New Waverly |.S.D.

Transportation

| ntroduction

Trips throughout the year, curricular or extraauutar, are important to the
comprehensive educational program of the studartsii district. These trips should be
coordinated by the teacher or sponsor to make thgt atdvantageous use of the resources
we have.

Preplanning is necessary to ensure that the gb#ie drip are met. Trip evaluation is
beneficial in determining if the same trip is wgrthf any future consideration. All trips
should be approved and evaluated by the PrinciphleoCampus requesting the trip. All
Athletic trips should be signed by the Athletic &itor or a Campus Principal.

Guiddinestoreguest atrip for curricular or extra curricular

Principals, teachers and sponsors need to be alnati@| requests for transportation,
both in-district and out-of-district must followelguidelines regardless of the funding
source.

1. All requests utilizing a district transportatiorsoeirce will be on a “first come,
first serve” basis (at times, the requested velutighoice may not be available
or there may be a need to substitute a differelmicleethan the one requested
even after being approved). No request will be @arsd until the
Transportation Request Fotmas been approved by the Campus Principal or
Department Administrator and has been forwarddgtiédl ransportation
Department. Requests can be obtained from the &ébiiice, Campus Office,
Transportation Office or Transportation webpage.

a. The request form will indicate which organizatigrréquesting
transportation.

b. The request form is to include the number of pagsex) including the
sponsors and chaperons being transported.

c. The request form should include, or have attactieddestination and
directions for the trip.

d. The request form is to indicate co- or extracuttacu

e. The request form is to indicate the date on whrehttip is planned for as
well as the date the form is submittédlll Transportation Requests are
to be approved by the Campus Principal or Department
Administrator and submitted to Transportation a minimum of 10
school days before the date of thetrip (exceptions are bad weather
cancellation/r e-schedule and playoffs only).

2. Principals, teachers, and/or sponsors will be nesipte for obtaining a
statement from the parent or guardian of each studeanting permission/



medical treatment waiver, for his/her child’s pagation in such trip.
A signed copy of this statement, for each studenst be carried by the sponsor
on all out-of-town trips.

A roster of students (including contact numbersyiiie made and forwarded to
the Transportation Departmdwefor e each trip. (Travel will not be allowed until
the contact list is received. The list should beated in Excel or Word format)

**Tip: Make one list, save on your S: drive and reathanges to it for mailing.**

Students (including band, drill team, cheerleadensgl, athletes) participating on a
field trip that involves travel shall use the trpodation provided by the district
both to and from the event. The only exceptiorhts is for the student to have in
his/her possession a signed statement for a parguiardian. The statement is to
indicate who the student is allowed to ride homtwi

5. Bus rider rules apply tall school-sponsored events.

Sponsor Responsibilitieson Trips:

=

Noakr~wd

Secure proper authorization for the trip by follagrithe Transportation Request
Guidelines.

Provide supervision and maintain discipline of pagers.

Be aware of and enforce all bus rules.

Cooperate with and assist the driver in case ofrgemey or accident.

Be accountable for all students being present erbt!s.

Supervise clean-up of the bus after each tripngtude trash can being emptied).
Organization/Sponsor will be accountable for damagirring to transportation
during trip.

e Lodging for overnight trips:

Lodging for driver(s) will be the responsibility tfie sponsor/organization for
which transportation is being provided.

Drivers will provide their own meals unless meals provided for the
students by the group requesting transportatiothithcase, the group will be
expected to provide meals for the driver(s).

Bus Drivers are paid to drive and take care oftire If the driver is to assume further
responsibilities (in charge of discipline of stutignthis should be determined and
brought to the attention of the Transportation Dapant at the time of making the
request.



Bus Driver Responsibility on Trips:

1.

4.

8.

Prior to leaving for the trip, or on the last dafdre an overnight, weekend, or
holiday trip, drivers are to secure from the Tra&gtion Office any and all
forms required; (a) trip sheet; (b) directionstte tlestination. Credit cards for
fuel, if required, are to be secured from the Cariffice. All items are to be
returned as soon as possible after the end ofithotthe Transportation Office.

Drivers should arrive a minimum of fifteen (15) mtas before scheduled leaving
time and complete a mandatory pre-trip inspectiaih® vehicle.

Drivers are to give all passengers on trips emexgeracuation instructions prior
to departure. Driver should give the following oeabhcuation instructions.
* Remain seated and DO NOT PANIC.
* Be silent and listen to the instructions given oy triver and/or sponsor.
* There are exits from this vehicle (go to simow the passengers
all exits and demonstrate how to use them).
* Move to a designated exit (front or rear) if reqadgo evacuate, use seat
by seat rotation, occupants closest to door exfinsg
» Designate helpers that are seated at the emergegiis\by nhame.
* Help each other.
* Walk to designated area. Remain with the group ckleurself for
injuries and quietly wait for further instructions.

Do not drive any trip without the pers@uthorization from the Transportation
Department. The trip sheet is the authorizatiorttertrip.

The driver is to understand that fhensor is required to have a statement of
Permission/Medical treatment waiver form forleatudent going on the trip and
that the sponsor is in charge of these formes&Horms must accompany all
students while on the trip. If the sponsor doashave the form/waiver for a
student, that student will not be allowed tocogathe trip.

Carry on items must be limited in diadit under the seat or in the students lap.
There should be no large objects ginbon the bus. Objects too large to fit in or
between seats should have other arrangements waidem.
* The Aisle of the bus cannot be blocked at any time.
» Athletic equipment, band equipment, or Projectsruairbe place in aisles,
in front of doors or in front of emergency windowite

Drivers are to remain available to spensor after reaching the destination for
any change of plans that might occur, unlessratrangements are made with
the sponsor. The driver should respond posytiteebany reasonable request
made by the sponsor.

Driver should not leave the group except ik pa purchase fuel. Driver should
be prepared to take a bus load of students tve-oh, convenience store, or



restaurant. There shall be no glass brought embds.

9. Driver should understand that many students ttatbuses on trips may not be
regular bus riders and the sponsors may not biidamith the accepted bus
rider rules of behavior. The driver should consuith the sponsor before leaving
the loading area as to the expected conduct dfttiaents. If the sponsor that is
accompanying the group is incapable of handlingstbdents, it may become
necessary for the driver to take charge of theglise of the students. Before the
driver takes over, he/she should discuss the prolli#h the sponsor and give
them the opportunity to regain control. If the sponcannot or will not, then the
driver is to use whatever means necessary to ¢dghesituation. When such
action is required, a full report is to be madé&® Transportation Department
immediately.

10.The trip formmust be completed after a trip. Turn in your trip fotothe
Transportation Department. Failure to turn in a plated travel form could result
in the denial of a future request. Please douldelckthat the form includes the
following:

a.
b. Mileage (starting and ending)

C.

d.

e. Any damage found on vehicle (before and after tipg t

Time (driver start and stop, driver waiting time)

Bus number
Signed and dated

11.The driver will dress appropriately at all timesrRember that you are a New
Waverly ISD employee and conduct yourself accorging



