arise as a result of the video review the local school corporation's transportation director or designee will immediately contact the Consortium's transportation supervisor or executive director. 
4. Transportation Supervisor will record and document all Transportation Bus Manifest Forms and report to the Head Start Executive Director of results indicated from on-site monitoring and documentation. 
Indiana State Licensing Regulations Appendices: 

470 IAC 3-4.7-72 Transportation in child care center owned or leased vehicles
(2) The center shall do the following:

(B) Maintain child/staff ratios when transporting children, except as in clause (C).

(C) When transporting more than twelve (12) children on a school bus or Head Start bus to and from school or home,

have at least one (1) qualified caregiver not including the driver supervise the children.

(G) Keep the vehicle clean and free of obstructions on the floors, seats, and rear window area.

(I) Not transport more children than the manufacturer’s rated passenger capacity.

(J) Not permit children to ride in the front seat of any vehicle.

(K) Post a sign in the vehicle stating that this is a smoke free vehicle.

(L) Check driver has proper license from bureau of motor vehicles on at least an annual basis.

(3) Staff shall comply with the following:

(A) Not leave children in any vehicle unattended.

(B) Load and unload children from the curbside of the vehicle.

(C) Not permit children to open and close the vehicle doors.

(D) Lock all passenger doors while the vehicle is in motion.

(E) Have in the vehicle emergency medical authorization for all children and emergency contact numbers for all occupants.

(4) The driver shall comply with the following:

(A) Be at least twenty-one (21) years of age and hold a proper license to operate the vehicle.

(B) Turn the vehicle off when loading or unloading children. (This does not apply to regulation school buses.)

(C) Seat all children in proper safety restraints to comply with IC 9-19-11 while the vehicle is in motion.

(D) Not have used alcohol within twelve (12) hours prior to transporting children.

(E) Not use illegal drugs.

(F) Ensure that any prescription drugs will not impair their ability to drive.

(G) Not have any medical conditions that would affect the driver’s ability to safely operate the vehicle.

(5) The director or administrator shall require drug testing of employees when illegal drug use or alcohol use as in subdivision (4)(D) is suspected.

(6) Vehicle equipment shall include the following:

(A) A first aid kit, fire extinguisher, and blanket when transporting children.

(B) One (1) restraint per child.

(C) Door locks.

(7) When transporting a child in a wheelchair, vehicles shall accommodate the placement of wheelchairs with tie downs affixed according to the manufacturer’s instructions.

470 IAC 3-4.7-74 Transportation to school

Sec. 74. 

(a) If the center provides transportation for children to or from school, the center is responsible for the child during transportation.

(b) A child transported to school by the center shall never be left unattended outside the school building.

(c) The center shall establish a written transportation agreement between the parent and the center, including, but not limited to, the following:

(1) Clear definitions of legal responsibility.

(2) The time of the child’s release from the school and the center.

(3) The means of transportation.

(4) Children leaving the center to go to school.

(5) Children leaving the school to go to the center.

(6) Children leaving school for regular school activities or visiting friends.

(7) Children leaving the child care center for extracurricular activities.

(d) A copy of this agreement shall be kept in each child’s file.
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