STUDENT AND PARENT
TRANSPORTATION HANDBOOK

BE KIND BE ON TIME BE SAFE

Mannheim School District 83 Transportation Department
10401 W. Grand Ave. Franklin Park, IL 60131|847-455-4413 ext. 1228




Student and Parent Transportation Handbook

Contents

WBICOMIE. ...ttt ettt et e s bttt e s ab e et e sb bt et e e s bt e e bt e sseeeabeenaeeeane 2
Transportation GUIEIINES.........uiiii i e e e e s e s sare e e e e e ssnsaaeaaeeeas 3
L TT=q1 o111 2RSSR 3
SChedUliNg @Nd CHANEES. ...t e e e e e et r e e e e e e eettraraaeaaeeens 4
Co-Parenting Changes REQUEST.........uviiiiie ittt ettt e e e e e e ettt e e e e e e e e e eeanrsaneeeas 4
Procedure for Boarding at @ BUS STOP.......uuuviiiiiiiiiiiieiiee ettt eeett e e e e e e e 5
BUS RIING RUIES......coiiiiiitiieeee ettt e et e e e et e e e e e e e sesaabaareeeeeeeseennsasnees 6
BUS VIidE0 SUIVEIIIANCE. ...ttt st s 7
[ feT o LT u YA DTy g b T TR PSSP 7
PErsSONal BEIONGINGS. ......uuvieiieiieeeeeetee et e e e e e et r e e e e e e eeeeetarrreeeaeeeeeennstrneeeas 7
Y T=To [Tor= Y To] o FO OO O OO P POTSTRTRRPPUPO 8
FOOO AN BEVEIAEES. ..o ittt et ettt e e e e e e e et e e e e e e e e sesaaareeeeseesseenssaereeeeesessennes 8
Parent RESPONSIDIITIES. ......cooeiiiieiiee e e e e e e e s et e eeeeeesennes 9
DiISCIPIINE PrOCESS. ...ttt e et e et e e e e e ee e et e e e e e e e eeeesttrareeeeeeeeennsrnreees 10
Inappropriate Bus Behavior CONSEQUENCES..........cceecuiieeeeiiieeeeeciiieeeeeireeeeesireeeeeeareeeesaseeaeeneees 10
EMIEIZENCY PrOCEUUIES......eeiiiieieeeeeeeeee ettt e e e e e e ettt e e e e e e e e essabtaeeeeeeessesnanareeeeas 10

COMMUNICATION PrOCEUUIES. ... oo e e e et e e e e e e e e e eeeeeeeeeeeeaaaaaees 11



STUDENT AND PARENT TRANSPORTATION HANDBOOK

Welcome:

Welcome to the Mannheim School District 83 Transportation Department. You have chosen the
safest, most efficient and most environmentally friendly way to transport your student to and
from school. At D83 we strive to provide safe and efficient school bus service that will enhance
your student’s educational day.

Keeping everyone safe requires rules and procedures to be in place. Three rules sum up this
entire manual: BE KIND, BE ON TIME, AND BE SAFE!

For details regarding school transportation, please familiarize yourself with this handbook and
feel free to contact the transportation office if you have any questions.

It is important to remember that the Mannheim School District 83 Transportation
Department is responsible for transporting approximately 2,500 students daily during the
school year. Bus stops are designed for safety and efficiency. Mannheim School District 83
does not provide door to door service.

Students are expected to be at designated pick-up stops 3-5 minutes prior to the published stop
time. Bus times may vary depending on ridership, weather, traffic, etc. Allow ten (10) minutes
after the published bus stop time before leaving the designated pick-up point and/or calling the
transportation office to report the issue. Parents, please review this Transportation Handbook
with your child.

Please visit the transportation web site, contact your bus driver, or contact the transportation
office if you have specific questions regarding school bus transportation.

Have a safe school year.
Brenda Rodriguez, Transportation Director

10401 W. Grand Ave.
Franklin Park, IL 60131
847.455.4413 ext. 1228
rodriguezb@d83.org
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Transportation Guidelines:

School bus riding to and from school, extracurricular trips, sporting events and field trips is a
privilege.

School bus transportation is not required by the State of Illinois. The services

provided are an option chosen by Mannheim School District 83 and subject to

change.

All bus riders are expected to demonstrate the same standards of conduct and
citizenship as required at their schools.

All bus safety rules and policies must be demonstrated to maintain bus riding privileges
for field trips, sporting events, extracurricular trips and bus routes.

Drivers have the authority to direct the student in any reasonable manner to maintain
order and safety in the bus.

Eligibility:

Bus transportation may be provided for students who prove residency and live
within the Mannheim School District 83 busing boundaries.

Students living out of district or are in a walking zone are not eligible for bus
transportation.
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Scheduling and Changes:

e Please note that all transportation changes requests must first be made through your school
office. To ensure the safety and accuracy of our records, this initial request must be followed
with an email or written note.

® Please allow 3-5 school days for an Alternate Bus Stop Request to be processed. The
transportation department will notify the school office. The school office will then notify the
parents, student and the teacher.

e All transportation plans must be scheduled and documented with the
transportation department and the students school office.

Students must ride their assigned buses.

Students will board and depart from the bus at their assigned bus stop.

All student’s transportation plans will be based on their proof of residency address unless
an approved Alternate Bus Stop Request is submitted and approved to the transportation
office and school office.

e Changes to transportation plans will be considered. Final determination will be based
on bus capacity.

e Same day/last minute transportation changes must go through the school office. They will
write your student a bus pass. Bus passes are only available for emergency situations.

e Even in emergency situations, some changes may not be able to be accepted due to capacity.

e If you would like a NEW Alternate Bus Stop Request to be considered, it must be
submitted to the Transportation Office as soon as possible. Allow 3- 5 days for final
determination. Any requests submitted past that date will be processed at a later time.
Parents will need to provide their own transportation to/from school until the form can be
approved and processed. Please remember all Alternate Bus Stop Requests remain in
effect until they are either canceled or changed by submitting a new request. This must
be done in writing.

Co-Parenting Request Changes

o \We realize every family situation is different. We do allow transportation for
co-parenting situations based on the following guidelines.

o The school, driver, and the transportation office will not keep track of students’
individual family schedules.

o The student will be assigned to one parent’s address in the AM and one parent’s
address in the PM. The driver will then be notified that the student is allowed to
ride either route as needed to go to/from their respective parent’s home.

e Co-Parenting requests must be communicated to the school office and approved before a
student will be allowed to ride to/from any address other than the legal address provided
to the school.
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Procedure for Boarding at a Bus Stop:

e Students should be waiting at the bus stop when the school bus arrives.

e As the school bus is approaching, students should begin forming a single line and be
ready to board the bus. Stand on the sidewalk or 10 feet away from the roadway while
waiting on the bus.

e Wait to approach the bus until the bus has completely stopped and the driver has set
the air brake. The air brake system will make a loud air noise when the bus is secured.

e The driver will open the door and motion for the students to load. Once on the bus, go
directly to your assigned seat.

e If you need to cross the street, the driver will motion you to cross when he/she verifies
that it is safe to do so.

® Any area within 10 feet of a school bus is considered the “The Danger Zone”. Students
within this area are in a place where they may not be seen.

e For the safety of your student, please be on time and NEVER let your student run after

a missed school bus.
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Bus Riding Rules:

e Safety is the primary concern in student transportation; thus, the driver and school
authorities shall maintain discipline on the school bus. Students disobeying safety rules
will be reported to the building administrator and may be denied riding privileges.

e Students shall be seated immediately upon entering the bus. The student must sit in
their assigned seat.

e Students shall not stand or move from place to place while the bus is in motion.

e Loud, boisterous, or profane language shall not be tolerated. Indecent conduct, verbal
abuse, use of racial/ethnic remarks, or derogatory names is not acceptable.

e Students shall not tease, scuffle, trip, hold, hit, or use their hands, feet, or body in any
objectionable manner.

e Students should stay in their seat until the bus has come to a full stop and the door is
opened by the driver.

e Students need permission to open windows. Windows will only be opened halfway
to the designated marked line.

e Kindergarten through 1* grade students will only be released from the bus in the
presence of a parent, guardian, sibling, or caretaker at the bus stop.

® School authorities may deny privileges of riding the school bus to students who
refuse to conduct themselves in an appropriate manner.

® The school bus driver has the same authority and responsibility as a teacher.

e The aisle of a school bus must be kept free of objects that could obstruct an emergency
evacuation of the bus. Any large object that cannot be held on a student’s lap is not
permitted on the school bus. Examples of such large objects include but are not
necessarily limited to certain musical instruments, science fair and other types of
projects, athletic and PE equipment, bags, flagpoles, flowers, balloons and other such
items that could pose a safety problem.

e Students are not allowed to bring food, drinks, or chewing gum on school buses. The

approval of drinks and food on long trips needs to be approved by the

transportation office.

Students must keep their head, hands and feet inside the bus at all times.

Weapons are not allowed in the bus at any time.

Smoking, vaping or the use of any tobacco product is not allowed at any time.

Bus drivers will prepare and practice emergency unloading with the students at least

one time per school year.

e Students are not permitted to play audio aloud on their phones or any other devices
while on the bus. However, students may listen to music, podcasts, or other audio
content using headphones or earbuds.
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Bus Video Surveillance:
® Mannheim School District 83 school buses are equipped with video recordings and
audio equipment.
® The use of video recording devices may be used to assist the driver providing the
safety and well-being of the students while on the bus.
® Video and audio surveillance data is the property of Mannheim School District 83.
® Video and audio surveillance data may be used during the discipline process.

Property Damage:
e School buses are considered school property and therefore government property.
e Riders who cause damage to school property will be responsible for repair costs and
may experience school discipline action, school suspension or expulsion, loss of riding
privileges, and/or legal action.

Personal Belongings:

e The following cargo is forbidden to be transported on a school bus: pets, alcohol, drugs,
ammunition, explosives, firearms, knives, laser pointers, tobacco, nicotine-containing
products, or any other dangerous or objectionable materials or objects.

e Large and/or loose items are not permitted on the bus. All items must fit in a bag or
case. All items must fit on the student’s lap or between their feet on the floor.

o Use of technology is permitted at the driver’s discretion. If the use of technology is
allowed on the bus, the driver may withdraw that privilege if it is being abused.

(For example. Bluetooth speakers/cellular phones being used aloud on the bus)

e All belongings must be placed in a bag while boarding and unloading the bus. Loose
items are a safety hazard.

e The transportation department is not responsible for lost, damaged, or stolen
personal belongings.

e Drivers inspect their buses at the end of each route. If an item is left on the bus, they
will keep those items for one school day and return to the student. The item will then
be forwarded to the school office.

e Bus drivers may confiscate any object that has been deemed questionable and submit
the item to the building administrator or the transportation office.

® Shoes must be tied. Bag and clothing strings must be tucked away.
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Medication:
e ALL medication must be brought to school by a parent/guardian.
e Students may transport medication home if the nurse has signed permission.
e ALL controlled substances must be picked up by a parent/guardian. A physician’s order
is necessary in order for an emergency medication (e.g. EpiPen or inhaler) to be carried
by a student with a life-threatening condition.

e lllegal drugs and/or recreational drugs are NOT allowed on Mannheim School District
83 school buses.

Food and Beverages:
e No hard candy or suckers are allowed to be eaten on the school bus.
e Only water is allowed on the school bus. All bottles must be spill proof.
e Individual drivers may allow riders with long rides to have certain foods.
® All riders are responsible to remove their own trash.
® DO NOT throw trash out of the school bus windows.
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Parent Responsibilities:

It is the parent’s responsibility to read and review this Transportation Handbook with the
student and/or the responsible individual who will be assisting with Transportation on a
day-to-day basis.

It is the parent’s responsibility to ensure school attendance. If school bus riding privileges have
been revoked, it is the responsibility of the parent to ensure the student is transported by other
means.

Know and understand transportation scheduling requirements. (see scheduling)

No one is allowed on school buses except those who are invited. Uninvited persons who enter a
bus may be guilty of criminal trespassing laws and therefore may be punished by law. Do not
board a school bus for any reason unless invited to do so by the driver.

For safety reasons, do not approach the bus doors to talk to the driver in an aggressive manner.
For safety reasons, drivers are directed to shut the door if an adult approaches the bus and if
he/she feels safety may be in question.

Read and understand the infractions and consequences policy, as well as all transportation
rules. Discuss all transportation rules with your child(ren).

Support discipline decisions by the school principal.

Supervise travel to and from school bus stops. Parents are responsible for their child’s safety
while going to or from the bus stop and while waiting on the school bus.

It is the parent/guardian’s responsibility for a responsible individual to meet the
kindergartner-1* grade student at the pick-up and drop-off location daily. If there is no
responsible individual present at the designated bus stop, the student will return to their

home school and the parent/guardian will be notified.

Supervision at bus stops is a parent's responsibility.

Mannheim School District 83 Transportation will not take responsibility for or enter into
disputes involving parents and/or students concerning matters that take place prior to the
student boarding the school bus or after the student has disembarked from the bus on his/her
way home.

Bus stop conflict should be handled by the parents, school administration and, if necessary, local law
enforcement.

Ensure children are out and waiting for the bus (3-5) minutes prior to their published stop time.
Understand that bus drivers cannot hold traffic or delay routes while waiting on students.
Allow ten (10) minutes from the published stop time before leaving the stop and calling the
school or the transportation office. Various factors may cause a delay in bus routes.

Ensure children are properly dressed for dark mornings and cold and/or wet weather. Be
prepared for an emergency. Provide reflective clothing.

Ensure all student belongings are securely placed in a school bag.

Do not send large items on the bus. (e.g. school projects, large band instruments, and
unsecured food products for parties).

Do not enter school bus parking lots. Use the school’s designated area for picking-up and
dropping-off.

Parents will be held responsible for damage caused by their child to school property.
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Discipline Process:

Students must follow bus and safety rules to maintain bus privileges.

Drivers will work with students to ensure safe and courteous behavior.

If a student’s behavior warrants a bus referral form, the driver will submit the form to
the Transportation Office who will electronically submit it to the principal. The
principal or designee will decide the discipline outcome.

If removed from riding the bus, the student may not ride any D83 bus during the time
of the bus suspension. This includes all extracurricular, sporting events and field trips.
Students who cannot ride the bus to events may not participate in events, including
sporting events.

Inappropriate Bus Behavior Consequences:

1*: Verbal Reprimand/ Warning — unless a more serious consequence is warranted.

2"%: Assigned seating near the driver for one week and submit a Student Action Report to the
Transportation Office. The building principal will contact the parents and relay the actual infraction, unless
a more serious consequence is warranted.

3™ The student will be referred to the building principal for possible loss of privilege for a period to be
designated, unless a more serious punishment is warranted.

In case of suspension, the principal or designee will contact parents to notify them of the suspension and
determine the dates of suspension.

Emergency Procedures:

All drivers are trained in emergency procedures.

All buses are assigned 4-5 student emergency helpers.

Bus evacuation drills are conducted once a year on school grounds.

All students are trained in emergency procedures each school year.

Parents: In the event of an emergency, contact the school or transportation office for direction
as to where to meet your child. For your own safety, do not go to the scene of an accident.

In the event of an emergency students will only be released to parents after proper
documentation and approval by school administration.

10
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Communication Procedures:
e Drivers may contact parents directly to relay information regarding students or the
route (i.e. delay schedule/ early release schedule reminders).
e Parents may call the school office or transportation department with questions about
their student or the route.
e Should conflicts arise, parents, school administration and transportation staff will
jointly, in a civil manner, work to resolve issues.
Threats to any school employee is considered, by law, a Class D felony. IC: 35-44-2-1
Please allow one school day for the transportation department to return messages.

11



	STUDENT AND PARENT  
	TRANSPORTATION HANDBOOK 
	 
	Welcome: 
	Transportation Guidelines: 
	Eligibility: 
	Scheduling and Changes: 
	Co-Parenting Request Changes 
	               Procedure for Boarding at a Bus Stop: 
	Bus Riding Rules: 
	Bus Video Surveillance: 
	Property Damage: 
	Personal Belongings: 
	Medication: 
	Food and Beverages: 
	Parent Responsibilities: 
	Discipline Process: 
	Inappropriate Bus Behavior Consequences: 
	Emergency Procedures: 
	Communication Procedures: 

