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POLICY

UCAN Head Start will insure safe arrival and departure of children that are bused or family transported. 

PROCEDURE
Loading/ Unloading Procedures for all sites

1) At the beginning of the school year. 

· The Transportation Services Manager will generate a class list of children and the number of the bus they ride.

· Staff will carry this list with them daily when putting children on the bus to go home. 

· Following the second month of school staff will know which bus their children ride and will no longer be required to carry this list.

· For the first 2 weeks of school at St Joseph children will have their color coded nametag or bracelet placed on their arm by the BCA before arriving to school. 

· BCA will put the child’s name, bus number, and their Drop off (DO) point on the child’s arm bracelet. 

· If the color coded nametag or bracelet is falling off then teachers will take them off while in class and then put them back on the child before boarding the bus ride home.

· After two weeks the nametags are not required.

2) Receiving and departing of children

· All teaching teams will position themselves and be ready to receive their children 10 minutes before class at the bus unload point. 

· All teaching teams will have their children ready to load on buses 5 minutes before scheduled class end time. 

· Buses will depart school sites 5 minutes after class is over.

· When loading buses the BCA will be the first one on the bus.   

· No child shall be placed on the bus until the BCA is on the bus.  

· Teacher and TA will assist the BCA with buckling of children for departure.

· Teacher, TA, BCA: will communicate with the BCA/BD of the bus if there is a child that didn’t get picked up in the morning but is riding home or vice versa. 

· BCA, BD: will be aware of who is on the bus each day they will complete the Daily Bus Child Check form as each child boards and exits the bus.  
This policy and procedure complies with Performance Standard 1310.10. 
§1310.10 General.

