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SECTION
TRANSPORTATIMNSSIONGOALS & ORGANIZATION

1.01 TRANSPORTATIGNSSIONANDGOALS

School bus transportation for pubkchool students is expensive. It is carefully monitorethegreatest
benefit will be realizedfrom the dollarsexpended.The MISSIONof the Department of Transportation is
to provide safe transportation for the students of Miaade County Public Schools in a timely and
effective mannerThe major GOALS which guide thininistrationof the Departmentof Transportation are
listedbelow:

Toprovide SAFEransportation
Todeliver studentsONTIME
Tooperatethe transportation programEFFICIENTYWd EFFECTIVELY

1.02 TRANSPORTATI@RGANIZATION

The Department of Transportation is organized by three (3) main functteerssportation operations, school bus
routing, and vehicle maintenanc&he information included on thiollowing pages of this section is intended to give
the school bus driver and school bus aideasic overview of how these three (3) main functions are organized and
how they work togetheto accomplistthe Departmentof ¢ NJ- y & LJ2 Milislorii A 2 Y Q &

Department of Transportation

Organizational chart

Mr. James Hicks
Administrative Director

Mr. Carlos Limon M. Lashawn Holliman ir. Bernard Edwards Mr. Chnstian Raynen
Dristrict Director District Cirector Executive Director Supervisar
wehicle Maintenance Transportaticn Operations Transportation Operations Centralized Routing

Transportation Centers

Maorth {9232)

South {9233)
Mortheast {%234)
Southwest [235]
Morthwest {7234)

Central-West (Y237)
John (“Jack”) Schee (723%)
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Transportation Coordinators and Transportation Operations Managef$ese individuals are als
administrators. Each Coordinator or Operations Manager is usually assigned to a shift (morr
afternoon) and directly oversees the operations of that shift, in addition to assisting the Center Di
with other administratve duties.

Field Operations SpecialistsThese personnel are not administrators; however, they are dire
responsible to work with school bus drivers and school bus aides, to monitor the operation of bus r
and to assist drivers and aides to resolve concerns and problems with the opeyatiebus routes and
the students riding on buses. When drivers or aides have a problem or concern about anything reg
their assigned bus route, they should always contact their assigned Field Operations Spediadistl f
discuss the situation with them. Additionally, Field Operations Specialists will normally be the persoi
will go to the scene when there has been an accident/crash or incident involving a school bus.

Dispatchers.These individuals are the people who are responsible to make sure that all bus route
covered and run according to schedule. They assign drivers and aides to routes when the regular ¢
aide is out, also responding to driver calls for assistawves the twoway radio.

Transportation Coordinators and Transportation Operations Managef$iese individuals are als
administrators. Each Coordinator or Operatiolk&nager is usually assigned to a shift (morning
afternoon) and directly oversees the operations of that shift, in addition to assisting the Center Di
with other administrative duties.

Transportation Operations HelpersThese individuals work with the dispatchers, assisting them v
various tasks. They may monitor the chéclof drivers and aides and make sure the dispatchers are au
of drivers and aides who have not reported for work by their scheduled report fiilne.Transportation
Operations Helpers are also the persons who assign spare buses to drivers when the regularly &
bus requires maintenance work.

Clerical staffincludes payroll clerks, field trip clerks, secretaries, and other personnel who help the ¢
staff in various capacities.



SECTIOR
SCHOOL BUS DRIVER DUTIES & RESPONSIBILITIES

2.01 OVERVIEWNDGENERAEXPECTATIONS

The transportation of students to and from school igtal and essential part of our educatiorssistem. In no other
area of the public school system do we accept more responsibilitstfiolent life and welfare than during the mass
movement of children in school buses on puklieetsand highways.

The school bus driver plays a most important role in providing safe, economicaffenieht school transportation.
Plans for school bus transportation are carefully formulateat; it is the professionalisnand competencyof our
schoolbusdriversthat allowsusto successfullymplement this planningThefollowing aresomeexamples:

Wehavea stringentschoolbus maintenanceprogramthat assuresour studentsare transportedin school
buses that are maintained to the highest standar@shool buslrivers constitute a vital part of our vehicle
maintenance program, by completing pnép inspectionsof their busestwice daily and immediately
reportingall problemsand concerns.

9 School bus routes are carefully planned to ensure the safety of transported students raagitoize the
effectiveness and efficiency of our bus rout&hool bus drivers form wtal component of school bus
route planning, by promptly reporting all concerns relatmgtudent safety at bus stops, by promptly
reporting the need for any changes to the stmgationsand times, and by completely andaccurately
preparingall required reports.

A successful transportation operation is formulated udithese factorsHowever, it is theschool bus driver who
ultimately ensures the success of the operation. All those assoadthdransportation services, which include
the staff at our transportation centers and school basiting offices, our vehicle maintenance staff, school bus
aides, teachers and school staff, aslidentsand their parents ardocused uponand relyupon the school bus
driver.

Understandingthis, our schoolbus drivers then undergo physicalexamination,backgrounahecks, educational
training, and orthe-road experience before beginning their joi$hey areperiodically reexamined and rerained.
We transport VERY PRECIOUS CARS; @ isnfinitely more important that our school bus drivers receive a higher
level of training than theaverage commercially licensed drivéve strive to take every precaution to ensure that
our school bus drivers are in excellent physical health, maintain high mental acuity, efdlgprepared to carry
out all their duties and responsibilities with regards to the safety and-betigof the childrenentrustedto our care.

Our school bus drivers are expected to not only safely transport children, uasdivelyinteract with their student

passengers, their parents, teachers, school officials, bus maintenzrsennel, law enforcement officers, and

the generalpublic, particularly the motoring publich dzZNJ & OK22f ©6dza RNABSNA ' NB SELISOI
representing our school district byhibiting sensitive and constructive public relations skills. School bus drivers are
thefocalL2 Ay (G F2NJ £t GKS&S OAGAT SyQa K2L)5ax ¥FSchiNkny | yR S
displaying safe driving skills, and for the safe conveyance of our students to anddnoil.



2.02

There areseveralPolicies of the MiambDade County School Board which apply temployees of the school district,
including school bus drivers and school bus aidlegsePoliciesnclude, but are not limited to:

Policy4213,StudentSupervisiomnd Welfare
Policy8462,Student AbusandNeglect

Policy5517.01 Bullyingand Harassment
Policy5500,Student Conduct and Discipline

Policy867Q PostTrip Inspections of School Buses
Policy5610,Suspension and Expulsion of Students
Policy5630,CorporalPunishmentind Useof Reasonabl&orce
Policy4210,Standardsof Ethical Conduct
Policy4210.01,Codeof Ethics
Policy4124,DrugFreeWorkplace

Policy4215,Useof Tobacco Productsnd Smokindpevices
Policy4231,0utsideActivitiesof SupporiStaff
Policy4129,Conflictof Interest
Policy4232,PoliticalActivities
Policy4362,Anti-Discrimination/Harassment
Policy4380, ThreateningBehaviorTowardsStaffMembers
Policy4430,Leaveof Absence

Policy4430.01 FMLALeave

Policy 8600Transportation

=2 =2 =-0_9_9_9_9_92_2_29_9_-2_-°2_-2_-2_-2_-2-_--°_-2-

Copiesof all the abovePolicies argorovided inAppendix Ibf this Handbook.

2.03 SCHOOBUSDRIVERUALIFICATIONS

¢tKS d0K22f 0dza RNRAGSNI KIFIa 0SSy OI f Théimpoidakcdf aschdbkb8sNI (i S OK
RNA @S NJ A ycannoth® evirénipliagizedThe®@ool bus driver showsalities of good citizenship including

courtesy and respect for law and authorifjhey teach bgxample We see our school bus drivers as people we can

depend on; that are trustworthyconsiderate, and professional, both in demeanor and appearahte.school bus

driver sets anexample of how to work with and relate to school administratiornsportation, and district

personnel, the communitat-large, and the officials whose duty it is to see that laws are propeftyced.The

school bus drivesets an example by refraining from questionable conduct speech.He or She teaches their

student passengers by displaying a high moral character, diskillg superior to that of the average motorist, and

managing student behavior in a firm bsgnsitiveand tactful manner.

¢tKS adz00Saa 2F || &a0K22f RA&AGNAOGQ& Lidzlsbhéol biasNdrivgrahiaie NI | G A 2
on any other factorWhen the bus is moving, the welfare of thehildren on board dependson the skill, attitude,
and decision®f the driver.

a. General qualificationgor school bus drivers are established by Florida Statute 1012 states:

Each school bus driver must be of good moral character, of good vision and hearingpdidé, free from
communicable disease, mentally alert, and sufficiently strong physicéiénttie the bus with ease, and he

or she must possess other qualifications prescribed byGbenmissioner of Education, including those
qualifications described in 49 C.F.R. s. 884fing to physical qualifications and examinations, and 49 C.F.R.
part 40 and part 382elating to controlled substance and alcohol use and testing, and he or she must hold
a validcommerciaR NJ&A dicené&vith a passenger endorsement.

4



b. Specific qualificationdor school bus drivers are established by rules of the State Bb&dlication
(Rule6A-3.0141;Employment of Scho8lus Driverswhich states:

(1) Atthe time of initial employment,the schoolboard shallassurethat the operator of aschoolbus
meetsthe followingrequirements:

(a) Hasfive (5)yearslicenseddrivingexperience.

(b) Hassubmittedto the superintendenta written application foremploymentin a formprescribed
by the schooboard.

(c) Hasfiled a set of fingerprints for the purposeof the required backgroundchecKor
determiningcriminal record.

(2) Priorto transporting studentson a schoolbus eachoperator shall meet the following
requirements:

(a) Holda validcommercialR N& dicmsEndith a passengeendorsementand a school
busendorsement.

(b) Successfully complete forty (40) hourspre-servicetraining consisting of at leagtventy (20)
hours of classroom instruction and eight (8) hours of betilmswheel training based upon the
5SLI NIYSyiQa .FaAaxl { OK222006. dza 5 NR @SNJ / dzNNR Odzf dzy

(c) Demonstratethe ability to preparerequiredwritten reports.

(d) Bephysicallycapableof operatingthe vehicleasdemonstratedby:

1 A physical examination, in accordance with 49 C.F3®1s41(b), as evidenced e Medical
9ELF YAYSNDA / SNI %376),0andi §ivenohy 2 Nelttifieehéd{cadl examiner,
registered with the National Registry of Certified Medigahminerspursuantto 49 C.F.Rs.
391.43.

1 A dexterity testadministered by the school district and recorded on Form &8BKEDexterity
Testfor School Bu®river).

(e) Demonstrate physical and mental capabilities required to carry out all assigspdnsibilitiesas
aschool bugriver.

(3) At least annually, thechool district shall assure that the operator of a schoolreststhe following
requirements:

(a) Meetsallthe requirementsof paragraphgl)and (2),above.

(b) Successfully completes a minimum of eight (8) hours-skiwice training related the
2LISN) G2NDa NBaLRyaroAtAdASa F2N GhédirsfrarhdBeNIi A y 3 &0
required certified CPR and first aid training, pursuant to SBaterdRule6A-3.0212(3)(2)(b).

(c) Successfullpassesa dexteritytest administeredby the schooldistrictandmaintainsa
validMedical9 E | Y A Gegifidades

(4) Atthe time of reemployment, the school board shall assure that each schoobpesator meets all
of the requirements of paragraphs (1) and (2), aboMenot more than a twelve (12) continuous
calendar breakn-service has occurred, an operator shmdlrequiredto completeeight(8) hoursof in-
servicetraining related to their responsibilities for transporting students prior to driving a school bus
with students.Ifa period exceeding twelve (12) calendar months has occurred, the operator shall be
required to complete forty (40) hours pfeservicetraining consisting of at leasiventy (20) hours of
classroom instruction and eight (8) hours of behthd-wheeltrainingbaseduponthe5 S LJ- NIl YSy (i Q&
BasicSchooBusDriverCurriculumRevised006.

5) 91 OK a0K22f RAAGNRAOG aklfft 20 (Depaymentof Higha@gSaipa KA & G
& Motor Vehicles for each school bus drivEhe schedule foreviewingthese recordshall be:



(@) Prior to initial employment (For any school bus driver who is not licensetthe State of Florida,
a0K22f RAAGNAOGA akKltt 200l flogithé appRoprid sdte] &

(b) Priorto the first dayof the fall semester

(c) Thereafter, the district shall continuously screen driving records using the weekbymated
update system.

(et

(6) Each school district shadktablish a school board policy that specifies which infractibtise traffic
code shall deem an applicant unqualified for hire and which shall causergulgyee to be subject to
prescribed followup disciplinary actionAt a minimum, thispolicy shall state that any school bus
operator or contracted operator who should hakeown that his or her license has expired or has been
suspended or revoked shall seibjectto prescribedmeasuresup to and includingdismissaby the
schoolboard.

(7) All school bus drivers shall be subject to the Federal requirements of 49 C.F.R.3&2aatsd 391,
relatedto the substanceabusetestingandalcoholdetectionprogram.

Requirement for training in CPR and first aid. new requirement for school budrivers andschoolbus
aidesto be providedandto completecertified trainingin cardiopulmonaryresuscitation (CPR) and first aid
was established by State Board Rule3®121 in 2019, whicktates: School bus drivers and school bus
aides shall b@rovided certified CPR and first aidining prior to transporting students, and shall receive
CPR and first aid refresherdarvicetraining at least biennially; howeverthe driver and aide shall limit
his/her assistanceto that which may be expectedof a reasonable prudentperson,or as specifiedin the

& (i dzR Bgvid@bzedEducatiorPlan).All driversand aideswho areemployedand transportingstudents
on or before the effective date of this rule must be provided wdhified CPR and firstid training by
Novemberl, 2020.

Substance abuse testing and alcohol detection prograRequirements for drug and alcohtasting of
school bus drivers are established by Federal Regulation 49 C.F.R. parts 382 and Balgs of the State
Board of Education (Rule €30141).In accordance with these rules arejulations schoolbus driversare
requiredto betestedfor drugs andalcoholasfollows:

(1) Priorto initial employment All prospectiveschoolbus drivers must take and passa drugtest.

(2) Randomtesting Schoobusdriversmust berandomlytestedfor alcoholand/or drugs.

(3) Postaccident Drivers who have an accident while driving a school bus which resultSatalay
(regardless of fault) must be tested fdrugs and alcoholAlso, drivers who have aat-fault accident
while driving a school bus must be tested for drugs and alcohol when @ittiee followingconditions

apply:

9 Apersonhadto betransportedfrom the scendor immediatemedicaltreatment.
9 Anyvehicle hado betowed fromthe scene.

(4) Reasonable suspicioBchool district administrators may require school bus drivers tesied for
f O2K2f | yYRk2NJ RNUzZZ&A AT (KS& RS SNM¥Idsfited liyK S NS
Federal rules and regulations, andCPS School Board Policy 3T241gFreeWorkplacé.

(5) Annual testing (required by MCPS School Board Policy 3134hool bus drivers must
successfullgomplete adrug screening agart of their required annuaphysicalexam.

Any school bus driver who refuses to take a required drug or alcohol test, or who failsutccessfully
complete a required drug or alcohol test without cause, will be recommendedhis SchoolBoard for
dismissal.

A a
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2.04 RESPONSIBILITIESTHESCHOOBUSDRIVER
(StateBoardRule6A-3.0171)

Basicresponsibilitiesof schoolbus drivers areestablishedby Rulesof the State Board oEducation.Rule 6A
3.0171(2)(e)3Responsibilities of the School Bus Driparscribes thdollowing requirements:

a. To pass all required physical examinations and meet such requirements as may be prégdebedr
rules.

b. Tobeclean andheatin appearanceandto refrain fromwearingshoeswhichare notsecurelyheld onthe
foot.

c. To refrain from the use of tobacco while operating the bus, and to use no profane languhgepresence
of students. Drivers shall not use or be under the influence of alcitlimt,drugs, or any substance which
YF& AYLI AN I RNAGSNDRA | @NIySaa 2N LISNF2NXI yOS gKAC

d. To prescribe, in cooperation with school principals, the seating arrangements of studetitbuses.

e. To report needed changes in school bus transportation to the director or supervidoansportation,
includingbusloads,busdeficienciesroad hazardsandroutes andschedules.

f.  To study and observe all laws and rules of the State Board of Education and thetsxdrdoélatingto the
serviceof transportation.

g. To attend and participate in conferences amdining classes for school bus drivers andbéoprepared at
any time to pass a reasonable examination concerning traffic laws, statleatransportationrulesand
drivingskills.

h. Toascertainand ensurethat transportedstudentsobserveall rules prescribedby law andoy the state
and local board.

i. Tomaintainorder and discipline,under the direction of the schoolprincipal,on the part ofevery
passenger.

j-  To permit a student to leave the bus only at their assignedstop, except upon writtenauthorization
of the schoolprincipalor Transportationadministrator.

k. To observe all procedures incorporated in the Florida Department of Edudadisic SchoBlusDriver
TrainingCurriculum

I.  Toinstructstudentsin saferiding practices.

m. Torequireall passengerso remainseatedandto keepaislesandexitsclear.

n. Toparticipatein emergencyevacuationdrills at leastonce eachschoolsemesterunder the
directionof the schoolprincipalor the LINRK y Qlésigheé. Q &

0. To usethe bus only to transport students to and from school, except upon specific diregftitre
superintendent, or from a Transportation administrator upon written authorizatifrom the
superintendent.

p. Toprepareimmediatelyafter everyaccidentinvolvingthe busor a schoolbuspassengean
accidentreport to befiled with the R NA @péiisar.

g. Toascertairandensurethat all personsare off the busbeforefilling the fuel tank.

r. To cooperate with duly authorized school officiatsechanics, and other personnel in tmeechanical
maintenance and repair of the bus in overcoming hazards which threatesetiegyor efficiency okervice.

s. Toinspect the bus at least daily prior to the beginning of the first daily trip or more afteequired by the
school district and to report any defect affecting safety or econongpefation immediately to authorized
service personnelThe inspection shall include all iteidgntified in the procedures related to the
mandatory daily inspection as specified in BasicSchool BuBriverTrainingCurriculum

t. Toalways keep the bus clean and neatd not affix any stickers or unauthorized itethasthe interior or
exterior ofthe bus.

u. To prepare reports, keep all required records, aiderwise assist school officials atrensportation staff
members in mapping bus routes, planning schedules, and in coordinafiognation for a continuous
studyof all phasesof transportation service.

v. Toalways wear a seat belthile thebusisin operation.



w. To use the roof mountedwhite flashing strobe lights whenever headlights are requirebeaseddueto
reduced visibility conditions pursuanto Florida Statute 316.217(1)(bDrivers operating school buses
owned or contracted by MiariDade County Public Schools slalays turn on the lovbeam headlights
and the roofmounted white strobe lightvhile the busisin operation.

x. Toreportimmediatelyto the R N&A @piiisarand the schoolprincipal(orthe LINA y OA LI f Q&

designee):

m Misconducton the part of any studentwhile on the bus or while underthe R NA @S N &
immediatesupervision.

(1 Complaintgequiringthe attention of schoolauthorities.

(1 Any hazardsarisingwhich would offer either an actual or potential threat to the
safetyof the studentsin the R NA @8BeNI &
(V) Causedor failureto maintainthe schoobustime schedule.
V) Overloadedconditionson the bus which exceedthe rated seatingcapacityof thebus.
y. Toperformacompleteinterior inspectionof eachbusafter eachrun andtrip to ensurenostudentsare
left on board.
z. To maintain, as far as practicable,by patient and consideratetreatment of parents afeelingof
securityin the safetyof studentsbeingtransported.

2.05 AUTHORIT®FSCHOOBUSDRIVER
(FloridaStatute 1006.10)

FloridaStatute 1006.10addresseghe authority of schoolbus driversand schooldistrictgransportingstudents. It
states:

a. Theschoolbusdrivershallrequireorderandgoodbehavioronthe part of all studentsbeingransportedon
school buses.

b. The district school board shall require a system of progressive discipline of transpturtihts for actions
which are prohibited by the code of studetdnduct.Disciplinaryactions, including suspension of students
from riding on school district owned or contractduises shall be subject to school board policies and
procedures, and may be imposed by the®O K 2 2 f  LINA y OA LI £ 2 The dciod prindipdl g O A LI £ Q-
i KS LINX y OA iy teedate Briy distigliga/ @uthority to school bus drivers except for suspension
of students from ridinghe school bus.

c. The school bus driver shall control students during the time they are students are dushgut shall not
have such authority when students are waiting at the school bus steghen studentsare enroute to or
from the schoolbus stop, exceptwhen the busis presentt the stop.

d. If an emergency should develop due to the conducstofdents on the bus, the bus drivaraytake such
stepsasare immediatelynecessaryo protectthe studentson the bus.

e. School bus drivers shall not be required to operate a bus under conditions in which ome@students
pose a clear andresent danger to the safety of the driver or ottetudents, or the safety of the bus while
in operation.The district school board shall haneasures in place designed to protect the bus driver from
threats or physical injury fromtudents.

f. In the case of a student having engaged in violent or blatantly unsafe actions whilethidisghool bus,
the district school board shall take corrective measures to ensure, testtent feasible, that such actions
are not repeated prior to reassigning the student to ties.

2.06 DUTIE®FTHESCHOOBUSDRIVER

Schoolbus drivers are under the direction of the Transportation 5 S LJ- NJi DiSpgtéhexs, as well as their
assigned Field Operations Specialists and their transportat®rs y (i ARlNKisirators. Drivers shall follow all
instructions and complete all work assignmentsas directed by Dispatchers,Field Operations Specialists,and
CenteAdministrators.



Schoobusdriverswill, always operatetheir busesin accordancewith the requirements of the Florida
Traffic Laws, the requirements of the Florida Board ofEducationand the procedures detailed in this
Handbook.

Schoolbusdriverswillf g @& Ll2aasSaa G§KS | LILINE LINR lwhil§ endp@yédr S NOA | €
with Miami-Dade County Public Schoolsand will maintairtheir license in good standing. Drivers must

have their CDL with them whenever theyre operating aschool bus orany other School Board
owned/leased vehicle.

School bus drivers will possess a current, v@lB R A OF £ 9 E | Y A(VMECKIRayswhil&Sevidplayddh O G S
by MiamiDade County Public Schooldrivers must haveheir MEC with them whenevethey are
operating a school busr any other SchooBoardowned/leased vehicle.

School bus drivers will be issued a photo identification badge which mwdtag’s worrwhen they areon
duty.

The school bus driver is responsible for the safety of the children in his/her cadeveAshouldplacethe
safety,health,andwell-beingof his/her passengeraboveeverythingelse whilethey areon the bus.

9 Driverswill maintain a professionalattitude. Driversshould be patient, firm, fair,andfriendly.
9 Safetycomesfirst! Whenin doubt,do not take chances!

School buses will be assigned to each bus radtavever, when the assigned bus is available for any
reason, the driver (and aide, if assigned to the route) are responsibiaaee all equipment from the
assigned bus to the spare bushis includes (but is nditnited to) child safety restraint seats and-i®wn
equipment used to secure wheelchalghen the regularly assigned bus becomes available, the driver (and
aide, if assigned tthe route) are responsible to move all equipment back from the sgaus to the
regularly assigned busTransportation Operations Helpers shall assist the driver and aide with the
movementof equipment.

Schoolbus drivers will, to the best of their ability, operate all trips in accordancewithestablished
schedulesexceptwhento do sowould involveunnecessarphazardsorjeopardize safetyDrivers will not
deviate from assigned routes and stops, nor create @mnges to routes or stops without receiving prior
permission from d@ispatcher, a Fiel®perationsSpecialistor transportation center administrator.

When pickingup studentsat a school,drivers shall not depart the schooluntil they have verified that

all studentsvho areto ride haveboardedthe bus. Requestdor permanentchangego routes or stops
must be reviewed and approvedby the staff of the Centralized Routing office.

School bus drivers will immediately notify their assigned Dispatch Office by thevéyradio whenever
they are runningen (10) minutes or moréoehind the scheduled stofimeson their bus route.

On any schodllay, situationgnay arise which requirBispatchers toassign worto school bus drivert
ensure all students who require transportation get to dnain their schoollf the work will be done within
the periodwhenthe driverisd 2tile O f 2 (@ithié the driversscheduledvork hours)drivers are expected
to complete the assignment, even though it may not be part of taegignedoute.

School bus drivers will immediately report any hazards on the bus route or at busvgtighs might offer

an actual or potential threat to the safety of transported studersichconcerns shall be reported to the

Dispatch Office at th& NA @S N & | & & A BefitBrRnd o MeR/NEALERS\NIIT &l Al25yAa A 3y SR CA S
Specialist.

School bus drivers will report defective, broken, or missing equipment to Tt on aDriver Request
for RepainDRR) form.This report must benadeassoonaspossibleafter the problemis detected.If the
driverdiscoversa mechanical problem during the piteip inspection of the bus, a DRR form must be



completedandturnedin to the TOHbefore the driver departsthe buscompound.If the driver
encounters a mechanicaloblem,while out on the road he/shshallnotify the DispatchOffice
immediatelyby two-way radio andthen wait for instructionsfrom the vehiclemaintenancegarage.

School bus drivers are required atways keep the bus cleamhe floor of the busnust be kept free of all
trash and debrisTrash from the bus must not be swept out of thes onto parking areasplace all trash
into the proper receptacle! The windshield, sidendows, and rear windows of the bus will be kept clean
to ensure that visibility is naeduced.

. The loading and unloading of students from the school bus is an especially @éiiad for safety
awareness!

(1) Schoolbus drivers will, without fail, alwaysfollow establishedproceduresfor thesafeloadingand
unloadingof studentpassengerassetforth inthe Florida5 S LJF NJi YSy (i B&sic ScRatt@lisii A 2 Y Q &
Driver Training CurriculufneferenceSection8.02 of this Handbook).

(2) School bus drivers will always directly supervise the loading and unloadingstfdght passengers.
Drivers willbe always on their buseshile students ardoading or unloading at schoolBrivers will
supervise the activities of studentsaving the bus until they have crossed the raadely andwill
permit students tdeave the bus only at their assignetbp unlesghey have written permission for a
studentto do so froma schoobrincipal oratransportation centeadministrator.

(3) School bus drivers shall always instruct students who are assigned to any bus KtdpOK KIF & | &b
/' wh{{LbD ![[ h295¢ RSSTINGWalkiclofthfat raall.Shibuldd dtiEobserve
studentscrossinghe roadatad b GROSSING[ [ h 2 Busstop he/sheshallimmediatelyreport it
to their DispatchOfficeand to theirassigned-ield Operations Specialist.

School bus drivers will instruct their student passengers on the proper use of seatns¢dtéed on the
seatsofthdbusandg A f f | f g @& Ay adNUzOl G(KSt SxiamRvehy iegeatddly ¢ . dzO1
fail to comply with these instructions shall be reportedied OK 2 2 £  LINA y O Adedigriee).0 2 NJ LINA y C

In accordance with Rule 680171 of theState Board of Education (see Section 2.0&hif Handbool,
drivers will participate in bus emergency evacuation drills at least nceOK & SYSa i SNE & dzy RS NJ
2F GKS a0OK22f LINRY OA LI($eeS2ddn {1103 oflisMAngbOkfbdlerhefygncyR S a A 3
evacuation procedures.)

School bus drivers will coordinate seating arrangement&i®students assigned to ridiae bus with the

d0K22f LINAYOALIf | yRk2N G§KS LINgty-date shtihgrhart Rerdeved y SS o 5
seating arrangements are chang&copy of theseating chart will be given to the school principal (or the

LINR y OA LJ f StddenRvha faiBo/s8 @ their assigned seat shall be given a verbal warning for the

first offense; ithey continue to refuse to sit in the assigned seat after being instructed to do so, the driver

shall then complete &tudent Case Management Referiam (FM2981) and submit ito their assigned

Field Operations Specialist.

School bus driverare requiredby Florida Statute an®ules othe State Boaraf Education to ensure order
and good behavior is maintained by students riding on theises.Students are expected to maintain
appropriate behavior as specified in the Miafdiade County Public Scho@sde of Student Condyend

to obey the Bus Safety Rulessted in the busDrivers will make a reasonable effort to deal with infractions
of the rules of student conduct and will, to the best of their ability, maintain oraled goodbehaviorby
students on their buses.

School bus drivers will report, as soon as possible, cases of repeated minor miscmdfoctany serious

misconduct.Drivers willcomplete aStudentCaseManagementReferralform (FM2981) and submit it to
their assigned Fiel@perations Specialist whémey return to thetransportation center.
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aa.

Duty to report suspected child abusén accordance with Policy 4210 of the SchBoard of MiamiDade
County Public Schools all employees (including school bus dniveschool bus aides) have a duty and
responsibility to immediately reporll cases of suspected or alleged child abu3evers and aides shall
immediately inform thedministrator on duty at their assigned transportation center any time they have
reason tosuspect child abuse and any time they become aware of an allegation from any stugkeméent

of astudent regarding a possibiecident of child abuse.

School bus drivers will report by radio, as soon as possible, any damage to the busjaipitsent caused

by student passengerBrivers shall complete Rlant Security Repoftrm (FM0366) and submit it to their
Field Operations SpecialistAdditionally, thedriver should make every attempt to identify the
student(s) who causedthe damage.Should the driver be able to identify the student(s) who caused the
damage, aStudentCase Management Referridrm (FM2981) will be completed and submitted to the
R NA @ssiydedtield Operations Specialist.

Schoolbusdriverswill not permit studentsto bring items on board the bus which couldbe disruptive or
present a safety hazardSee Section 8.04 of this HandbapkemsPermittedon A School Bus)

School bus drivers will always make sure a clear and unobstructed painéogencyequipmentand
emergency exits iglways maintained

Schoobusdrivers willneverpermit astudentto:

9 Standat thefront of the bus orin the busaislewhile thebusis in operation.
9 Operatethe servicedoor handle.
1 Occupythe R N&A @&iND &

School bus drivers will never permit children to hold on to the side or the rear of thevhas skating,
riding bicycles, etc.

PostTripInspection Policy86700f the Miami-Dade CountyschooBoardstates:

9 Al school bus drivers mustonduct posttrip inspections as required in the Departmeif
TransportationHandbook for School Bus Drivers and School Bus Aldsgiutycannotbe delegated.

9 Posttrip inspectionsmust be performed after the completionof eachbus run and atthe bus storage
compound.Posttrip inspections shall include, but are not limited twalking from one end of the bus
to the other, checking behind and under every bus $eastudentsremainingon the bus.

9 If adriver fails to perform a postip inspection and a child is left on the bus with@atult supervision
after the completion of a bus run, or at the bus storage compounditiwer will be dismissed.

School bus drivers will check theiailboxesand the bulletin boards at their assigndnsportation center
at least once dailyDrivers are not to make a special trip to tbempoundin aschool bus fothis purpose.

School bus drivers will accurately complete and submit all required reponitgers willcomply with
establisheddeadlinesfor completingand submitting required reports. Requiredreports include but are
not limited to:

(1) Pretrip InspectionChecklist

(2) DriverRequesfor Repair

(3) SchooBusSeatingCharts

(4) StudentCaseManagementReferral(FM-2981)

11



(5) 5 NA @R&peddeincident

(6) PlantSecurity ReportFM-0366)

(7) 5 NRA @HdtDEVehicleAccident/Crash

(8) FloridaEducationFinanceProgram(FEFP$urveyReports

bb. School bus drivers will immediately report all accidents/crashes and incidents edughwhile they are
driving a school bus to their Dispatch Office, no matter how miaod regardless of damagén
accident/crash is defined as any time a school baosounteranother vehicle or object, regardless of
damage.If the accident/crash ancident occurs after normal work hours or at any other time when the
Dispatch Office islosed, the driver will immediately notify MiarBiade County Public Schools Po(ge5>
995-COPS).

cc. School bus drivers will immediately report all traffic tickets (citations) they receivedsilileg a school bus
to the administrator on duty at their assigned transportation cenfdttickets must be reportedegardless
of the reasonfor the citation.

dd. School bus drivers are expected to attendralining workshops, safety meetings, anther meetings as
directed by their Center administratorfrivers are expected to attendll refresher training sessions as
scheduled by Transportation administratol$nexcusedbsences from such meetings or training sessions
will be considered failure to performequireddutiesandinsubordinationandmayresultin disqualification
to drive anddisciplinaryaction as circumstances warrant.

ee. School bus drivers will not engage in private busiagssigements while on dutylhisincludes but is not
limited to, buying,and sellingpersonalproperty or items, or purchasing unauthorized equipment for use
on busesHowever, this provision does nptohibit drivers from purchasingitems sold by students as
part of a school connectedund-raisingproject.

ff. School bus drivers will make sure the Transportation Department always has curfi@mation on their
home address, telephone number, and emergency poirtontact byilling out aTransportation Employee
Information Sheet (Locator She@&i#+5112 formwhenever such information changelrivers must also
update their personal informatidn the schoolR A & { iN@rrafioR systemby usinga computerto log
ontowww.dadeschools.neandthen utilizingthe EMPLOYHBBEORTAfor employeenformation. Computers
are available at each transportation center to be used for fhigpose,or employees may usteir own
personalcomputer.

gg.WorkingProceduredor StandBy SchooBusDrivers

9 Schoobusdriverswho selecta StandBypositionmustmaintainasatisfactoryattendancerecord. This
includesreporting to workon time.

1 AStandBypositionthat hasbeenselectedaspart of the biddingprocesss a route and will be treated
as a routeHowever, staneby routes DONOTASY SNF S a/ . D¢ GAYST GKSNBT2NEB:
(8) hours per day fadrivingregardless ofvhetherthey aregivenanassignment or not.

9 As astaneby driver you are expected to complete all paperwork that may be associated with your daily
route assignments (FEFP reports, Medicaid logtfijrénspection, etc.)

9 Al bus routes arsubject to changeAlthough StaneBy drivers are assigned specifigorting times,
these times may have to be adjusted as the schoolyear progressesandbusroutes change.Every
effort will be madeto avoidhavingto adjustscheduledvork hours.

i StandBy drivers are required to accegll work assignments within thescheduledwvork hours.
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I There may be times when the work assignment for a SBpdlriver will extend pasheir regular
scheduled work hourvertime (time-and-a-half pay) will be paid anfme a StaneBy driver works
over forty (40) hours per week. If you have a probleith a work assignment that may extend past
your regular scheduled wothours,you needto seethe administrator on dutyat yourtransportation
center.

i StandBy drivers are required to use whatever bus they are assigned to for théf dag/ bus does not
have any mechanical defects that preclude it being takeroouhe road As a staneby driver, you are
required to be able to drivall buses in the MDCPS school bus fledftyou need training on any type
of busor equipment, segour assignedrield Operations Specialist.

i StandBy drivers may be assigned to transport students from any school withiMt#RECPS school
system. You are required to know the locations of all the schosksved by your assigned
transportation center and to be able to navigate your veagundthe neighborhoods served hifiose
schoolswithout unduedifficulty.

 StandBy drivers may be transportinggular education students as well as spes&gds studentsYou
are required to be ready and able to work effectively withsalldents, including those with special
needs, regardless of the disabilities they niaye.

9 As a Standy driver, all personal appointments should be scheduled to take matside of your
regular working scheduléAny exceptions need to be cleared wigour center Director, orhis/her
designee, alay inadvance.

i StandBy drivers must stay in the employee lounge at thr@insportation center untithey are assigned
to a run or route. We must know your whereaboutsbe ableto get buses on the road in a timely
manner.

2.07 HOW TO USE COMMON SENSE AND PROFESSIONAL JUD@MENTLHGAL
COMPLICATIONS

a. Interactionswith students.

Always maintain a profps;ional image anAd professionaJ gonﬁi@crhember yoare the acAiuIt and theA o
professionakdonotf SU &2 dzNA St ¥ & 3 S imatie2maal thep@dvodatiod A NJ £ SOSE ¢ Y
Refer students to the appropriate resourperson for counseling and/or discussicsisout personal

matters.

DONOT flirtwith students.

DO NOT discuss your personal life or personal matters with stude@NOTiscussyour husband,
wife, girlfriend, boyfriend, or your datesith students.

Never leave your students unsupervisédhere is a question about how to handleituation,contact
your Dispatch Office.

Do not touch or put your hands on studenBo not show affection with students Ipatting or touching
them. Avoid huggingstudents. Thesebehaviorscan be misinterpreted and lead to troubleThe old
Al @Ay3s a1 SSLI & 2 dzparthil 2/ Rea2 crbiilgfiRiviERE: ¢odde) 0 2 R @
Useverbalpraise andeinforcementwith your students.

Know MDCPS policies aitate laws regarding corporal punishmeBstablish anfibllow a consistent
behavior management planTreat each student with respedtnowthe & i dzR BgyitsiaSspelledout
in the Codeof Student Conduct

9 Chaperone only schosponsoredunctions. DO NOT socialize with students.ydii chaperone a field
trip do not take children home with you other than your owidls.

= = =24 -4 -

= =4

13



b.

C.

2.08

2.09

T 5h bhe¢ YIS GStSLK2yS OF f f-aails, ériyeRanpitSsafapersdhal 41 3S5a =
natureto students.

T wSaLlSOih aidzR SwWhatyau irfeehdfad Suxibrym@yshe ®iewed as culturias or even
harassment!

Recordkeeping.

 Know the requirements of Florida Law, Rules of the Florida Board of Educatidd-Bi@PSode of
Student Condugtand this Handbool&ollow them.Know yourights and youresponsibilities.

I Make sure your students know our policies regarding student condiive a cleaexplanationof it to
your students(andparents),sothey understandyour expectations.

 Keep yourco-workers and supervisors informed; work and communicate as a tetantogether.

Reputationin the community.

9 Dressandact appropriatelyand professionallyYouare a role model in the community as well as in
the school systembe always a good example for students

I Use commorsense angjoodjudgment.Ask yourselhow someoneelsecouldperceive your comments
and actions.Ask yourself if your comments and actionsuld be taken out ofcontext and/or
misinterpreted.

9 Avoid putting yourself in a position where you will have to defend, explain, or justifyactions Avoid
putting yourself in a position where it is your word agaiasbtherLJS N 2o Q a

 Maintain a professional reputation in the communi§top and THINK, before ypost on Facebook
or other social media.

DRIVERNNUALRECERTIFICATION

School bus drivers are required to complete eight (8) hours efeimice training, relatedo their
responsibilitiesfor transportingstudents(seeSection2.02(b)(3)of this Handbool. Failure to meet this
requirementwill be considered failure to performrequireddutiesand insubordinationand may result
in disqualificationto drive anddisciplinaryaction ascircumstances warrant.

School bus driversare also required to successfully complete a dexterity test annyalg Section
2.02(b)(3) of this HandbodKThe dexterity test will be administered Byansportation Staff and recorded
on ESE Form 480 (Dexterity TiestSchool Bu®river).

School bus drivers must alsof ¢ @a Yl Ay d+FAy | @It AR aded Sektibn 9EI YAy
2.02(b)(2) and (3) of this Handbgo&chool bus drivers must talked passthe samephysicalexamination
whichisrequiredof all other driversof commercial vehiclesThea SRA OF f 9 E | YA(MECNdGR / SNI A
be issued teschool bus drivers for a period of up to two (2) years. Itis the responsibility s€lto®l bus

driver to know when their MEC widikpire, and to make sure they take tpaysicalexam andrenewtheir

MEC beforet expires.

USEOFBUSES OWNHEYTHESCHOOBOARD

Schoobusdrivers willuseschoolbuses onlyfor the purposes of:

9 Transportingstudentsto andfrom schoolon an approvedroute/run.

9 Transporting students on approved field trips of an educational nature, athletic epenfisimances
as uniformed units (school bands, cheerleaders, etc.) representingdheol and/or school district,
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or other schoolsponsoredactivitiesin which studentsarerequired to participate.

9 Transporting the transportation disadvantaged in accordance with a School Bszarctioned
agreement.

I Transporting school age children for activities sponsored byprofit corporations civic associations,
or other groups in accordance with a School Board sanctiagegement.

9 When properly authorized and approved by the Superintendent of Schools of t#JS NA y i SY RSy i ¢
designees (for example, Transportatiadministrators and schogrincipals).

b. School bus drivers will not use school buses for personal errands or for personal blsiness will not
park their bus on the side of a road or in any parkingddd 2 y RdzOi LISNER 2yl f o0dzaAySaaod
includes (but is not limited to) stopwade for the purpose of purchasifigod or drink and stops made to
conduct bankransactions Drivers shall not leave their bus unattended for any length of time to enter a
facility that is not part of theestablished busoute.

U Emergencystops Schoolbus driversor aidesare not permittedto maked SYSNB Sy Oe ¢ a il 2 LJa
purpose of using a restroom, unless such stop is made MtREP School,and the bus is parked in
the school loading/unloading zoneStudents should not be left unattended without an-IMCPS
employee. The driver should notify dispatch before the stop.

C. School bus drivers will return their buses to their assigned transportation center afotin@letion of the
morning runs and/or approved midaytrips unlesghey have beempproved to park the bus at an alternate
mid-day location. Drivers will always retutheir bus to their assigned transportation center at the
completion of the final run or trip ¢fie working day, unless they are on an approved field trip involving an
overnight stayoutside of the local aredJpon return to the transportation centegchool bus drivers will
make sure that their bus is clean and fueled (buses must have at least % tank diefoed) leaving the
facility. ¢ KA & | LILJX AS& G2 GKS RNA QSoudhey magimdeednsingandtd a A 3y SR
any bus they mapaveusedfor a field trip.

2.10 EQUIPMENRNOTAUTHORIZEDOBEINSTALLEDNSCHOOBUSES

Thefollowing equipments not authorized to benstalled on school buses:

Portabletelevisionsets

AM/FM radiosthat are not factoryinstalled.
I-pods,MP3players.e-readers tablets,and computers
Citizenbandradios

Radar/lasedetectionor warningdevices
Policescanners

GPSunits (Garmin etc.) not factoryinstalled.

Locks on any bus door (unless specifically approved by the Administrative Dirdatanggortationor
the Director ofVehicleMaintenance)

= =4 -4 -4 -5_45_9_°

2.11 AUTHORIZEPASSENGERS

a. Students are required to ride the bus to which they have been assigw@doccasionaiiders are to be
GF1Sy I102FNR ¢6AGK2dzi G§KS & OK 2aprovalidianyadiinisiratoeiitheg NR G ( S
RNA GSNDa | &aA3dy S Rorivierblivhd@nsioitldi dtudenty thedd Bug whd Nad been given
temporary permission to ride by thechoolprincipalmustturn in the LINR y Cp&rinissior®lip to their
assignedrieldperations Specialist upon their return to the transportation center at the end offrtbiming
or afternoonruns.
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b. School bus drivers will not permit unauthorized passengers on the bus at anytiistof passengersvho
are authorizedto be transportedon the busfollows (anyonenot listeds unauthorized):

C. A student regularly assigned to ride the bus who is enrolled at the school being sevxitiee run/trip. A
student registered to ride on the bus may not board it when studentbairggloadedat anotherschoolin
the vicinity unlesghe studenthaspermission in writing from the school principal to do so.

d. A student who has been issued Space AvailableBus Pasform (FM5697) by theTransportation
Department, SpaceAvailableriders will be allowed for the 2023-2024 schoolyear upon approval from
the Transportation department.

I TheSpace Availabl®8us Pasmay not be issued untifter the tenth (10") dayof the Fall semester.

w The Space Available Bus Pass may be issued only when there aravaiknle seats on the bus
that are not needed for eligible students. Should there not be open available seat for a student
with a Space Available Bus Pass the driver shall immediately contact the school principal (or the
LINR Y OA LJ £ Qa R Saikfanf BiSher assifried Field fOperatiofsiSpecialist of the
situation.

w Students riding on a Space Available Bus Pass may only use existing bus stops that have been
established for eligible students. New stops will not be created for students who are not eligible
for transportation.

€. An adult temporarily allowed by the school principal to ride the bus under speciatircumstancesThis
F LILINR @+t Ydzad 0SS Ay 6NARGAYy 3 designée.KS &O0K22f LINAYOA LI ¢

f.  Any member of the MDCP®epartment of Transportation staff as designated hyaasportation center
administrator; also, any official of ldCPS as approved by tlransportation center administrators,the
ExecutiveDirectorfor TransportationOperations, the District Director for Transportation Operations, or
the AdministrativeDirectorof Transportation.

g. A law enforcement officer authorized to ride the bus by the Superintendent of Schobisaesignee.

h. Anindividual permitted by the school principal to accompany a grostuolents on arextracurricular field
trip. Drivers are not permitted to bring anyone on night field trggker than an adult who is designated to
act as a chaperon&.here must be prior writterapproval from a transportation center administrator and
the school for this to occurA representative of the Department of Transportation may accompany the
driver on nighffield trips with prior approval of the Transportation Center Director, the District Dirdotor
Transportation Operations, dhe Administrative Director forTransportation.

2.12 DRESSODEORSCHOOBUSDRIVERS

School bus drivers are expected to be clean and neat in their appearance and shall dresmnimea appropriate

for employees who, in the course of their duties, have diceritact withschoolagechildren.Driverswill not wear

any garment which has on it profane/obscendéanguage, pictures/graphics, emblems, or items which could be
offensive to students. Driversill not wear any garment which has @s language, pictures/graphics, emblems, or
items of apolitical nature endorsing a political candidate or a particular political posifiwivers must bavearing
appropriate garments and shoes, in accordance with this dress code, when they repardrkor Specific
requirements areoutlined on thenext page.
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a. Specifiacequirementsg shirts and blouses

School bus drivers are required to wegplainwhite shirt or
blouse with a collarT-shirtsdesigned to bavorn asan
undergarment arenot acceptablefor wear as an outer
garment.Tightfitting Lycrdspandexgarmentsare not
acceptabldor wear.

b. Specifieequirementsg pants

Pants must bdull-length trousers or slackthat are dark blue
or navy blue in color.Jeans/deninare not authorizedfor
wear Sweatpantsare not acceptablefor wear. Tight

fitting Lycrdspandexgarmentsare not acceptableor wear.

c. Specificequirementsg skirts

Skirtsmust be plain dark blue or navy bluein color andmust
be long enough to touctthe top of the kneecap when
standingDenim is not authorized for weafight fitting
Lycrdspandexgarmentsare not acceptablefor wear.

d. Specifiaequirementsg shorts& culottes

G. SNXYdzR I ¢ an®culBtesqustdavlaia dark blue or
navy blue incolor andmust belong enough to touch the top of
the kneecapwhen standing.Denimis notauthorized for

wear. Tightfitting Lycrdspandexgarmentsare not acceptable
for wear.

e. Specificequirementsg jackets& vests

Jacketsand vests must be dark blue or navy.
blue in color. Denim is not authorized forwear.

—h

Specifiacequirementsg shoes

Driversmustwear shoesthat haveboth a closed toe and a
closed heel, and that aréeld securelyon the foot. Sandalsof
anykind are notauthorizedfor wear.Heelson shoes may not be
more than one (1) inch higlshoes with platform soles are not
acceptablefor wear. M-DCPSecommendsthat drivers

wear athletictype shoes whilevorking.

. Specifiaequirements- undergarments

(o]

All driverswill wearappropriateundergarmentgincludes bragor

females).

Note: At the determination of the administrator on duty, any school bus driver who is nobrnpliance with the
dresscode requirements outlined above when he/she reports for work nmype permitted to sigrn until he/she

is dressed in compliance with the dress codaveravho repeatedly fail taneet the dress code requirements shall

be subject to disciplinargiction,whichmay includethe lossof i K S S Y Luhifarih 8ll&@rkcepayment.
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SECTIOSB
SCHOOL BUS AIDE DUTIES & RESPONSIBILITIES

3.01 RESPONSIBILITEBSTHESCHOOBUSAIDE
(StateBoard ofEducation Rul&A-3.0121)

Rule 6A3.0121 of the State Board of Education addresses, in part, the responsibilities of lsehalvivers and their
assigned bus aides with respect to transported special needs studestates:

a. The driver or assistant (aide) obas transporting studentvith special needs shall remaitth the bus so
that students shalbe always under supervisipexcept to call foassistancen caseof an emergencyor
accidentinvolvingthe studentsor the bus.

b. In cases where a student with disabilities is unable to leave the area of a studenvishopit assistance,
the school bus driver (and aide) shall not assume responsibility foramsistancexceptin anemergency
whichthreatensthe safetyof suchstudentor students.

¢. Requirement for training in CPR and first aid.new requirement for school bus drivers aschoolbus
aidesto be providedandto completecertified trainingin cardiopulmonaryresuscitation (CPR) and first aid
was established by State Board Rule-8A121 in 2019, whicktates: School bus drivers and school bus
aides shall be provided certified CPR and firstraiding prior to transporting students, and shall receive
CPR and first aid refresherdarvicetraining at least biennially; however the driver and aide shall limit
his/her assistance to thawhich may be expectedof a reasonable prudent person,or as specifiedin the
& (i dzR Bdivid@bzedEducation Plan)All driversand aideswho areemployedand transportingstudents
on or before the effective date of this rule must be provided with certified CPR argiditstining by
Novemberl, 2020.

d. Knowledgeskills& abilitiesrelatedto studentmanagementechniques andcharacteristics of thetudents
shall be considered when selecting or assigning schodltiwersand attendants(aides)or routes.

3.02 SCHOOBOARLPOLICIES

There areseveralPolicies of the MiamiDade County School Boanghich apply to alemployees of the school
district, including school bus drivers and school bus aitlessePoliciesnclude, but are not limited to:
Policy4213,StudentSupervisiorand Welfare
Policy8462,Student Abusand Neglect

Policy5517.01 Bullyingand Harassment

Policy5500,Student Conduct and Discipline

Policy867Q Post Trip Inspections of School Buses
Policy5610,Suspension and Expulsion of Students
Policy5630,CorporalPunishmenand Useof Reasonabl&orce
Policy4210,Standardf Ethical Conduct
Policy4210.01,Codeof Ethics
Policy4124,DrugFreeWorkplace

Policy4215,Useof Tobacco Productsnd Smokindpevices
Policy4231,0utsideActivitiesof SupporiStaff
Policy4129,Conflictof Interest

Policy4232,PoliticalActivities
Policy4362,Anti-Discrimination/Harassment

Policy4380, ThreateningBehaviorTowardsStaffMembers
Policy4430,Leaveof Absence

Policy4430.01 FMLALeave

Policy 8600Transportation

=2 A =2-0_9_9_9_9_9_42_-29_29_2_-2_2._-2._-2_-2-:-3-2-

Copiesof all the abovepolicies areprovided in Appendix 8f thisHandbook.
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3.03

3.04

ASSIGNMENDFSCHOOBUS AIDEBOBUS ROUTES

In MiamiDade County Public Schools, the Special Education Department (SPEDhendéeisions about
which students will be authorized to have a bus aide assigned towidethem. These decisions are
recorded in thelndividual Education PlafiEP) oi p n n € fortedch special needs studerithe Special
Education Department (SPERJso establishes the number of positions that will be authorized to
Transportation foischoolbus aides and provides tHending forthosepositions.

There is no requirement in the law or in the Rules of the State Board of Educatian require the
assignment of bus aides to school bus@e only requirement in thRules of the StatBoard of Education
is that two (2) persons must be assigned tsaloolbusesthat are transportingstudentsin wheelchairs.
Thisis becauseit takestwo.

(2) people to safely operate the wheelchair lift of a school bus (one person inside tlem8ose person
outsidethe bus).

Bus routes transporting students in wheelchaate/aystake priority over all other routefor a bus aide.
SchooBus aides will always be assigriestt to routes that are transportingtudentsin wheelchairsOnce
abusaidehasbeenassignedo all routesthat aretransportingstudentsin wheelchairs additionalfactors
whichwill be consideredn determining the order in which bus routes will have a bus aide assigned to them

included dzii I NB y28G fAYAGSR (G2 GKS ydzyo SNJ 2 foutedahdh RS NI Ij

the nature of the disabilitiesand specialneedsof the students being transported.

On any given school day the bus aide assignedto a route transporting student inwheelchairs may
be absent from workWhen this happens, such routes will have priddtpe given astand-by aidefor the
morning and/or afternoon, as neededlf a standby aide isnot available to be assigned to the route, then
an aide from anotheibus route that isnot transporting students in wheelchairs shall be temporarily
assigned tdhe route that has students in wheelchaiuch reassignment shall be only until thegularly
assignediidereturns towork, orwhen a staneby aidebecomes available.

Field TripsSchoolBus aides may not ride on any bus which does not have one or more stadsigised
who require an aide per their IERthe driver of the route to which the aide &ssigned has a field trip, the
aide may nota.ccompany the bus unless there is a spec#guirementfor a busaide. Thismeansthe aide
may be requiredto ride anotherbusfrom a schoolbackto their transportation center ifthe driver does
not havetime to return tothe compound beforestarting the field trip.

DUTIE®FTHESCHOOBUSAIDE

School bus aides are assigned to ride on bus routessstdrivers with the safe loading anghloading of special
needs students and to provide supervision of such students while the rgdsite to and from the schoollhe
school bus driver has the final responsibility for assurisgfa ride for all students being transporte@ichool bus
aides work under the direction of thériver. Theduties of school buaides include, but areot limited to, the
following:

a.

School bus aides will assist the driver in securing special needs students in equijpicieas wheelchairs,
infant/toddler restraint seats, safety vests, and seat befishoolBus aidesmust understand how to
operateall the securement devices used on the biitie busaide and driver should work together as a

team when securing wheelchairs in place e bus.¢ KS o6dza +FARS YR RNAOGSNI aK?2d

work to ensure securemerdevices are properly connected asdcured.The goal is to ensure the safest
possible ridéor students with disabilities!

School buses will be assigned to each bus radtavever, when the assigned bus is @aeailable for any
reason, the driver and the aide are responsible to move all equiprnent their assigned bus to the spare
bus.This includes (but is not limited to) child safedgtraint seats and tielown equipment used to secure
wheelchairs When the regularhassignedous becomesavailable,the driver and aide are responsibleto
move all equipmentbackfrom the sparebusto the regularlyassignedous. TransportationOperations
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Helpersshallassisthe driverandthe aidewith the movementof equipment.

School bus aides may move and position physically disabled students tughsutshould never lift or
carry students.SchoolBus aides shall understand how to load and unlgéutients accordingto their
disabilities.Theywill assistthe driverin loadingand unloadingstudents from thebus, as needed.

The school bus aide is responsible for the safety of the children in his/her/Aaraideshouldplace the
safety,health, and wetbeing of his/her passengers above everythielgewhile they areon the bus.

T Aides will maintain a professional attitude. Aides should be patient, firm, fairfraevily.
i Safetycomesfirst! Whenin doubt, do nottake chances!

School bus aides monitor student compliance with bus safety rules and are responshleute student
discipline is maintained on the bughey provide input to the driveregarding seating assignments based
2y GKSANI {y26ft SRIAS 2 Fspeti&nBedsiatiddzéndwbii 8 Q LISNBR 2y f AGASaz

A Aides should be familiar with the special needs ofshelents entrusted to their cargarticularly
asit relatesto behavior. Aidesmust understandhow a & (i dzR Pafticuaidisabilitiesmay
influence his/her behaviorand conducton the bus. Teachersthe behavioralspecialistfor the
school,and other schoolpersonnelcangivethe aide guidance and advice on these issédédes
need to be prepared to handlindividual student behaviorsand respond appropriately to

episodefstudentY A & 02 Yy RdzO G @ ¢KSe Ydzad lFfglea KI@S O2y
andKk2 g &dzOK RAaloAfAGASA YIe 0SS | FF¥S@dhdugtagh | YR AY
the bus.

A Aidesalsohelpto providea meansof communicatiorwith the busdriver for nonverbalstudents.

A Aides and school bus drivers dreth responsible for writing misconduct referrals dirstudents.
Misconduct referrals will be tied to behavior goal violations as statetiéréi (i dzR Shefivid@ai
Education PlaglEP) whenever possible.

A Aides will sit with or behind the last student on the hlade able to see andbserve the condition
and behavior ofall the students on the bus. If an exceptitmthis policy is needed because of
the specific needs of a student, the bus aide slhaliain approval from their assigneéield
Operations Specialist.

School bus aides should also be familiar with any special physical/medical needsuidéets entrusted

to their care.Aides are not permitted to administer medicationgtudents butshall administer first aid up

to the limits of their training and ability iaccordance with what can reasonably be expected of a prudent
person and in accordanaeith the & i dzR S¢ivid@alzedEducation PlaglEP).

Duty to report suspected child abusén accordance with Policy 4210 of the SchiBoard of MiamiDade
County Public Schools all employees (including school bus @niveschool bus aides) have a duty and
responsibility to immediately reporall cases of suspected or alleged chalouse.Drivers and aides shall
immediately inform th@dministrator on duty at their assigned transportation center any time they have
reason tosuspect child abuse and any time they become aware of an allegation from any stugeméot

of astudent regarding a possibiecident of child abuse.

School bus aides shall become familiar with the duties and responsibilities of thdribesand be ready

to assist the driver in the event of an emergen@ides must learmnd be prepared to assist the driver in

the emergency evacuation of students from thehool bus.As required by State Board Rule (see Section
2.03n of this Handbook$chool bus drivers and aides will participate in bus emergency evacuation drills at
leastonce eachsemester,a dzy & dikkction of the schoolprincipalor the LINR Y GRASLAl Af HYBEeS o £
Section8.2 of this Handboolfor emergencyevacuationprocedures.)

School bus aides shall assist the bus driver in preparing required reports and in chiekimgrking
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condition ofsafety equipment on théus. School bus aides shall assist the bus driver during therjpre
inspection for the AM and PM routes. This includes assistance with the wheelchair lift to ensure it is
functioning properly prior to leaving the bus compound as well as securement ofjthipraent on the bus.

Under no circumstances should the bus aide stand directly behind the school bus while the bus is running
to check for brake lights, back up lights, etc.

School bus aides shall be familiar with the bus route to which theyassened andavill be prepared to
assist a substitute bus driver with getting to and from the stops on the inutee event the regularly
assigned driver isot atwork or otherwiseunavailable.

School bus aides must bkean and neat in appearance and refrain from wearing shteesarenot securely
held on the foot.

Schoobusaidesshall refrainfrom the useof tobacco,andmustnot be undertheinfluence of alcohol, illicit
drugs, or any substance which miaypair their alertness operformance while on dutySchool bus aides
shall use no profane language while in ffresenceof students.

. Schoobusaides willbe issued ghoto identificationbadgewhich mustbe always wornwvhen they
areon duty.

School bus aides must abide by all safety rule and regulations which pertain tlribeis, except those
pertaining specifically to actual driving taskédes will assigdrivers with instructing students in safe riding
practices and the bus safety rules postedha bus.

Schoobusaides willassist thebusdriver with always keeping the bus clean

Schoobusaidesshallalwaysmakesurea clearand unobstructedpath to emergencyexitsis maintained
at all times.

Schoolbus aideswill checktheir mailb o x e s and the bulletin boards at their assignettansportation
center at least oncédaily.

School bus aides are expected to attend all training workshops, safety meetings, anthettiegs as
directed by their CenteadministratorsUnexcused absences from sunleetings will be considered failure
to perform required duties and insubordination amday result in disciplinaryaction as circumstances
warrant.

School bus aides will not engage in private busimesangements while on duty. Thiscludes,but is not
limited to, buying,and sellingpersonalproperty or items, or purchasing unauthorized equipment for use
on busesHowever, this provision does nptohibit aides from purchasing items sold by students as part of
a school connectetlind-raisingproject.

School bus aides will make sure the Department of Transportation always has dofoemtation on their
home address, telephone number, and emergency pofatontact byilling out aPersonal Information
form whenever such information changesides shaldlso make sure their personal information is updated
Ay (GKS aOK22f RystanibydsiBgia@émputef t6 Bd\tony.dafechools.neand then
utilizing theEMPLOYHBBEORTAfor employeeinformation. Computersare availableat eachtransportation
centerto be usedfor this purpose,or employeesnayusetheir ownpersonalcomputer.

WorkingProceduredor StandBySchooBus Aides

1 Schoolbus aideswho are selectedfor a StandBy position must maintain asatisfactory
attendancerecord. Thisincludesreporting to workon time.

9 StandBypositionthat hasbeenassignedaspart of the biddingprocessis a route and will be treated
as a route StandBy aides will be paidight (8) hoursper day, regardlessf whether theyare givenan
assignment or not.
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9 All bus routes are subject to chang&ithough StaneBy aides are assigned specifiporting times,
these times may have to be adjusted as the school yragressesnd bus routes chang&very effort
will be made to avoid having to adjust schedweak hours.

i1 StandBy aides are required to accepit work assignments within thescheduledvork hours.

I There may be times when the work assignment for a S@ypdiide will extend pagheir regular
scheduled work hourvertime (timeand-a-half pay) will be paid artyme a StaneBy aide works over
forty (40) hours per week. If you have a problerth a work assignment that may extend past your
regular scheduled work hours yoeedto seethe administrator on dutyat yourtransportation center.

1 StandBy aides are required to work on whatever bus they are assigned to for thi theybus does
not have any mechanical defects that preclude it being takaon the road. As a stardy aide, you
are required to be able to work aall buses in the MDCPS school bus flefftyou need training on any
busor equipment,see yourassigned Fiel@®perations Specialist.

 StandBy aides may be assigned to transport students from any school within th@Q®S school
system.You may be transporting regular education students as wedpasial needs studentStand
By aides are required to be ready and able to weffiectively with all students, including those with
special needs, regardless of ttisabilitiesthey may have.

i StandBy aide, personal appointments should beheduled to take placeutside of your regular
working scheduleAny exceptions need to be cleared witbur center Director, ohis/her designee, a
day inadvance.

i StandBy aides must stay in the employee lounge at their transportation centertheijlare assigned
to a run or route. We must know your whereaboutsbe ableto get buses on the road in a timely
manner.

3.05 HOW TO USE COMMON SENSE AND PROFESSIONAL JUDGMENTHGAL
COMPLICATIONS

a. Interactionswith students.

Always maintain @rofe§sipnal image andAprofessionaI Aco,ndLszemember yoare tf)e acAiuIt and theA o
professionakdonotf SUG &2 dzNAR St ¥ & 3 S Umatke2mvdal thep@dvodatiod A NJ £ SOSt ¢ ¢
Refer students to the appropriate resource person for counseling artismussionsbout personal

matters.

DONOT flirtwith students.

DO NOT discuss your personal life or personal matters with stude@NOTiscussyour husband,

wife, girlfriend, boyfriend, or your datesith students.

Never leave your students unsupervisdéithere is any question about how to handisituation, have

your bus driver contact your Dispatch Office.

Do not touch or put your hands on studenBBo not show affection with students tpatting them or

touching them.Avoid hugging student&’hese behaviors can bmaisinterpreted and lead to trouble.

¢KS 2fR aleéAay3das a1 SSiphrtd)@ 2zNe X MRS wibebt yohrse2 § KSNJ 0 2 R@é
Useverbalpraise andeinforcementwith your students.

Know MDCPS policies and State lawgarding corporal punishmenEstablish anfbllow a consistent

behavior management planTreat each student with respedtnow(i K S & (rigtisGsgpeledout
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in the CodeOf Student Conduct

I Chaperone only schosponsored functionsDO NOTEocialize with students. ybu chaperone a field
trip do not take children home with you other than your okids. DO NOT make telephone calls, send
G§SEG YSaal 3&ailg orgitem$btésdf apersdbal naturdo students.

9 Respecta (i dzZRSy (i Q& WRat Joli Bitdsl Onbirio may be viewed as cultuoias or even
harassment!

b. Recordkeeping.

 Know the requirements of Florida Law, Rules of the Florida Board of EducatiddE@P S ode of
Student Condugtand thisHandbook Follow them.Know yourights and youresponsibilities.

1 Make sure your students know our policies regarding student condiive a cleaexplanationof it to
your students(andparents),sothey understandyour expectations.

1 Keep your cavorkers and supervisors informed; work and communicate as a tetantogether.

c. Reputationin the community.

9 Dressandact appropriatelyand professionallyYouare a role model in the community as well as in
the school systembe always a good example for students

I Use commorsense angjoodjudgment.Ask yourselhow someoneelsecouldperceive your comments
and actions.Ask yourself if your comments and actionsuld be taken out ofcontext and/or
misinterpreted.

9 Avoid putting yourself in a position where you will have to defend, explain, or jystifyactions Avoid
putting yourself in a position where it is your word agaiasbtherLJS NJ&woxd.Q a

 Maintain aprofessional reputation in the communittop and THINK, before ypost on Facebook
or other social media.

3.06 DRESSODEOR SCHO®US AIDES

School bus aides are expected to be cleanraat in theirappearanceand shall dress in@annerappropriate for
employees who, in the course of their duties, have direct contact sgéthool age childrerAides will not wear any
garment which has on it profane/obscene langugmetures, emblems, or items which could be offensive to

students.Aides must be wearingppropriate garments and shoes, in accordance with this dress code, when they

report for work.Specifioequirements aredetailedon the next page.
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Specifiacequirementsg shirts and blouses School bus aides are required to wegrlain white shirt
or blouse with a collarT-shirtsdesigned to bevorn as
an undergarment are not acceptable for wear as &
outer garment.Tightfitting Lycrdspandexgarmentsare
notacceptableor wear.

Specifiacequirementsg pants Pants must bdull-length trousers or slackshat are
dark blue or navy blue in color.Jeans/denimare not
authorizedfor wear Sweatpants are not acceptable f
wear. Tight fitting Lycrdspandex garments are not
acceptableor wear.

Specifiacequirementsg skirts Skirts must be plain dark blue or navy bluein color
and must belong enough to touchthe top of the
kneecap when standingDenimis not authorizedfor
wear. Tightfitting

Lycrdspandex garments areot acceptable fomwear.

Specificequirementsc shorts& culottes d. SN dzR | ¢ anh@culiftesinbsthdldam dark
blue or navy blue incolor andmust belong enough to
touch the top of thekneecapwhen standing.Denimis
notauthorized for wear. Tight fitting
Lycrdspandex garments are not acceptable foear.

Specifiacequirementsg jackets& vests Jackets and vests must loark blue or navyblue in
color. Denim isnot authorizedfor wear.

Specifiacequirements- shoes Aides must wear shoes that have botltlasedtoe and

a closedheel, and that are held securely on the foot.
Sandals of any kind ar®t authorized for wearHeels on
shoes maynot be more than one (1) inch higghoes
withplatform soles are not acceptable for wedl- DCPS
recommendshat aideswear athletic type shoes while
working.

Specifiacequirements- undergarments All aideswill wear appropriate undergarments
(includesbrasfor females).

Note: At thedetermination of the administrator on duty, any school bus aide who is nabmmpliance with the dress
code requirements outlined above when he/she reports for work naybe permitted to sigrn until he/she is

dressed in compliance with the dress co8@eswho repeatedly fail to meet the dress code requiremerghall be

subject to disciplinanaction,whichmay includehe lossof i K S S Y Luhifrén 8ll&@rcepayment.



SECTIOH
RESPONSIBILITIES OF SCHOOL PRINCIPALERARENAFS & STUDENTS

4.01 RESPONSIBILITIBSSCHOOPRINCIPALSNDSTAFF
(StateBoardof EducationRule6A-3.0171(2)(e)2)

Rule6A-3.0171(2)(e)af the State Boardof Educationaddresseghe responsibilitiesof schooprincipals
SchooPrincipalor their designeeshall:

c. Assume responsibility under the direction of the Superintendent for all student disciptEsegwhich
arisein connectionwith transportation.

d. Plan the program of the school so that transported students who arrive early or remaiwilabe under
school supervisioat all times.

e. Plan and assign places for students to get on and off school buses at the school andtiemsafety of
the loading/unloadingzoneand providefor the supervisiorof students.

f.  Direct school bus emergency evacuation drills on each bus serving the school theifigt six (6) weeks
of each semester of the school year and maintain documentation feualievacuationdrills.

g. Provide instruction for all transported students in safe practices on and off the bus dherdiyst six (6)
weeksof the first semesterof the schoolyear.

h. Requestauthority, in writing, for transportation of students on field trips and activitytrips, or other
special trips, and plan such trips in accordance with the policies approvie: I3chool Board.

4.02 AUTHORIT®FSCHOOPRINCIPAIREGARDINGRANSPORTATION
(FloridaStatute 1006.09)

Florida Statute 1006.09(1)(ajpddresseghe authority of schoolprincipalswith respecttotransportedstudents.It
states:

Subject to law and to the rules of the State Board of Education and the district school boapdinttipal in charge

2F GKS a0OK22f 2NJ GKS LINARYOALNI f Qa RYRA DY SBdza KR NJK d RN aBENJI
students at the school responsibility for the control and direction &fii dzZRSy G a ® ¢ KS LINRAY OA LI €
designee shall consider the recommendationd@ciplinemadeby a X busdriverwhenplanningregardingstudent

referralfor discipline.

4.03 SCHOOPRINCIPARESPONSIBILITEESRSTUDENDISCIPLINE

Statutory requirementsin addition to Florida Statute 1006.09, Florida Statutes 1003.31148.32 set forth
responsibilities of school districts and school principals for control of studeréscordancevith thesestatutes:

9 Schoolprincipals(or their designeesjnay suspendhe riding privilegesof any studentransported to or from a
a0K22f |G Lzt AO SELISy aChde Bigtddengtbrldctschaobys Safedriiles @S RA a G N
transportation policies.

I School principals shall delegate to school bus drivers such authority as nmescessary fothe control of
students transported to or from achool at publiexpense.
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I School bus drivers must report to the school principal (or his/her designee) any studenpevkistsin
disorderlyconduct,and any studentwho engagesn violent, abusive or uncontrollablebehaviorwhich:

w endangerghe safety ofthe studentsdriver,and/or busaide ridingon thebus.
w endangerghe safeoperation ofthe bus.

4.04 DISCIPLINARY MEASURES FOR STUDENT MISCONDMIBTSTRATIVAROCEDURES

Thesafety and welfare of transported students is the concern of every school bus driveichodl administrator.
Moststudents know and obey the rules and regulations ofgbleool and the Transportation Department and exhibit
proper behavior on the buslo ensure thewell-behavedmajority canride safely and comfortably, the following
stepsprovideamethod by which disruptivetudents may bgroperly disciplined.

a. wdzf Sa F2N) aGdzRSy G 02y RdzOG CodeBf Studerit Coh@upblicys in thg busi K S

safety rules, and in Transportation polici€&hool bus drivers and bagles will make a reasonable effort
to deal with minor infractions of theules for studentconduct before submitting a Student Case
Management Referrgbrm.

b. In cases ofepeated minor misconduct incidents, or when a serious misconduct incigemurs, the

2FFSYRAY3I LizZLIAf gAff 0S5 NI LR NldSsRnate@ repiegestatiasotiosl 2

bus drivers will complete &tudent Case ManagemeReferrafform (FM-2891)andgive itto their assigned
Field Operation§pecialist.

C. ¢KS a0K22ft LINAYOALIt 062N (K SppraghtieytiddplidarimesdureRtB a A 3y S S (
F RRNB&aa (GKS aiddzRSyiQa YAaAaoO2yRdzOG input deBrived Beyessark S

Disciplinary measures will be enacted in accordance withréwgiirements of the MiambDade County

School Boar€ode of Student Condymblicy.Disciplinary measures school principals are authorized to take

are listed in the followingection.

d. TheMiami-DadeCountySchoolBoard Codeof StudentConductpolicy establishes.
(5) levels of corrective strategies fstudent misconductSchool Principals must takerrective measures
to address student misconduct based on the level of the beharigaged irby the student.

(1) For casesof repeated minor misconductchoolprincipals(or their designee) magke any ofthe
following correctivemeasuresascircumstancesvarrant.

Verbalor Written Reprimandrom the SchoolPrincipal(or his/her designee)
Parent/Guardiarconference

Participationin counselingsessiorrelatedto the infraction.

Temporaryloss ofbusriding privilegegup to 10 days)

= =4 =4 -9

(2) Inanycasewherethe student hassngagedn misconducthat was:

9 Violent

9 Blatantlyunsafe(poseda clearand presentdangerto the safetyof the schoolbuddriver,school
bus aide, or other students on the hus

i Blatantlyunsafe(poseda clearand presentdangerto the safetyof the buswhilein operatior)

The school principal (or his/her designee) must make sure corrective measurebdeveut in place
to ensure there is no reoccurrence of the miscondoetore the studentis allowed to begin riding the
bus again.
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(3) Additionally, if a student has engaged in an offense which is defined as LEMWEI5Behaviorsin the
Code of Student Condymlicyc the school principal may alsecommendermination ofthed G dzZRSy i Qa
bus riding privileges.

(4) In the case of a special needs student who has transportation included as a retatece in his/her
IEP or 504 Plan (see Section 5.05 of this Handbook), there araesuirements and procedures in
addition to those outlined aboveSpecifically, in theaseof a studentwith a disability, suspensiorof
bus riding privilegesmust beappropriateconsidering KS & (i dzR Sy (i Q 4A Magifestat’oNJ p n n
Determination (MD) hearing should be conducted any time a student with a disability has been
suspendedrom riding a bus for five (5) or more daysand must be conductedwhenthe student has
been suspended for ten (10) days. MD Hearings must be arramgtd staff from the SPED
department.

4.05 TEMPORARANDSPACRBVAILABLBUSPASSES

a. Temporary Bus PassThe Temporary Bus Pasds used to allow new students who asedigible for
transportation and are waiting for a bus assignment to ride to and fearating stopsThe school principal
(or his/her designee) shall contact the School Raositing Office to request @emporaryBus Pas$or an
eligible studento makesurethe student is eligibléor transportation.

b. Space AvailablBus Pass.

TheSpaceAvailable BusPasss usedto allow studentswho are not eligible fortransportationto ride
from existing stops foeligible students.

I TheSpace Availabl@us Passnay not beissued until after the tenth (10") day ofthe Fall semester.

w The Space Available Bus Pass may be issued only when there are open, available seats on the bus that
are not needed for eligible students. The school principal (or his/her desighaé)contact the School Bus
Routing office to request a Space Available Bus Pass for a student.

w Students riding on a Space Available Bus Pass may use only existing bus stops that have been
established for eligible students. New stops will not be created for students who are not eligible for
transportation.

w Should the seat being used by a student riding on a Space Available Bus Pass become needed for a
student who is eligible for transportation, it is the responsibility of grencipal (or his/her designee) to
withdraw the Space Available Bus Pass.

4.06 RESPONSIBILITIEPARENTANDGUARDIANSFSTUDENTS

a. StateBoardRule6A-3.0121addresseshe responsibilitieof parentsand guardiansofstudentswho
aretransported at public expensét states:

§ Parents and guardians shall ensure the safe travel of their students to and fromdradtiee assigned
busstop.

& Parentsand guardiansshall ensure that studentsride only on their assignedschoobusesand get
off only atthe assigned bustop.

% While waiting at a designated school bus stop, parents and guardians shall ensutteeihatudents
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observe social distancing (at least 3 feet apart from others) andieatstudents havea maskto wear
while ridingon the bus.

§ Parents andyuardians shall ensure that their students are aware of and followRied & NA O Q& | R2 1
code of student conduct while students are at bus stops and pravid@ecessansupervisionrwhen
the busis not present.

i Parents and guardians are responsible to make sure their students are waitingestsigaed bus stop
in accordance with the scheduled piok time.Drivers will not waifor tardy students.

4.07 BUSSAFETRULE®NDRESPONSIBILITIBISTRANSPORTEDUDENTS

Students riding on school buses aexjuired to observe the Miaribade County School Boa@&bde of Student
Conductolicy, school bus safety rules, and the following policies offtlamsportationDepartment.

a. Studentsmay rideonlyin their assignedus andget off only attheir assigned bustop.

Studentsare not required towear amask; it is optionalwhenthey areon thebus.

b. Studentsmust standoff the roadway whilewaiting forthe busto arrive.

C. Students must cross the roaaly in front of the busand only when aliraffic has beertompletelystopped.
Students must NEVERoss the roadehindthe bus.

d. Seatingchartsfor studentsassigned to school busés K8) will be produced using thBus Planneschool
bus routingsystem.School bus drivers and aidgisall inform students of their seat assignment udimgse
seating charts.

€. Students must enter and leave the bussahoolsand atstudent stops inan orderlyfashion. This requires
students toalways proceed

U  Without hasteandwithout loitering
U Without crowding,pushing, oishovingand

f. Students, upon boarding the bus, must go directly to their assigned seat and sit dowitkly as possible.
Students shall not change or trade seats. Students must reseatiedin theirassigned seat fahe entire
duration ofthe trip.

g. Schoolbusesoperated by Miami-Dade County Public Schoolsare equippedwith lapbelts.While school
bus drivers can not compel a student to use the lap belt, all studghrdsld fasten their lap belts and keep
them fastened for the entire trip to and from scho&@tudentswho do notcomply withthis safety ruleshall
bereferred tothe school principal.

h. Students must pay attention to the school bus driver (and school bus aide, if assignéaljoandtheir
instructions. The driver and aide are responsiblefor the safety of thestudentsentrusted to their care.

i. Studentsmust remain quiet enoughso as not to distractthe R NJ&A @adeNtlariifrom theroad.
Students musalways

U Refrainfrom shouting,yelling,andother boisterousactivities.

U Refrainfrom unnecessargonversationwith the driver

U Refrainfrom any activity that worries or distractsthe driver, and which may put thed G dzR 8wh( Q a
safetyandthe safety of others atisk.
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Whencrossingailroadtracksg studentsmust remainquiet.
Studentsmay play musicdeviceswhen riding on busesonly when wearing ear buds orheadphones.
Studentsmay noteat, drink, orsmokewhen onthe school bus.

. Studentsmust NEVERXxtend hands,arms, heads,or any other parts of the body out ofthe windows of
the bus.

No littering. Studentsmust not throw or scatterwastepaper, wrappers,bottles, or otheritemson the
bus floor orout the windows ofthe bus.

Studentsmust not purposelymark, deface,damage,or destroy any part of the bus, theequipmenton
it, or the areasurrounding thebus stop location.

Studentsmay not serveas busmonitors.
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SECTION
SCHOOL BUS ROUTING PROCEDURES

5.01 OVERVIEW

Detailed requirements angrocedures for school bus routing are contained in the Transportadlidh LJ- NI YSy (i Q&
Routing Guidelines, Requirements, & Procedures Docuiifeminformationcontainedin this Handbookis intended

to give schoolbus driversand aidesa basicunderstandingof the requirements and procedures farthool bus

routing.

5.02 TRANSPORTATI@¥SCHOOCHILDRENWHENPROVIDED

a. Florida Statute 1006.21(3)sets forth the basiccriteria for transportation of schoolchildren at public
expenseTransportation is theesponsibility of the School Board fstudentsmeeting the following criteria:

(1) Shall provide transportation for each student in gkiedergarten disability program&nd in
kindergarten through grade 12 membership in a public school when, and only trdrgsportation is
necessary to provide adequate educational facilities and opportunitigish otherwise would not be
available and to transport students whose homes are rtitee a reasonable walking distance, as
defined by rules of the State Board of Educatiam the nearestappropriate school.

(2) Shall provide transportation for public elementary school students in membership \grexde level
does not exceed grade 6, if such students are subjected to hazavdalgrg conditions as provided
in Florida Statute 1006.23 while enroute to or frathool.

(3) May provide transportation for public school migrant, exceptional, nursery, and @higlic school
studentsin membershipbelow kindergarten;kindergartenthrough gradel2 students iitmembership
in a public school; and adult students in membership in aguoltational, basic,and high school
graduation programs when, and only when, transportation is necessary to provide adequate
educational facilities and opportunitieghichwould nototherwisebe available.

(4) May provide transportation for the transportation disadvantaged as defined in Fi@tdtute 427.11
and for other schoehge children as provided for in Florida statd@06.261.

(5) Shall provide necessary transportation goegnant students or student parents, and teldren of
those students, as part of a teenage parent program pursuant to Fletatate 1003.54.

(6) May provide transportation for other persons to events and activities in whichligteict school board
or school has agreed to participate or-sponsor.The districtschoolboard shall adopt a policy to
addresdiability for trips pursuantto this paragraph.

(7) May provide transportation for welfare transition program participants as definelanidaStatute
414.0252.

b. StateBoardof EducationRule6A-3.001 (BasicPrinciplesfor Transportationof Student3: A reasonable
walking distance for any student who is not physically disabladysdistance not more than two (2) miles
between the home and thechool or oneand-one- half (1%2) miles between the home and the assigned bus
stop. Such distance shall bmeasured from the closest pedestrian entry point of the assigned school
building or to thebus stop.The district shall determine the shortest pedestrian routeetherit isaccessible
to motor vehicle traffic.
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5.03 GENERASCHOOBUSROUTIN®ROCEDURES

a. Basic criteria for determining the eligibility of a student for school bus transportatiset iforth in Florida
Statute 1006.21 and State Board Bflucation Rule 68.001, asshown abovein Section5.02 of this
document. With certain exceptions (such as hazardous walking conditions or students with special
transportation needs), school busansportation will not be provided for students livimgthin two miles
of the school thegreassigned tattend.

b. Students eligible for school bus transportatiordetermined by the requirements éflorida Statutes, Rules
of the State Board of Education, and the policies of thB®P School Board shall be assigned to the proper
bus stop and bus route by the staff of tieansportatiors S LJ- NI YSy (1 Q& { Offices2f . dza w2 dz

C. Students who are eligible for school bus transportation will be transported from the dugest to their
residence and back to the sanstop unlessthe student has identifiedspecial transportation needs.
Studentswith specializedtransportation needs may betransported from their residence when the need
Ad R20dzYSy G SR Ay (BEdaticoFiafES)F HN & Plan g dafdty demskerations
permit (see Sectio’.05).

d. Students eligible for school bus transportation will not be permitted to ride one bseftool in the morning
and another back home in the afternoon unless they have beersgdwduledby the staff of the
Transportatiors S LI NJi StBogBusRbutingOffice.

€. School bus stop locations will be determined in accordance with the criteria set fdBibciion5.04 of this
document.

f. A school bus route will not be changed, nor will a bus stop be relocated, until the stiadf Bfansportation
5SLI NI YSyiQa {OK22f . dz&a w2dzi Ahéehanget TA OSa KIF a NBGASHS

g. All other rules of the MDCPS School Board and the Department of Transportatdnithstandingthe
following proceduresapplyspecificallyto studentsenrolledin a TeenagdParent Program.

(1) School bus transportation will be provided for studeatsolled in a teenage paremrogram and their
babies. When safety and geographic conditions permit, studearid their babieswill be transported
from andto their residence Otherwise transportationwill be providedfrom andto the neareststreet
cornerfrom theirresidence.

(2) Students in teenage parent programs will be responsible for bringing their bdtgbigs on board the

school bus, securing them in their seats, and removing them fi@bus at school and at homall
infants and children transported in these programidl be transported in approved child safety seats.

5.04 GUIDELINES AND REQUIREMENTS FOR SELECTIOSTOP BOSATIONS

I School bus drivers, aides, and Transportation Center staff need to be familiar witrashe criteria for
selection and placement of school bus stojpss extremely importanthat drivers promptly inform their
assigned Field Operations Specialist about any sdhaoktop they believe may not meet the criteria set
forth in this section.Likewise, Transportation Center staff must promptly inform the staff of the
Transportatiors S LJ- NJi StBogl B@s&Routing Officalsout any such concerns.

1 Basigrinciples Schoobusstopswill be placedat locationswhichprovide the maximum safety, adequate
protection of health, and convenience for tistudentsliving in theareaserved by thestop.

I When possible, a school bus shall not stop where the visibility is obscured for a distance of 200 feet either
way from the bus(FS 316.17Q
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9 The following guidelines and requirements will be used when selecting locatiossHool busstops.

(@) Intersections.

A Bus drivers must stogt a safe distancérom any intersection.

A Stopsshouldnot bein arightturn lane, acceleratiotane,or bicyclelane.

A If the buswill needto makeaturn ashort distancefrom a stop, the stop shouldbeplacedon the
least busy road.

(b) Railroadtracks. Stopsshouldbe at leasttwo hundred(200)feet away fronrailroadracks.

(c) Hillsandoverpasses.
A Bus driversnust stopat a safe distancéom any hill.

A If astop must beplacednear ahill, the stoplocationshould allowfor at least two (200)
hundredfeet visibility. (FS 316.172)

(d) If a stop must be placed near a hill or overpass, it should be located dogtendthe location
should allow for at least two hundred (200) feet of visibilitypath directiors. (FS 316.172)

(e) Curves.

A Stopsshouldnot be placednearcurves.
A If astopmust beplacednear acurve,the stoplocationshould allowfor at least two (200)
hundredfeet visibility inboth directions(FS 316.172)

() Roads.Stops shouldbe placedon lower speedoads wherfeasible.

(9) Waiting areafor students. Wheneverpossible,the stop should have an areawherestudentscan
wait for the busthat is ten(10) to fifteen(15)feet from the road.

(h) Visibility.

A Thestoplocationshouldbe clearly visibldor at leasttwo hundred(200)feet from any
direction that avehiclemight approach(FS 316.172)

A Students must be able to walk at least ten (10) feet in from of thebiefisre crossinghe
road.

() Accessibility.

A As a rule studentsmust not have towalk more than one and ondalf (1%2) miles to get to the
stop.Note: the rule on walking distances may not alwagplyto students in Magnet programs.

A No stops shall be placed within ti2emile walk zone for a school, except fmrtain special needs
students who have a requirement for an individualized stapheir IEP2 NJ &Rlan ¢(s&Section
5.06).

A Stops for all students, except ESE students who are authorized for individugdinedortation,
should be separated by at least tvienths (2/10) of a mile, excepthen stops are required on
both sides of the street because of conditions of thadway,or becausehere are other unsafe
conditionsasdeterminedby theSchooBusRouting Officestaff.
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5.05

A To the extent possible, the maximum number of students that should be asstgreedtop is no
more than fifteen (15) studentdMore than this number of studentmay be assigned to a stop
where an apartment or housing complex designatespacial area for students to be picked up
and dropped offAll such locations mulse surveyedo ensurethey aresafestoplocationsbefore
approvingthem for use.

() Lighting. Busstops shoulde placed inlighted areas wheneverpossible.

(k) Backing.Bus stops should be placed to minimize and preferably eliminate the faetacking,
whenever possibleSchool bus drivers should contact their assigned FEgédrations Specialist when they
have a concern about a stop that has been placedtadraeon adeadend street or culde-sac.

() abh /wh{{LbD ! Btiderksoilfiot Heasxigd@d to bus stopsaay location where
they would have to cross one or more lanes of traffic that arerequired to stop in accordance with the
requirements of the Florida Statute 316.1{&chool Bus Stop Lavn practical terms, this means that all
students must be picked uand dropped off on the same side of the road as their residence if their bus
stop is locaten aroad meeting any onthe following conditions:

w Dividedhighway withan unpavedspaceof atleastfive (5)feet
w Anyroadwith araisedmedianseparatingopposinglanes oftraffic
w Anyroadwith aphysicabarrier separatingopposinglanesof traffic.

In short, if the bus driveccannotstop all traffic on the road, the student mustot be required to cross
it and must be picked up and dropped off on the same sid¢hefroad as theirresidence.

5NAOSNE | NB ySOSN (i2/ w8 f Lbye ! & dzR S FetmissinieRofcFSSIK I d b K G
the roadwayto get to or from the busDrivers must instruc G dzZRSy G & dzaAy3 | abh /[ wh{
stop that it iSNOT SAFBr them to crossthe roadway becausthe driver cannotstop all traffic on it.

Drivers must immediately notify their assigned Field Operations Specialist any tihey observe any
didzZRSyili ONRP&&AAYI (GKS NPI RS tap eithdr to et an bhb bug when{bgingb D ! [ [ |
picked up in the morning, or after gettingff the bus inthe afternoon.

EXCEPTIONAL STUDENUCATIOKESEPROGRAMS

TheFederalLaws Therules and statutespertainingto transportation of regulareducation students do
not always apply to students with certain disabilities. There tare (2) Federal Laws that address
education requirements for students with disabilitieshandicapsThesetwo lawsare (1) the Individuals
with DisabilitiesEducation Act (IDEA), and (ZJection 504 of the Rehabilitation Act of 19FBaccordance
with the requirementsof thesetwo Federallaws, schooldistricts are requiredto provide transportation
servicedo studentswho havequalifyingdisabilitiesor handicapsregardless of the distance they live from
their assigned schodDEAand Section 504reextremelycomplex laws, but the basiequirements of them
canbe summarizedasfollows:

T {GdzRSyiG&a 6AGK ljdzZh t AFE@AY I RA&LF OAT A G ASRAzON ddis2 yodsE  LINE
means that transportation must be provided to whatever schoalétermined to provide the most
appropriate educational program to meet the speciiieedsof the student,in most cases regardless
of the distanceinvolved.

9 Students with qualifying disabilities must be provided with an education indtHe S festrititive
Sy @A NP yof thayispottation this meansthat, when it is deemedappropriate, students must be
transported on a regular bus route along with reguwducationstudents.
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b.

In addition to the Federal Laws, the State Board of Education has established somperté@sing to
transportation of students with special needate Board Rule 63.0121(Responsibilitpf SchooDistricts
for Studentswith Special TransportatioNeed$ states:

1)

(2)

(3)

(4)

Theschooldistrict shalldeterminewhat safetymeasuresshallbe used in transportation of students

GAGK &ALISOALFTE GNIFyalLl2 NI G AseolrenestSripdsitioningrofti@stddBrnk. y 3 G K S
Such safety measures shall include thessignationof roads, bus turning areas, and student stop
locationswhich shall not beleft to the discretionof the busdriver orparent.

The district shall provide bus drivers and bus aides with instructions, in writing, asytspecial
conditionsor non-medicalcarewhicha studentmayneedwhile on the bus.

School transportation shall not be provided for students with special transportat@eds when
parents of such students fail to assume their responsibilities in accordaitkedistrict policieswith
respectto appropriatesupervisiorat the busstop.

Knowledge,skills, and abilities related to student managementtechniquesand characteristics of
students with special transportation needs shall be considered veledectingor assigninglriversand
aidesfor route servingsuch students.

The IERprocessesThe process to establish specialized transportation requirements f&tudent with

disabilitiesbeginswith the IndividualizedEducationPlan(IEP). Theprocess is the same for students with a
GpnnéLs5OFymMBSIdzA NS & (Ffahbié prépafed fod dvery2siNdert who mascualifying
disability undetthe law.

T

¢KS L9t 2NJ dpnné¢ tfly F2N I &iddzRSy (thapthelR&gioRA & 6 A f
StaffingSpecialistsvill havewith the parentsof the student. Representatives from the Transportation

Department (either from Routing or from tAeansportatiorCenterstaff) mayalsoattend this meeting,

dependingon the circumstances5 dzNA y 3 G KS & a WéteFrfinktiorAwill\bS @4aild a6 é |
whether specializedransportation shouldeincluded asarelated service.

Once a determination is made that specialized transportation will be a required rekteide, then

the staffing specialist will prepare a statement that will be includeddasNIi 2 F G KS adGdzRSy G Qa
Plan.¢ KS ¢ NI yALR NI GA2Yy tPlad Sl 8@l out &ctlyLvehat spaclized p n n €
transportation services are to be provide@us with wheelchair lift, individualizedstop with

supervision, etc.).

Once the IEPor & p n Rl&n has been completed and specializedtransportation requirements
documentedthe information will be downloadedinto theTransportation school bus routing system
Bus Planneg so the Routing Specialisanidentify the specializedransportationneedsof the student
androute them appropriately.
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d.

ESE Transportation Codékhe speciatransportation needs of students with an IEP@mp nn €

ttly

identified in Bus Plannerby means of ESE Transportation CodEsere are two (2) kinds of ESE

Transportation Codes Primaryand Secondary.

(1) Primary ESE Transportation Codeall ESEudents who have a requirementin K SA NJ L 9t

\N

2NJ apni

for specialized transportation will havePaimary ESEransportation Cod®n theirBus Plannerecord.

COD¥ DEFINITION

1

INDIVIDUALIZEST OPNOPARENBUPERVISIGEQUIRED

2

INDIVIDUALIZED STOP WITH PARENT SUPERE(BIREQHILCSAFETRESTRAINSEAREQUIRED

3

REGULARRANSPORTATIONOSPECIALIZEBERVIGEQUIRED)

INDIVIDUALIZED STOP WITH PARENT SUPEHRQSIRED

o

INDIVIDUALIZED STOP WITH PARERERVISIBEQUIREBUSNITHWHEELCHALRFT
REQUIRED

INDIVIDUALIZEST OPNOPARENSUPERVISIGREQUIREBUSWITH WHEELCHAIRT REQUIRED

INDIVIDUALIZEZT ORVITHPARENBUPERVISIBEQUIREBAFETYEST REQUIRED

INDIVIDUALIZEZT ORVITHPARENBUPERVISIBEQUIREBAFETBEL REQUIRED

Ol 0| N| O

INDIVIDUALIZED STOP WITH PARENT SUPERE(BIREBLTERNATIWEODEOF
TRANSPORTATIGREQUIRED

Individualizedb bh ¢ -0RZZ2MNE 0 o6dza ad2L1a At 0 DftieatOdent &K |

practical and safdn certaincasesjt may not be possible to locatn individualizedbusstop right at the
entranceto a& (i dzR feyiderzé&Thedetermination of where an individualized bus stop will be located
shall be made by thestaff of the SchoolBus Routing Offices, in consultation with the staff of the
TransportationCentersasneeded.Decisionsoncerninghe location of individualized bus stops shall not

be left to the discretion of school bus drivers, paresthioolstaff, or the5 A & (i BEB@Gfi Q a

(2) Secondary ESE Transportation Co&E students who have a requirementinthe®t 2 NJ dpnné

for specialized transportatiomay or may not have one or mor8econdary ESE Transportation Codes
on their record in addition to the PrimaBSHransportation Code, depending on thpecificneedsof

the student.

SECONDARSE/SPETRANSPORTATIONDES

CODE DEFINITION

BUSAIDEREQUIRED

AIRCONDITIONEIRANSPORTATIEEQUIRED

MEDICALLVRAGILETUDENT

COMMUNITBASEINOCATIONAEDUCATIQRBVE)

COMMUNITBASEINSTRUCTIONAROGRANCBI)

TRANSPORTATIANTHORIZED FOR STUDBANG WITHIRMILE®OFSCHOOL

PROJEGAICTORY

MEDICAEQUIPMENREQUIRED

TRANSPORTBWTOFDISTRICT

OCCUPATIONAL/PHY SIOAERAPY

SHORTENEICHOOL DAY

<|VWT|IOIZ|R|“|—|T|T|O|>

VOCATIONAL/TIMEHARBAY

a
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€. Transportation toalternate bus stop In certain situations, transportation may be needecdr from an
FRRNBXaa 2dKSNJI (KL fypitallyithie daer@atelnizesstiatd éfcreFoBaftdd Slavol care,
or therapy.The MiamiDade County School Board ta@msento provide transportatiorto addresse®ther
than I & G dzZRSd¢niteQwihencertain conditions are met, even though such transportation is not
required by Law ani$ courtesytransportation.Miami-Dade CountyschooBoard Policgstablishes criteria
for when transportation may be provided to an alternate addrdsSEstudentsmay be transported ta
different stop from where they would normally bepickedup and/or dropped offonly if the following
conditions aremet:

(1) Theremustbe an existingbus,with an availableseat,to which the alternate stop carbe assigned.

(2) The change must not increase the mileage for the trip by more than % of a mile rifitigeime for
other students on thebus by morghan 8 minutes.

(3) Theschoolbus mustbe ableto safelyaccesghe requestedlocation for the alternatestop. In
particular:

U Theremustbe appropriate access the busmustbe ableto safelyapproachenter,andexit the
location.

U If the bus will need to enter and exit a parking lot, there must be sufficientlearance for
the bus to beableto safely drive through the parkirgt.

(4) School bus drivers and aides WN@QTescort students from the bus to buildirgntrances, or from
buildings to the busParents are responsible to mak# necessargrrangementgo havearesponsible
adult bring thestudentto/from the bus.

(5) Alternatestopsmay be changednly one(1) time duringany schooyear.

(6) All requests for transportation to an alternate address must be submittedetgewed,and approved
08 GKS adFrFT 2F GKS ¢ NI yaLR NdfficdsA 2y 5SLI NIYSydQa ({

5.06 ROUTRREPORTSNDRUNREPORTS

¢CKS ¢NIYALRNIFGA2Y 5SLI NIYSYyldQa (iBu2Plajnddomphittrized daditingw 2 dz( A y 3
system to prepare school bus runs and routes, and to assign students &idpss

{GdzZRSy 0 RIFGF A& RNIgYy RANBOGEE@ FNRBY i Kanspoddlien@hnotRA & i NR O
make changes/corrections to any of the information contained in D38 schools can do this for their students.

This is important, because changsmnotbe madeto student bus assignments untile information containedn

DSIS isp to date

a. BusPlannerROUTIREPORT.

There are three (3) versions of tH&us PlannerRoute Reportavailable for driversdispatchers, and
Transportation staffDrivers may obtain copies of tiRoute Reporffortheir assigned bus routifom their
dispatchers oField OperationSpecialists

9 RouteReport
1 RouteReport withStudent Lists
9 RouteReportwith DriverDirections

Informationcontainedon the BusPlannerRouteReport

REPORT TIME checkpdajtihe time thedriver is required to report for work (sign in Bispatch)
DEPART COMPOUND checkppihe time the bus needs to leave the compoundiderto get to the first
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stop onthe route at thescheduled stopime.

BUS STOP DESCRIPTIONS

CORNERTOP Thefirst roadway listed on a Stop Description for a corner stop is altteysneon which
the bus should be traveling. For example:
NW 18 AVE & NW 18 TEBus should be on NW $8\venue stopping atNW 18"
Avenue(a safe distancérom the NW 18" Terraceintersectior).

CORNERTOP Stop Descriptions may also have notes on them specifying the directimveifand/or
sideof an intersectioron whichthe stop isto be made.

STREET If anactualstreetaddresss specifiedfor a StopDescriptionthen the driveris expected to

ADDRESS alwaysstop the bus athe actual street address.

NOCROSSING Students using this stop may not cross the roadway to get to the bus iiegpicked

ALLOWED up in the morningandmay not cross theroadwayafter gettingoff the bus when being
dropped offin the afternoon.

STUDENT Informationon the studentsassignedo eachstop will be listed underneathhe stop to

INFORMATION whichthe student isassigned. Othe Route Reporbnly ESE
students will bdisted. The name, student ID number, and E&BsportationCodes for
eachESEtudent will belisted.

STUDENT Toobtain a completelisting of all studentsassignedo a busroute (not juste SEstudents),

INFORMATION usethe RouteReport withStudent Lists.

EFFECTIVE DAJ this field is used to document when a new stop takes effectyioen a changeto an

existing stop takes effect.

STOP LOARthis field shows the number of students assigned to each stop. Algiwe éiottom of each

run on the route, the total number of students assigned to the runlvé@kshown.

ARRIVE SCHOG€heckpointg the time the bus is scheduled to arrive at a school.

DEPARBCHOOtheckpoint ¢ the timethe busisscheduled tadepartfrom the school.

SPED STUDENT COUQ@t$he bottom of each run on the route, the total numbersifidentswho require

a busaide, a wheelchairlift, a safetyvest, and/or a safety belt willbe shown.

b. BusPlannerRUNREPORT.

As with theBus PlanneRoute Reportthere are three (3) versions of tigus PlanneRun Report
available for drivers, dispatchers, and Transportation siafivers mayobtain copies ofRun Reports
from their dispatchersor FieldOperations Specialists.

T RunReport
1 RunReport withStudentLists
9 RunReportwith DriverDirections

Information containedon the BusPlannerRunReport TheRun Reports are formatted the same as the
Route Report@nd give the same informatioithe onlydifference is that &un Reportontainsinformation
just for one run (trip), whereas thRoute Reporthas information on everythinéall runs) assigned to a
route.
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5.07 SCHEDULEOMPLIANCE

Schoobusdriversshallensurethat:

a. Stops shall be made in accordance with the times indicated omBtleePlanneRoute Reportand/or Run
Report and in the sequence on which the stops are listed onBbhsPlannerRoute Reportand/or Run
Report Drivers are not to depart from any stdygforethe time listedfor the stoponthe Bus PlanneRoute
Reportand/or RunReport

b. When pickingup students at schools,drivers shall not depart the schoollocation untilthey have made
sure all students who are to ride on the bus hmearded.Drivers shalvait the full seven (7) minute period
scheduled for loading of students, if necessamyensureall students to baransported areon the bus.

C. Drivers shall not change the order of the stops on Bws PlanneRoute Reportand/or Run Report nor
shall they modify stop times or locations in any way unless and ajmpitoval has been obtained to do so
FNRBY G(GKS ¢NIyalLl2 NIl G ARying®fficklr NIl YSy 1 Qa { OK22f . dza

d. Ifadriver believes changes need to be made to stop times or locations, or the ostepsfmodified, then
the driver shall contact their assigned Field Operations Speciéist.Field Operations Specialist concurs
gAGK RNAOGSNDE NBI dzS a (Bpecidiisk shyll cantécd theCSchodl Rus RauBigd. G A 2 y &
Drivers shall not contact th8chooBusRoutingOfficedirectly before consultingwith their assignedField
OperationsSpecialist.

€. Any driver who is found to have modified stop times or locations, or to have changexideeof stops as
shown on theBus PlanneiRoute Reportand/or Run Reportwithout having obtained approval from the
¢NI yaALRZ2NIIFGA2Y 5SLI NIDN ghalace dispkrarg dctias dpropridtedzitiey 3
situation, in accordance witthe policies of theMliami-Dade County School Board and the provisions of the
AFSCMEontract.

f. Any time a driver is delayed on their run/route by ten (10) minutes or more, he/she hoatiptly notify
their Dispatch Office of that factDrivers shall never exceed postedeedlimits to compensate folost
time; suchis neveranacceptablepractice.

g. Ifthe busshouldbecomeinoperativedueto mechanicabreakdownor excessiverandalismthe drivershall
immediatelynotify their DispatchOffice. The DispatclOfficeis responsible to notifythe school affected
by thebreakdown.

5.08 SCHOOBUSCAPACITIES

Pursuant to Florida Statute 1006.22(12), the routing and scheduling of buses shall be plasned ammanner as

to eliminate the necessity for students to stamdile a bus is in motionWhen circumstances of an emergency

temporarily necessitate transporting students on busesre thanrated seating capacity, such buses shall proceed

at a reduced rate of speed as to maximize siadety of the studentst KS ¢ NI ya L2 NI F GA2Yy 5SLI NIY
Routing Offices shall besponsible for prompt relief of the emergency condition teyrouting and/or rescheduling

busesand ensuring any otheappropriate remediahctions argaken, as needed.

a. Definitions.

i RatedSeating Capacityrhe maximum number of passengers that can legallyrénesportedon the
bus (except iemergency situations).

9 Overloadedbus A busis & 2 @S NI ®RherRie Rumber of passengers exceeds thiated seating
capacity of thevehicle.
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9 Overcrowded busA busisd 2 S NONRB 6 RSR¢ g Kk&ndt be préperly Bedited.S For S N&
example, in some cases, it will not be possiblptoperly seat three middle school students per seat,
due to the physical size of tretudents.

b. Recommended bus loads Seats on school buses are designed to accommodate tipee (3) students

C.

per seat.M-DCPS recognizes that it is not always practical or sgitate three (3) students to a seat on
school busesWVhile most elementary school studertn becomfortably accommodated at three students
per seat, the same is not necessatiiye for middle school studentsror this reason, the following
guidelines will be usedhenassigning students to school buses:

 Elementary=3 per seat
I Middle school =2 or 3per seat(depending orthe sizeof eachstudent)

1 Highschool =2 perseat

Seating chartsSeatingcharts willbe produced using thBus Planneschool bus routing systerrivers and
aides willinform students of their seat assignments as oftemasded. Students who do nobmply with
the instructions of the driver and aide with respect to seat assignmentsreipalttedto the school principal
(orthe LINJR y Qiasigheé).Q a
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SECTIOB
ATTENDANCE POLICY & PAYROLL PROCEDURE

6.01 ATTENDANGEESPONSIBILITIES

Schoobusdriversandschoolbusaidesare expectedto be prompt and punctualin theirattendance on all workdays
in accordance with the current calendar, their assigned scheduletrangnion contract.

6.02 CHECHNPOLICY

a. Atthe beginning of every school year, school bus drivers and school bus aides piithviided with a
Scheduled 2 dzNJ& Sheéfarnf & document the scheduled hours fahich they will be paidiaily. The
scheduled REPORT time for the driver/aidebe included on this formTheScheduled 2 dzNE SheétA Y S
form will be updatedthroughout the courseof the schoolyear as necessaryto reflect changesto the
R NA @ S NBsiignediis $o0té.

b. School bus drivers and school bus aides are expectepwmrt for work on time, everworkday, for every
scheduled shif{morning and afternoon.)

¢. School bus drivers and school bus aides must be properly dressed and must be \@apgarimgriate shoes
in accordance with the requirements of the dress code for driversaidds (reference Section 2.11 and

Section 3.05 of this HandbooKDrivers must have theic f 2 NA Rl / 2 YYSNOALFf 5NR JSND

aSRAOLFE 9EI YA yhStheIR possésSdiDriversh ahdl Gides must be wearing the photo
identification badge issued tahem by the MiamiDade County Public Schools Department of
Transportation Any driver or aide who is found not in compliance with these requirements at the tirag
report for work may not be allowed to check until in compliance wlitaserequirements.

d LG Aa SaaSydaialrt d2 GKS 2LSNY A2y 27F (dHol Bus didésNA Ol Q&

to report for work by their scheduled REPORT time owalkdays School bus drivers and school bus aides
who report to worksix (6) or more minutesifter their scheduled REPORe will bed G I NR & ® ¢

1 The/ Sy ( @sNarhersmayassigna standby or substitutedriver or aide to the route of the tardy
employee When Dispatch replaces a tardyiver or aide, the tardgmployee will then be assigned as
a substitute for other routeseedingcoverageas requirements dictate.

1 The Administrator on duty at the transportation center may, at his/her discreti@ermine a tardy
employee who isnore than 15 minutes lategeporting for worktod S & 6 a Sy i  #nksuck 2 dzi
cases, if there is no remaining bus route to whtble tardy driver or aide can be assigned, the
employee willnot be permitted to workandwill be placed onunauthorized leavewnithout pay.

1 Arecordwill be kept documentingall casesof tardiness.Losttime will be accumulated for tardiness
and employees will be docked pay in amaif (2) dayncrements.Additionally, employees who have
been placed on unauthorized leawathout pay due to tardiness will be subject to disciplinary action
in accordance wittMiami-DadeSchool Board Poli@gnd the AFSCME Uni@ontract.

1 If the tardy employee has what they consider to be extenuatingumstancesthey may appeal to the
transportation center Director (or his/her designee) for a reviewhefsituation.It isthe responsibility
of the employeeto submitappropriatedocumentation to support the requegor the tardiness to be

excused Repeatedoccurrencessuchasa OF NJ 6 NB 1S R2gy F2NJ 0 K&bel KANR

consideredextenuating.
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6.03 SIGNINPROCEDURES

a. Miami-Dade County Public Schools now requatfull-time employees to signinusitgK S RA &G NRA Ol Q&
app. Thisis in addition to the regular sigim procedures at théransportation centerAll drivers and aides
should download the MDCPS mobile app tbeir cell phone, if possiblaVhen reporting for workppen
the FultTime Employe&ignin app and then sign itf.the employee is going to be absent, they must follow
the proceduresin Section 6.04f this Handbook (Notificatioof Absences).

b. Upon arrival at the bus compound for the morning and afternoon runs, drivers andwifteare assigned
to bus routesshall proceed directly to their assigned birivers willcall in over the tweway radio to
confirm they are present on bus and ready for wddkivers will also call in over the tweay radio to report
that their aide is present andkadyfor work if an aideis assigned t¢he route.

6.04 NOTIFICATIONFABSENCES

The Contract between the Miarllade County School Board and the American Federati@taié, County, and
Municipal Employees (AFSCME) state® YLX 2@ SSa | NB  MBirjwdek &aion, privr to/ el A T &
beginning of the workday, when they are unable to reporttowotk A Y 1 Sy R G2 0SS F0aSyidoé

a. School bus drivers and school bus aides must call the Dispatch Office at their agsigsgdrtation center
as soon as they have determined they are unable to report to wamkl, alwayshefore their scheduled
REPORTime. When possible, school bus driveasd school bus aides should call the Dispatch Office at
least 15 minutes before theischeduledreport time, to give dispatcherssufficient time to make sure
theroute is properly covered. School bus drivers and school bus aides must not decide on their
own for a substitute.  All arrangements must be made by theDispatchOfficeatthe SY LJX 2& $5Qa
assignedransportation center.

b. If a school bus driver or school bus aiBnnotreport to work because odn emergencythe employee
must call the Dispatch Office at their assigned transportatienter as soon as possibléthe employee is
unable to call their Dispatch Office becathse situation requires them to leave the local area (or for any
other reason) then themployee must have someone (a relative or friend) call the Dispatch Office on their
behalf.

c. If a school bus driver or school bus aide knows they will need to be absent fromsaortimein the
future, they should give the DispatchOffice at their assignedtransportation center asmuch advance
notification as possible.

d. When a school bus driver or school bus aide calls the Dispatch Offferassignedransportation center
about an absence, an explanation for the absence should be gsiekor personal) and thesstimated
date/time of return to work.

If a school bus driver or school bus aide is going to be off work for more than one daynpheyee must call
the Dispatch office at their assigned transportation cergactday,before their scheduledREPORiime.
Theonly timesa driver or aidedoes nothavetocontacttheir Dispatch Officelailyare:

Admissiorto ahospital asa patient

EmployeehassubmittedaR 2 O (iviKial&ase fora specifiednumberof days.
Approvedextendedsickleave.

ApprovedParentalLeave

ApprovedLeaveof Absence

= =4 =4 -4 -9
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6.05 UNAUTHORIZHEAVENITHOUTPAY

The Contract between the MiaAllade County Scho®oard and the American Federation $fate, County, and
Municipal Employees (AFSCME) addresses the subjentathorizedabsencesilt states:

ARTICLE V, Section PJhauthorized Absence Any absence without pay which has not bemmuestedby the
employeeandapprovedby the supervisorjn writing, at leastfive daysin advance.

Employees are required to notify the work location, prior to the beginning of the workday, thiegrare unableto
report to work or intendto beabsent.

Absences of the employee, where notice is made prior to the start ofwbekday butare notcovered by the
employee having accrued sick or personal leave, shall be charged as unauthbseede in accordance with Article
XI.Upon the employeegeporting back to work, the employeghall be apprised of the unauthorized leave status;
however, if the employee can demonstrate thitere were extenuating circumstanceg(.e., hospitalizationor
another unanticipatedemergency)then consideration will be given to changing the status of the leave. The work
location supervisor hathe authority to change an unauthorized leave; however, nothing herein precludes requested
leavebeing determined to be unauthorized where the employee does not have available sick or sufferisoal
leave.

Article XI, Section4B. ExcessivéAbsenteeism/Abandonmertf Position¢ An unauthorizedabsencefor three (3)
consecutiveworkdaysshall be evidenceof abandonmentof position. Unauthorized absences totaling ten (10) or
more workdays during the previous twelve (12) mop#riod shall be evidence of excessive absenteeksither of
the foregoing shall constitute grounfis termination. An employee recommended for termination under these
provisions shall have theght to requestof the chief personnelofficer for HumanResources review of the facts
concerning the unauthorized leave. Such right shall exist for a period of ten (10) workireftdattse firstday of
notification of the unauthorized absence.

6.06 PROCEDURESAPPLYORANUNPAID LEAVMBFABSENCE

1. When a School Board employee needs to be absent from work for an extgediedi which exceeds the
amount of leavdime, they have available they may be requiredapply for anunpaid Leave of Absence.
The types ofinpaid Leaves of Absence thatay be available to school bus drivers and school bus aides are
specified in Article Xltf the AFSCME Union Contract. They include:

llinessof Self*

Needto care forafamily memberwhois ill*
Pregnancy/Birthof childto immediatefamily *
Adoptionof pre-schoolagechild*

Military Leave

Personaleave

= =4 =8 -8 -9 -9

* Note: Employeesvho needto be absentfrom work for these reasonsmay be eligiblefor unpaid
leaveunderthe provisionsof the FamilyMedical LeaveAct (FMLA).

2. Itis the responsibility of the employee to obtain and submit all documentation requiredpyort and
substantiate the need to be absent for work on an unpaid LedvdsenceThe determination of whether
an employee qualifies for an unpaid Leave of Absemzker the provisions of FMLA or Miabade County
School Board policies is madethg M-DCPS Leaveffice.

I School bus drivers and school bus aides who will need to apply for an uhpaitof Absence should
contact the Director at their assigned transportation center as sasthey determinethat they will
need to applyfor such leave.
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Per the AFSCME Union Contract, school bus drivers and school bus aides whwaymgay for an unpaid
Personal Leave of Absence must apply for such leavaiting, at least five (5) days prior to the requested
start date for the leavePersonal.eavef Absenceare also limited tono morethan thirty (30)days.

6.07 PAYROLPROCEDURES

Schoolbus drivers and schoolbus aidesare responsiblefor submitting all required paperwork used to process
paychecks correctly and on tim&heprocedures listed belovwexplainthe process:

a. Scheduled 2 dzNJ& Sheét At h&beginning of every school year, school bus drigatsschool bus aides
will be provided with é&5cheduled 2 dzNJ& Shedfdr t§ documentthe schedulechoursfor whichthey
will be paid daily. TheScheduled 2 dzNJ Sheétfariv &ill be updated throughout the course of the
schooR S NJ a ySOSaalNEB (G2 NBFTESOG OKISEDS busrivesaddk S RNA @
school bus aides should review th8icheduled 2 dzNJ ShedfdrnYdth their Field Operations Specialist
and make sure they understand what is on it before B@Ssends it to thepayroll clerk.

b. a9 E{NJ 5 dzii Bchool bisSidversidnd dchool bus aides who are assigned \eatkaby the
administratormust complete arExtra Services Individual Time Reppbaily form (FM4673).The same
applies toschoolbus drivers and school bus aides who do fteijks.

f Thed 9 E Dutyl¢ A Y §ig is to be used when ¢ and only when ¢ the extra workdone by the
employee causes them to work extra time beyond their normal schedute#t hours as shown on the
SY L) 2 BcheBluel 2 dzNBE Sheétfarnd. Forexample, if the Dispatch Office haslaver cover
an extra run for a school whichys2 i 2y (KS SYLX 28SSQa NRdziS:I odzi GK
work and return totheir transportation center at their normally scheduled time per th8theduled
Hour<rimeSheetorm, then thedriverwould not submitt y & 9 E & WNJys8® dzi &

1 School bus drivers and school bus aif$STF A £ f 2 dzii Iy & @dehidaibdn whidaiihey ¢ A Y S ¢
do extra work that causes them to work extra tibeyond their normal scheduled work hours as shown
on their Scheduled Worklour€rimeSheetform.

f  School bus drivers and school bus ait$STii dzNy/ Ay (G KSA NI O@NYBisSévéR a9 E (i NI
day on which they do extra work that causesthem towork extra time beyond their normal
scheduledwork hoursasshownon their Scheduled Work 2 dzNE Sheeéfard. S 9 EG NI 5dzié ¢ A Y
slipsMUSTbe placedn the designated bokefore the employee departs the transportation center at
the end of theworkday. If the office isclosedwhen the employee returns to theiransportation
center, then the employe®USTi dzNY Ay G KS 02 ¥ RivSobStRenextverkddid 5 dzi &

1 Unless the employee has good arshsonableextenuating circumstances for naompleting and
GdzNYyAy3 Ay G9EGNY 5dzieé ¢ A Y Sstatedabova,dahoabisdrikeksgndii KS NB |j
schoolaideswho fail to abide by theseprocedureswill not be paid forthe requested extra time.

3. Absence formSchool bus drivers and school bus aides who are absent from workcomgtiete aShort
TermLeaveformcCapdnd ol f a2 O2YY2yf{ & o Gebchrté HFShbHTernt eBuef@n® & A LI
MUSTbe completed by the employeeachtime the employee is absent frowork unlesshe employee has

been approved for a LeagEAbsencdgseeSection6.05 ofthis Handbook).

A School bus drivers and school bus aides shall completSkivetTermLeave form and turn it in to the
Dispatch Office at their assigned transportation center on the firstkday upon their return to duty.
Failure to comply with this procedure may resmitthe employee being charged witmauthorizedleave
without pay, unlesghere are good and reasonable extenuating circumstances as determined by the
Director of theS Y LJt 2 &sSdheédldransportation center.
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SECTIOR
FIELD TRIPS

Schoolbusesowned by Miami-Dade CountyPublicSchoolamay be usedto providetransportation of students for

field trips of an educational nature, athletic events, performancemiérmed units (school bands, cheerleaders)
representing the school and the school district,other school sponsored activities in which students are required

or choose to participate. Adluch trips will be accepted and scheduled in accordance with established School Board
policy, TransportationDepartmentprocedures andthe requirementsof the AFSCME UnidDontract.

7.01 ASSIGNMENOFDRIVERS

a. Fieldtrips, extra-curriculartrips, and activity trips shallbe consideredasregularemploymentand school
busdrivers shalbe compensatedat the appropriaterate.

b. School bus drivers will be assigned field tiippaccordance with the provisions Appendix I, Section L 2
of the MiamiDade County School Board contract with tAmerican Federatiof State, County,and
MunicipalEmployeegAFSCME)It states:

1 During the bidding process, drivers will have the opportunity to -signor declinefield trip
assignments. Prior to the beginning of the school year, the final field trip r@isteseniority)will be
posted,anda copysentto the Union.

1 Allfield trips shall be assigned from the field trip roster by seniority on a rotatais Drivers who do
not accept a trip will be skipped in rotation and not offeradother trip until their name comes up
again on the field trip rosteiAcceptance oémergencytrips shallnot be held againstthe driveronthe
seniorityrotation.

Note! RNAGPGSNIDA &AO0OKSRdzZ S Ydza i LIS NXMdrthemitckbs sonsitlddedo S | @I 7
for assignmentDrivers shall not be given a field trip assignmentwiatld cause them to be unable to

complete any part of their assigned brmute. Mid-dayruns and evening activity runs that are part of

I RNAGSNIDa I aaAi 3y S RtopeRnizdri@ersid dotafieldifig & 06S a 02 3SNBRE

1 The Director of each transportation center (or his/her designee) will be responsilpleskimgrosters
of bus drivers and indicating the field trips assigned and decliBadtibus driver will be responsible
for checking the roster and assuring that they are award available for the assignment or for prior
notification from the center Director (dnis/her designee)f their non-availabilityon the appropriate
form.

9 School bus drivers are required to do all assigned field tipsases of illness emergencies that prevent
the driver from doing a trip, the driver will be responsible fatifying the center Director (or his/her
designee) on the appropriate formihe centeDirector (or his/her designee) will reassign the trip in order
of seniority on the rotatiormoster, basedon schedulingof the trip andthe R NJA @&iKil#yto do the
field trip. If the next two drivers on the rotation roster are unavailable,the center Director (or
his/her designee) shall document his/her actions and assign the trip to an available dsingsubstitute
(job code 8022)riversonly inanurgentsituation.

C. Schools and other organizations requesting buses for a field trip are required, by ptieyidmi-Dade
CountySchoolBoard,to submitrequestsfor transportationto the TransportationDepartmentat leastten
(10)workingdaysin advanceof the trip. However, on some occasions it may not be possible for the school
to provide suctadvancenotice.Whenalast-minute requestisreceivedbythe TransportatiorDepartment,
staff will make a reasonable effort to select a driver in accordance withptioeeduresset forth in
paragraph babove.
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7.02

7.03

PAYMENTODRIVERS

School bus drivers who are assigned field trips shall be paid for travel time to andHeimassigned
transportation center.

Driversof field trips thatare cancelledat the school shalbe paid asfollows:

1 Schooldays actual timeon thebus (includingravel timeto andfrom the
transportationcenter), plus sixty (6Ghinutes.

1 Nonschooldays Seven(7) hoursduring theregularschool year
Five(5) hours duringhe summersession

OPERATIONARROCEDURESRFIELORIPS

Newer buses shall be assigned to night/weekend field trips and to field trips that wglbibg outside of
Miami-Dade CountyDrivers who need a bus other than the one thegrmally drive shall contact the
Transportation Operations Helper at their transportatioenterto get anotherbus foruseduring the field
trip.

It is the responsibility of the driver to know where the field trip destination is locatedrawdto get to it.
Drivers must plan out the route they will take with particular attentton

1 Speciakituationsor potential problemsalongthe route (low clearancebridgesgonstruction,etc.).
1 Parkingat the field trip destination.(Note: if there will be a fee chargedfor parkinghe teacher or
chaperone is responsible to pay it.)

School bus drivers must also be prepared to handle any emergencies along the fietditeigf the field
trip will take the bus outside of the normal area of operations the driv&gy not always be able to use the
2-way radio.Drivers should therefore have thtelephone numbers of the transportation centers nearest
to their destination so they cacallfor assistancéf needed.

School bus drivers are not permitted to bringembers of their own family on a field tripnlessthe family
memberis a part of the groupfor whichthe field trip hasbeencontracted.

School bus drivers doing night trips are not permitted to bring anyone on the trip winat & designated
teacher, coach, or adult who shall act as a chaperone. The driverbmgven approval in writing from
the school or the Transportation Department befakowingsuchindividualsto accompanythe field trip.

A representativeof the TransportationDepartment may accompany the driver on night trips, with the
approval ofne Director of theR NA @sSiydditransportation center.

School bus drivers must never leave the bmattended,or the passengers strandetf.afield trip driver
must leave the bus to use restroom facilities, obtain food, or for any at&son, the driver must first get
permission to leave from the teacher or chaperonechmargeof the field trip, and must have a clear
understandingwith the teacher or chaperone abougxactly where he/she will be going and the time at
which they willreturn.  Under no circumstances shall a driver ever be away from the field trip lodation
morethan onehalf (*2) hour.

Teachers/chaperons will be responsible for notifying the school bus driver when it is okay to depart from
the school or the event location.
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h. School bus drivers shall always give the following briefing to their field trip passenefers departing
from the pickup location tostart the trip:

(1) The driver wilintroduce himself/herself to the students and the
teachers/coaches/chaperoneiling the busfor the field trip.

(2) Directthe attention of the passengerso the signwith the bussafetyrulesin the frontof the bus.
Briefly review thesafety rules.

(3) Point out the location of the EMERGENEXITSn the bus and briefly explairhow to operate the
emergency exit doorandwindows.

(4) Explainto the passengershow they would be expectedto evacuatethe bus in anemergency
situation.

(5) Pointout the location of the FIREEXTINGUISHERd the FIRSRAIDKITto theadult passengers.

(6) Appoint a teacher/coach/chaperoneo operate the 2-way radio in the event of anemergency.
Explain to thaperson how to keyhe radio micto request HELP.

7.04 PAPERWORK

Schoolbus driverswill be givena copy of the Requisitionfor SpecialSchool BusTransportationform (FM1596)

before they depart on a field trifrivers shall completethe y T2 NI A2y 2y GKS F2N¥Y F2NJ G
{GFNIZ¢ ! NNAGH{IOK220KZ2 fr ¥R ©dwSTheiddgher rZhapetdne LifindzgnRie £

bus must sign théorm. The driver shall sign tHerm andturn it in to the Field Trip Clerk or other designafsetson

at their compoundby 12pm (noon)on the nextworkdayafter thetrip.
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SECTIOS
SCHOOL BUS OPERATING PROCEDURES

8.01 SCHOOBUSOPERATION

School bus drivers must always operate their bus in accordance wetuirements of theFlorida Uniform Traffic
Control Law (Florida Statutes, Chapter 316) and the Rules ofRlogida State Board of Education pertaining to
transportation of school children (StatBoardRule6A-3).

a. Drivers will perform a completpre-trip inspection of their assigned school bus at lémste daily.This duty
may not be delegated to any other persorhe pretrip inspectionmust be accomplished before the driver
departs the compound with the bu®retrip inspection results must be documented on the form provided
for this purpose.Vehicle defects will be promptly reported to the Dispatch Officompleted pretrip
inspectionF 2 N¥a VYdzald o6S (Gdz2NYySR Ay (2 GKS RNAROGSMBKNg | 4aA 3Ty S
day ofthe following month (for example, the pieip inspection form for themonth September musbe
turned inby thethird workingday in themonth of October).

b. Driverswill be familiarwith the operationof all gaugesndinstrumentson the schoolbus.

C. ¢ KS RN @S NI salwayS woirwhenStfe dchablbds fs in opration. Eeat belt must be extended
fully from any windup device and adjusted to fit snugly acrdss R NA S NDa KA LJa ¢

d. Theheadlightson aschool busnust bealways turned on (lovbeam)when thebus isinoperation. The roof
mounted strobe light will balways activateavhen the bus is ilmperation.

€. The twoway radio on the school bus must laéways turned orwhen the bus is iroperation. School bus
drivers must keep in mind that that the use of a tway radio whileoperating a vehicle can provide a
RAAGNI OlA2y B6KAOK YI & A Yahdrdadtdo roadrhdzhrdESrN3deadory dritefsi @ (1 2
must exercise due care and caution whising the tweway radio; becareful not to let yourself get distracted
to the point where youose your awareness @fhat ishappening on the roadDetailed procedures for use of
the two-wayradio areincluded in Sectio® of thisHandbook.

f. Use of cellular telephone®olicy 8606 of the School Board of Miabdde Countgpecificallyprohibits the
useof cell phoneswhile operatinga schoolbus.In anemergencydriverswill usethe two-way radioto notify
their DispatchOfficeof thesituationsothat requiredassistanceanbe provided.SeealsoSection8.15of this
Handbook.

g. Schoobusdoors mustbe securelyclosed whenevethe busis inmotion.

h. Keepall mirrors (interior andexterior) properlyadjusted.

i. Speed limits for school buseSchool bus drivers shall drieéways at a safe speed for tlenditionsof the
road and nevemore thanthe legally postedpeed limit.

. Slowdown nearhighway departmentrewsand other personsworkingon or nearthe road.

K. Inclement weather conditions such as rain, ffigpded areas, and high winds call faduced speed and
careful drivingIf conditions become too hazardous, pull the bus d¢iffe road at a safe place and wait until
conditions improve.Notify your Dispatch Officky two-way radio of youactions.

|. Do not attempt to cross flooded areas, bridges, or culverts which may be weakerfeabdywithout the
permission ohighway or policefficials incharge.
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M. Schedule compliancét is extremely important for drivers to make every reasonable effodperate their
routes and trips in accordance with the established sched@asdents parents,and school staftount on
our drivers tobe at bus stops andchools on time!

(1) School bus drivers will, to the best of their ability, operate all trips in accordanceesttblished
schedules, except when to do so would jeopardize safttydent stops witle made at the time indicated
on the route scheduleDrivers must try not to arrive a stop aheadof schedule, everif it is only a
minute or soearly.

(2) If you fall behind on your pieltp or dropoff times do not try to get back on schedildgexceedingosted
speedlimits or drivingin an unsafemanner. Notify your DispatchOfficeif you are running morethan
ten (10)minutesbehind schedule.

N. Slowdownin school zonesChildrencannotbe expected to use the same good judgmeasadults!

0. Be extremely cautious near schools that you do not normally seriiaeal traffic patternand hazards may
be unfamiliar to you. Rememberg students areunpredictable!

p. Schoobusdrivers willneverpermita studentto:

(1) Standat thefront of the bus orin the busaislewhile the bus isin operation.
(2) Operatethe servicedoor handle.
(3) Occupythe R NA @& a

g. School bus drivers willever permit children to hold on to the side or rear of the bus whsdating,riding
bicycles, etc.

. Upon completion of each run/trip, school bus drivers will walk to the rear of the busetnch up the aisle
while checking each seat for sleeping children, forgotten book Hagshes, and any other items left by
student passengers. Drivers will complete this chafcthe bus regardless of whether a school bus aide is
assigned to theoute andmay notdelegatethis task to ebus aide orlnyoneelse.

8.02 LOADINGANDUNLOADIN®F STUDENAASSENGERS

There are few operationsinvolved in driving a schoolbus more critical, more closely observedor fraught with
responsibility and the need for sound judgment than the loading@amdading of school bus with student3his is
because there is danger involved for the studentbe driveof a school bus must always keep in mind that students
and motorists are unpredictablé.oadingnd unloading of student passengeexjuires the unfailing execution of
proper procedures tancludeinteracting with other vehiculartraffic, directing studentscrossingthe street, and
managingstudents who areyetting on or off thebusat bus stops and in the school site authorized loading zone.

a. SchoolBusStopLaw (FlorideStatute 316.172)

(1) Any person using, operating, or driving a vehicle on or over the roads or highwaysstathishall, upon
approaching any school bus used in transporting school pupils to or fsmhoalwhich is properly
identified in substantial accordance with the provisions of F086.25and whichdisplayghe stop signal,
bring suchvehicleto a full stop while the buss stopped,and the vehicleshallnot passthe schoolbus
until the signalhas been withdrawn. A person who violates this section commits a moving violation,
punishable aprovidedin Chapter 318.

(2) Any person passing to the right side of a school bus which is displaying a stop ségalrdancewith
the provisionsof this section shall also be subject to a mandatorshearingunder the provision®f
F.S. 318.19.

(3) The driver of a vehicle upon a divided highway with an unpaved space of at least 5 &eehysical
barrier, shall not be required to stop when traveling in the opposite directitheafchoolbuswhichis
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stoppedin accordancewith the provisionsof this section.

(4) Every school bus shall stop as far to the right of the street as possible and disgllay warning lights
and signals as requiredby rules of the StateBoard of Education before discharging or loading
passengers and, when possible, shall not staphere visibility is obscuredfor a distanceof 200 feet
either way from the bus.

Use of flashing amber and red loading/unloading lightschool bus is moving trafficsignal Accordingly, it
is extremely important drivers know the legal and proper use ofldghingloading/unloading lights and stop
arms.

(1) Flashing loading/unloading lights and stop arms wilaleays usedluring theloadingand unloading of
students on streets.

(2) Flashindoading/unloadindightswill NOTbe usedwhile:

Loadingor unloadingstudentsat a school.
Whenstoppingat railroadtracks

While backingor making turnarounds

Whendriving inbad weather

Toassistanother buswhich isloading orunloadingstudents.

=4 =4 -4 -4 -9

Procedures for LOADING students on stre@te procedures for loading students streets are outlined

in Figure 8-1 on page 72. School busdrivers will follow theseprocedureswithout fail whenever they are
loading students on their bus from a streét.addition to the procedures included Figure 81, drivers will

comply with the followingequirements:

(1) Drivers will load students on streets only at established stop locatlbasiriver has aoncern about the
safety of an established stop location, he/she shall immediately rédp@doncern to theirassigned Field
Operations Specialist.

(2) Driversshall alwaysinstruct studentswho are assignedto any bus stop whichhasadbh / wh{ { LbD
' [ h295¢ RS&A IMUST WA aciods thastiektDEvers will instruct students using
I adbh / wh{{LbD !NOIBAF®SHem ib Krboss thesiieet because the driveamnot
stop all trafficonit{ K2 dzf R I RNAXABSNJ 20aSNWBS adGdzRSyia OGP aaAy3d
stop, he/sheshallimmediatelyreport it to their assigned-ield OperationsSpecialist.

(3) Keep kids in sigh#Any time a driver loses sight of a child when loading the busitiver must wait until
the child is accounted foiThe bus must never be put in motiamtil all children havéeen accounted
for.

(4) Tardystudents Studentsare expectedto load the bus promptly. When students intentionally lag to
cause an unnecessary delay to the bus schedule oreatea nuisance, driversvill follow thesesteps:

I First and second occurrence¢ wait for the student and tell him/her that this behavioiis not
acceptable.

9 Third occurrence fill out a Student Case Management Referfiaim (FM2981) andubmit it to your
assigned Field Operations Specialist. Tell the student that he/Bhee left behind if another casef
tardiness occurs.

9 Fourth andsubsequent occurrences Do not wait for the tardy studentFill out aStudent Case
Management Referrgbrm (FM2981) and submit it to your assign&ieldOperations Specialist.

9 NOTEDriversWILLNOTIeave any student who is visiblgying to get to the bus, even when that
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student is tardy, unless waiting for the student woelikposehim/her to hazards from other traffic.

d. Procedures for UNLOADING students on stre€fdie procedures for unloading students streets are
outlined inFigure 82 on page 73School bus drivers will follow thepeocedureswithout fail whenever they
are unloading students on their bus to a streltaddition to the procedures included Kigure 82, drivers
will comply withthe followingrequirements.

(1) Drivers will unload students on streets only at established stop locatlbasdriver haa concern about
the safety of an established stop location, he/she shall immediaggprt the concern to theilassigned
Field Operations Specialist.

(2) Driversshall alwaysinstruct studentswho are assignedto any bus stop whichhasadbh [/ wh{ { LbD
I'[ [ h295¢ RSaA IMUST NTWAK aciods thastiektDEvers will instruct students using
I adbh /wh{{LbD !NOTBAF®Shem ib Krbos§ therstieet because the driveamnot
stop all trafficonit{ K2dzf R I RNAOGSNI 204aSNBS aGdzRSyiGa O6WRaary3
stop, he/sheshallimmediatelyreport it to their assigned-ield OperationsSpecialist.

(3) Loose articles of clothing and book bags have been known to become snaggedhantirails of the
servicedoorstepsof buses.This has resulted in injuries and eviatalities. Drivers must be sure they
know whereeveryone of their studentsare alwaysvhen they are exiting the bu3.ake special care to
check around theervicedoor and the stair well beforenoving awayfrom the bus stop.

(4) Keep kids in sightAny time a driver loses sight of a child when unloadinghthg, the driver must wait
until the child is accounted forThe bus must never be put in motiamtil all children havebeen
accounted for.

€. Procedures for LOADING amdNLOADING students achool sites. Schools and drivers must follow
procedures when dropping off students at designated drop off zones at school sites.

(1) Drivers will load and unload students at the school site only in the established bus loading aafrezer
is concerned about theafety of an established location, he/she should immediately inform their assigned
Field Operations Specialist.

(2) When unloading students at the school site, drivers should ensure there is visible supervision from school
site personnel in the bus loading zone prior to unloading the students.

(3) Drivers should not arrive to the school site in the AM no more than 10 minutes prior to the bus scheduled
arrival time to ensure there is school site staff in the loading zone, for students unloading the bus.

(4) Studentswho require parental supervisionat the busstop.

(a) Specialneeds students with the following transportation codes require parentakupervision at
the bus stoprodes2, 4, 5, 7, and 8A student who has one of thesansportation codeMUSTNOT
be allowed to exit the bus unless a parentguardian is at the stop to receive the studebrivers
shall release a student only the O K A pafeftsior guardians unlesshe driver has been given
written authorizationby the schoolprincipal (or the LINR vy Ql&sighet) @arelease thechild to
anotherindividual.If there is a questionabout whether a personis authorized to take custody of a
student at a bus stop, the driver shall contact theispatchOffice.

(b) If a parent or guardian isot at a bus stop to receive student who hasransportation codeof 2, 4,
5,7, or8:

1 The driver shall contact the Dispatch Office by tway radio and advise thewf the situation.
9 The driver shall then complete themainder of the rurg and then return to thestop.

1 If the parent/guardian is still not at the stop when the driver gets to it for seeond time the
driver shall contact the Dispatch Office and advise them osttuation. The Dispatch Office will
then instruct the driver on where to take thstudent.
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f. Instructionsto students Schoobusdriverswill instructstudentson the following safetypractices:

(1) Movewell away fromthe busafter getting offit.
(2) Donot get mailfrom aroadsidemailboxuntil afterthe bus hasulledaway.
(3) Studentswho must crossthe street must alwaysdo so in FRON™f the bus (neverbehindit!).

Although all school buses owned/operated by Midb@de County Public Scho@ee equippedwith

& a dz&J§ NI HrdSdiEguardarms,studentsmuststill beinstructed in the following procedure in case
G0KS @&a&dzLISNJI a b 2 LJas diproperNdiing dat2irdat pBsiticdh Z88ubldntsshould always
take at least ten (10) BIG steps from the front ttie bus before stepping onto the roadway (students
must be far enough in front of the bus for the driver to be able to clearly see fenetiy.

As previouslystated, drivers must alwaysinstruct studentswho are assignedto abus stop that has a
abh /wh{{LbD ! [ [ h2 95 8MURNOTWak fidrogskratstreatK | & (KSe@&

(4) Students who must cross the street areWAITat the traffic side of the bus until thechool bus driver
gives them the signal that it is safe to proceed to cross the rest aohed. (Students should always look
left, lookright, and then looKeft again to makesureall traffichas stopped beforsteppingawayfrom
the busto cross theroad.)

(5) Studentswho drop an objectshouldnot try to stopto pickit up! Move immediatelytoa point of safety
FYR GKSy 3S0i (G4KS RNAOGSNDa | G0f&yieved2zy a2z GKS RNERLILISR
(6) If the driversblowthe bushornthat meansd 5 ! b D Studehtsshouldimmediatelyclear thestreet.
0. School bus loadingones Drivers must be especially cautious at bus loading areasctabols. School

locations are often especiallycongestedwith traffic and pedestriansThe scene is sometimes confused
with kids getting in and out of private cars as welbases.

(1) Approach the loading area very cautiously and at a slow rate of sp€kd.speedimit in school bus
loading areass five (5) miles perhour.

(2) Drive the bus in the correct direction so that the service door will open directly ahetsidewalk.
Parkthe bus, if possible, at a designated location so students dohaweto cross between other
vehicles or walk acroghiving areas.

(3) If you are the first driver to arrive at a bus loadiauga,go all the way to the far endrhis will allow
busesarriving after yours to have room to pafkach bus arriving irn should pull up directly behind
the previous oneDo notii NB (12 & & @nStherbusa LI OS¢ T2 NJ

(4) Do notpassanother busin the loadingarea whenstudentsare beingoadedor unloadedfrom it.

(5) Flashing amber or red loading/unloading light will not be used at bus loading areelaatls.

(6) Be considerate and courteous to other motorists, especially those who may niainfigar with the
normal traffic patterns on school grounddf there is a vehiclparkedin the bus loadingareapull in
front or behind it, asthe situation permitsDo not park alongside the vehicle and block all traffic in
the loading area (unlesspecificallyinstructed todo so by theschool principal ohis/her designee).

(7) School bus drivers must be on their buses when students board th&Shugents wilhot be permitted
on buses if the driver is not present. Drivers must also stay téi bus whenstudents arebeing
unloaded,until the laststudent hasdeparted thebus.

(8) Onceall students areff the bus,if the driver must leavethe vehicle, he/shewill:

w Engagehe emergencyor parkingbrake.
w Setgearshiftto Neutralor Park
w Removehe ignition key
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LOADINGTUDENTONTHESTREET

Checkmirrors andtraffic.

Slowdown

Turnmasterswitch on

Activate flashing amber loading/unloading lights at least 200 feet in advance of thdstapon.
Pullas farto the right aspossible stayingon the travelledportion ofthe road.

Stopat least12feet away fromthe waiting students.

Activatered flashingloading/unloadindightsandstop arms.

Engageemergencyor parking brakethen shift to Neutralor Park

Raisenandtoward studentsoutsidethe bus(openpalm)toindicated { ¢ ht ® ¢

Checlall mirrorsandlook formovingtraffic andhazards.

After traffic has come to a complete stop and you have determined that is it sdffedio loading
students, open the service door and give students the signal thanthgpeginto board.

Load students in an orderly manndiake sure all students are on the b@heck ance-checkmirrorsto
be sure.

In caseof danger,usehornto signal studentso clearthe road.

When all students are on the bus, close #ervice door and check the inside rearvimimor to ensure
they areall seated.

Placetransmissiorin Driveandreleaseemergency oparkingbrake
Deactivatethe flashingred loading/unloadindights. Turnoff masterswitch.

Checlkall mirrors. Proceedwhensafe.

FIGURE-&
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UNLOADINGTUDENTSGNTHESTREET

Followthe sameprocedurewhichis usedfor loadingas youbring your busto a stop:

Checkmirrors andtraffic.

Slowdown

Turnmasterswitch on

Activate flashingmber loading/unloading lights at least 200 feet in advance oftibielocation.
Pullasfar to the right aspossible stayingon the traveled portionof the road.

Activatered flashingloading/unloadindights andstoparms.

Engageemergencyor parking brakethen shiftto Neutralor Park

= =4 =8 -8 -8 -89

Checlall mirrorsandlook formovingtraffic and hazards.

DO NOT open the service door until you have determined that it is safe for studesgpaot the bus and
cross the roadStudents must remaiseated until the service doordpened.

When safe, open the service do@ount the students as they exit the bidake surstudents who
must cross the street step to the FRONT of the bus and that allssudbntsarefar enoughin front of
the busthat you can clearlyseetheir feet.

Check again for moving traffic and hazaM#hen safe, give students the signal to ctbssstreet. Incase
of danger,use hornto signalstudentsto clearthe road.

Close service doo€ount students again and makare all are a safe distance avitayn the bus.
Placetransmissionin Driveandreleaseemergencyor parkingbrake.
Deactivatethe flashingred loading/unloadindightsand stop arms. Turnoff masteswitch.

Checlall mirrors. Proceedwhensafe.

FIGURBB-2
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8.03 SEABELTS

All school buses owned and operated by Middaide County Public Schools are equipped wéhsenger lap belts.

In accordance with the provisions of Florida Statute 316.6145, schoalriuess and school bus aides will not be
held liable for personal injury to a school bus passengeised solely because the injured party was not wearing a
lap belt.Nor will school bus driver@nd school bus aides be held liable for personal injury to a school bus passenger
caused solely notherLJr & & Sy I8 Mbluaeof dzapdelt inan inappropriatedangerous, ounsafemanner.

a. School bus drivers will inspect the passenger lap belts on their buses as part of theireltily inspections.
Lap belts and buckles must beecked to ensure they are in goaarking order and are clean (free of gum,
etc.). Defects inlap belts/buckles will blE O2 NRS R 2y -tlipkirSpe®iohBhecilistBnatomplsts
a5 NX @S ND & RepSifoduSadiurndt thidiheiDispatch Office.

b. What happens if a lap belt is broken or otherwise not working prop€Fly® bus does ndtave to be taken
out of service, but no student may be allowed to sit in that seat posititit the buckle/belt is fixedA student
who would normally be sitting in the seat positiaith the broken seat belt must be moved to another seat
that does have a working seat belf.there is a full studentload and all studentscamot be seatedwith
working lap belts, thena substitute bus should bassigned tdhe driver until theproblem is fixed.

C. Instructionsto students

(1) FloridaStatute316.6145(2yequiresthat & 9 | pag§éengeon a schoolbus shallwear aproperly
adjusted andastened safetyelt atall timeswhilethebusisnY 2 G A 2 y ® ¢

(2) Schoobusdriverswill alwaystell their passengerso & C I a¥dusSgat. St (1 a ®¢

At the beginning of each school year, drivers will instruct their student passeogéne properuse
of the seat belts orthe schoobus. Thignstruction will include:

(a) Properwayto fastenandunfastenthe bucklemechanism.
(b) Properpositioningfor the seat belt(low and snugroundthe hips)
(€) Refastenthe buckle onthe seat beltwhen leavingthe seat.

Drivers will continuetoremind G dzZRSy & (2 aCl adSy ,udaden{sbtibis . St (a:
stops and school§.hey will also remind students to-fasten thébuckleon theseat belt astudents
depart thebus.

(3) Noncompliancewith procedureshy studentpassengers.

Anystudent who refuses to properly fasten their seat belt upon boarding a sdhaill be given
a verbalreminder by the driver. If the student repeatedlycontinues to refuse to comply with the
R NJ& gnSthdlicns,then the driver willcomplete aStudent Case Management Referfiaim (FM
2981) and submit it taéheir assigned Field Operations Specialist.

Students are to rdasten the buckles of their seat belts when they get ready to #dtbus. This
should help to greatly reduce and hopefully eliminate incidentsstdidents inappropriately or
dangerously using seat bel®ll incidents of seat bethisuse or abuse by students must be promptly
reported by drivers om StudentCase Management Referfakm (FM2981) and submitted to their
assigned Fiel@®perationsSpecialist.
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8.04 |ITEMSNOTPERMITTEDNA SCHOOBUS

a. Studentsare not permitted to bringitems on board a schoolbus which could be disruptiveor present a
safety hazard.Thefollowing items shalhot be brought on a schodbus:

(1) Glasscontainersandother items madeof glassthat couldbreakif dropped.

(2) Live animals, which include but are not limitxcbirds, cats, dogds frogs, insectdhamsters/guineaigs,
rabbits, etc.
* Note: Registered service dogs will be allowed to accompany students on schasks, when the
NEIjdZANBYSyd F2NJ 6KS aSNWYAOS maiaduahEducdtigh®lbrdgEBR | a LI |
apnné tflyo

(3) Weaponsor anydangerousobject(includesfirecrackers).

(4) Sharpobjectsor cutting instrumentsof any kind.

(5) Facsimilesf gunsor knives.

(6) Alcohol.

(7) Cigarettesandtobaccoproducts.

(8) lllegal/illicitdrugsof anytype.

b. Large bulky items (or band instruments) which block the entrance vedsies,or seats, owhich deprive a
student of a seat shall not be brought on a school bfusand instrumentsre brought on the bughey cannot
be placedon seats if itausesa student to have tetand. Listed below are some (but not all) of the musical
instruments which meet theriteriato permit them to becarried on schodbuses by students:

Piccolo Flute Clarinet

Alto Clarinet Oboe EnglistHorn
Trumpet(Coronet) FlugeHorn Trombone(tenor)
Alto Saxophone Violin Viola

C. Batons anddrumstickswill be permitted on school buses only in their proper carryéages. Tennis rackets
with an appropriate case are permittedNo balls, bats, roller skatest skateboardsare allowed.

d. School bus drivers shall always make sure a clear and unobstructed path to emergerarydexiisrgency
equipment isalways maintained

€. In the event a student attempts to board a school bus with a prohibited item dtiheer willimmediately
contact their Dispatch Office by twway radio to report the incident and g@tstructionson how to proceed.

8.05 SAFDRIVINGRACTICERIGHTIOFWAY

a. School bus drivers must never attempt to exercise the rfiway when bydoing so theymight create a
chance for an accident/crasH.you have any doubts about the intentionsafother driver, let him/her go
first. Above all, never use the size of your bus to assert yight-of-way. Doingsowill invite criticism ofyou
andthe TransportatiorDepartment.

b. Schoobusdrivers shouldalways keegheir busin the right laneof the road, except when:

w Whenovertakingslowmovingvehicles
w Preparingo make aeft turn on amulti-laneroad.
w Theright lane, if thdaneis forright turnsonly and you damot want toturn.

C. School bus drivers must always keep in mind that other vehicles may not always follmbe s -the-road
or do the predictable thingror this reason, intersections, merge lanésyeways and the like must always
be approached with due cautio®When approaching dntersection, where there are other vehicles which
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could potentially pull out into the path dhe bus, the driver should take his/her foot off the accelerator pedal
and lightly restthe foo2 @S NJ G KS o6 NJ 1 S LIS Rhisfwill germd theZdBiweito bégiaBrakinhld 1 S0 @
instantlyshould anothewehiclepull out into thepath of the bus.

d. School bus drivers should not proceed imwintersection when the control signal igellow. Thelength of
the bus (3340 feet) is such that you may not be able to completdbarthe intersection beforethe light
changes to red.

€. School bus drivers who encounter an intersection where the traffic control signals argonking, or stop
signs have been knocked down, shall treat it dsnaay stop.Also, reporit to your Dispatch office.

f. Emergencyehiclessuch as policears, fire/rescue trucks, ancambulances always hawhe rightof-way
when they are giving warnings by means of warriglgts and/or sirensUpon the approach of such vehicles,
drivers must pull their bus over as far to the rightpassible and stop until the emergency vehicle has passed.
If it is not possible to pull oveo the right, then you should stop the bus and allow the emergency vehicle to
go around thebus.

(1) If you are in the process ainloading students when approached by an emergenghicle leave your
flashing red lights and stop arms running, but immediately closealtwe to the bus and direct students
to wait on the bus until the emergency vehicle lpessed the budf students have already departed the
bus blow your horn and, ifecessary, wave to any students to get their attention and let them know they
mustimmediatelyclear the road.

(2) If you are in the process dbading students when approached by an emergency veléeee your
flashing red lights and stop arms running, but immediately close the dothretbus and direct students
to wait off the road until the emergency vehicle has paselbus.Blow your horn and, if necessary,
wave to any students who have alreadgparted the bus to get their attention and let them know they
must immediately cleathe road.

0. Schoobusdriversshouldnever breaknto afuneralprocession.

h. Military convoysin closeformation havethe rightof-way.

8.06 SAFDRIVING PRACTICES: PASSING

a. School bus drivers should pass a slower moving vehicle only when thegrtaimthey have adequate clear
space on the road ahead to complete the procedure witlematangering the bus or other vehicles on the
road. Drivers must always keep in mind ththae bus is longer and heavier than a passenger car, SUV, or small
truck and that it willtherefore take a significantly greater amount of time and space to complete a passing
procedure Driversmustalsomakesurethey checktraffic behindthe busfor approaching/overtakingehicles
beforestarting topass another vehicle.

b. School bus drivers should never attempt to pass more than one vehicle at alftiyoel tryto passa line of
vehicles you may find yourself in a position where gannot return to the right-hand laneshould the need
arise.

C. When being passed by another vehicle reduce your speed, if necessary, to allow it toygeir s safely.
School bus drivers should always keep in mind that other motoristsnoagorrectly judge the length of the
bus and/or the speed at which it is traveling, ahérefore may notallow sufficienttime to safelycomplete
the passing procedure.

d. School bus drivers should never signal to an overtaking vehicle that it is safe toThadsansfers the
responsibility for safe passing from the overtaking vehicle to yoursethe eventof anaccident/crash you
could be ticketed!
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8.07 SAFDRIVINGPRACTICEFOLLOWINGISTANCES

School bus drivers must never follow another vehicle more closely than is reasonableandprudent, having
due regard for the speed of other vehicles, traffic density, and road conditldnder normaldriving conditions
(daylight,clearweather, noroad obstructions) schodbusdrivers shall observe thé n & S O 2 4t RighN&izfin§ @ ¢
inclement weather, and when roatbnditions are less than optimal drivers shiatirease the following distancas
appropriate tothe circumstances.

8.08 SAFDRIVINGPRACTICERRIVING ANIGHT

a. School bus drivers must always keep in mind that their ability to see is greatly redeaddriving at night.

Drivers must therefore operate with extra caution during hourglafknessreducing speednd increasing
following distancesis needed.

If driving at night with the headlights on high beam and another vehicle approaches, lsahatlvers must
switch the headlights to low beam to avoid blinding the operator ofagheoming vehicleHeadlights should
be dimmed whenever an approaching vehicle comésin 500 feetof the bus,regardless ofvhether the
other driver responds irkind.

8.09 SAFDRIVING PRACTICESIRNS

a. School bus drivers should always slow down and nsaike they move their bus into theroper lane when

they need to make a turriThinkabout where you need to go arlan so you can get there without having
to make abrupt, lastinute lane changes. ybu are unable to position your bus in the proper lane to make
aturn, go straight,and thenmakeyourturn at the next appropriate intersection.

The appropriate turn signal must be activated at leasi hundred (200) feetbefore thepoint at which you
will start yourturn.

When turning left and therare two turning lanes, school bus drivers should use the outsiddane.

When making tight turns, school bus drivers must remember that the pivot point of thasbaisthe rear

wheels and adjust the turning point accordingihere can be no excuse farnning the rear wheels of the
bus up over a curtDrivers must also carefully check thesition of other vehiclesto makesurethey have

adequateclearancebefore starting aurn.

8.10 SAFBDRIVING PRACTICERCKING

a. Turnaround stops are natecommended and should be avoided whenever poss®ioobus drivers must

b.

never pick up or drop off students at a stop which requires them to babus unless it has been authorized
by their assigned Field Operations Specialist dransportation Department administratom the event a
new stop is placed on a bus rouich would require backing of the bus drivers will immediately notify their
assigned Fieldperations Specialist so the situation can be revievrivers must never assume théave

approval to back a bus; they must always verify that the situation has been revigwtthat approval has
been given to do so.

Always load studentsefore starting a backing procedurdlever allow students to exit theus untilafter you
have completed the backing procedufgtudents must always ben board the bus while youare backing.
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C. School bus drivers must make sure they have a clear view of the area behind théiefous they start a
backing procedurdf necessary, get uput of your seat and walk to theear of the bus to survey tharea.

d. If the assistance of another person is requifedyou to safely back thbus,makesure he/she is in a position
where they have a clear view of the area and that you can seelisaas hear their instructions clearllso,
talk with the person who will be assisting ybafore you begin any backing action to make sure you both
clearly understand any signakghich will be used to communicate instructionRemember: The ultimate

responsibilityto drive safely rests with the driver; the final responsibility for safely backing up restsheith
driver, not the helper!

8.11 SAFBDRIVINGRACTICESTOPPINGNDPARKING

a. School bus drivers must always maintain the appropriaiewing distance, having duegard for the speed
of other vehicles, traffic density, and road conditiodsider normabriving conditions (daylight, clear weather,
no road obstructions) school bus drivers sbakervethe & secondNzt ABnigkt, duringinclementweather,
andwhen road conditionsarelessthan optimal driversshallincreasethe following distance asappropriate
to the circumstances. There can be no excuse for a driver leaving insuftigtarice to be able to safely stop
the school bus.Whenever there is a possibility thatcaick application of the brakes might be required (at
intersections, for example) driveshouldlightly resttheir foot overthe brakeLJS R f  thébPeReli S NE

b. School bus drivers should not stop or park their bus on an open roaigjlmwvay unlesshere is an emergency.
If it does become necessary to stop and park, drivers shall puhefiavementand over to the right asfar
aspossibleIf the road or highwaydoesnot havea shoulder, pull the bus as far to the right as possible, activate
the 4-way flashers (hazarights) and put out the three triangle reflectors carried on the tRiace reflectors
asrequired by Florida Statute 316.301(2){k§ and in accordance with the instructions givierthe School Bus
DriverTraining Class.

8.12 SAFBDRIVINGRACTICERAILROATROSSINGS

School bus drivers must carefully follow the requirements of the Florida Uniform Traffantrol Laws (Statute

316.159) andhe Rules of the State Board of Education (Chapdé¥3.0171)when approaching androssing any
setof railroad tracks.

The main reasons for crashes between trains and motor vehicles, as identified by Federadffiafatyare:

w Therearefewertrainsthanthere usedto be, sodriversarelessalert.

w Noisefrom radiosand other sources(suchasstudentstalking)distractsdriversand drownsout the sound of
train horns.

FreighttrainsR 2 y Q (i runbnéspedifiischedulessodriversare not anticipatingthem.

Trainstravel at relatively high speeds. Busesaccelerateslowly. It takes about ten (10seconddor a
typical bugto fully cross aypicalset of train tracks.

(V)
(V)

All accidents at railroad crossings can be eliminated thrqurgiperly executed procedures farossing the tracks.

The vehicles which are most likely to be destroyed by a train are ttiogen by people who have used the fatal
crossing hundreds of time3hey have used it so oftan,fact, that they have blotted it right out of their mind@he

round advance warning sign, thelfigs ¢ LI AyGSR 2y (GKS NRIFIRgl&z S@Sy (KS
invisible to thesalrivers. Suchdisregard came fatal. Therearenod & S O2K/TRy & &idrdad crossings!

a. Generalproceduresfor crossingrailroad tracks The general proceduresfor crossingailroad tracks are

outlined inFigure 83 on page 81Drivers must follow this procedungithout fail whenever theymust cross a
setof railroadtracks.

b. Crossing railroad tracks where the crossing is controlled by warning signals (red flaghsdiells) School
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bus drivers will stop, look, and listen at every crossing regardlestether the crossing is controlled by
warning signalsDrivers shall not proceed acrosailroad tracks when such warning devices have been
activated, regardless afhethera train is visible, unless directed that it is safe to do by a railroad official or
law enforcementofficer.

C. Crossingailroadtrackswherethe crossings controlledby crossinggates/barriers

U Thesameproceduresfor crossingailroadtrackscontrolled by warningsignalg(paragraph b, above) also
apply to crossings with gates/barriers. No driver shall dhigher bus througharound, or under any
gate or barrier at a railroad crossing whalechgate/barrier is closed or being opened or closed.

U School bus drivers must never interpret a lack of movement as an indication¢hagsing gate or barrier
is either in or out of order, bus must always presume thessing is dangerouf a situation where a
crossing gate or barrier fally, or partiallyclosed and other warning devices (red flashing lights and bells)
have not activated thdriver will not proceed to cross the tracks until he/she has conclusively determined
that no train is approaching.

d. Multi-trackrailroad crossings

(1) School bus drivers must first determine if the bus must be stopped for each segtoti, or if it is
permissible to cross all of them at ondéthere is enough room fothe bus, plus fifteen (15) feeh
front of and behind the bus, you must stop for easgt of tracks.

(2) If the bus must be stopped for more than one set of tracks the complete crossingdure (se€igure
8-3, page 81) must be followed f@ach set oftracks.

(3) Ifyou willbe crossingnore than one setof railroadtracksall at once:
 Makesureno trainis approaching on anyf the tracks.
9 If a train is approaching, wait until it has cleared the crossinghéopoint that alltracks are

completely visible (be certain another train has not been hidden fvgw by the first train).

€. No-stopconditions Schoobusdriversare not requiredto stop before crossingabandoned railroad tracks.
In order for a railroad crossing to be considered abandoaédf thefollowing conditions must apply:

w Thetracksmusthavebeencoveredor removed.
w Allsignssignalsand other warningdeviceshave beerremoved.

f. EMERGENCY PROCEDUREShool bus stalls while crossing a set of railtocks, or if any portion
of the vehicle is left on the crossing for any reason, and a tramppoaching the driver will
IMMEDIATELYake the following actionsEvacuate the buand direct the passengers to move away
from the busin the direction the train isapproachingto avoid being hiby flyingwreckage.
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10.

11.

12.

13.

14.

GENERAPROCEDURES®RCROSSINBAILROADRACKS
Drivers should approach and cross railroad tracks frontitjte lane of traffic whenevepossible. If a driver
must cross railroad tracks in the left lane of traffic due to the way lihe route is set up, the driver wi
immediately contact their assigned Field Operati@pecialist and request m®uting of the bus to avoid the
need to cross railroad tracks froather than the right lane.

Deactivate the Master Switckor the student loading/unloading lightdleither the ambenor the red flashing
loading/unloading lights shdbe usedat railroad crossings.

Activate the hazard lights (vay flashers) at leasR00 feet away from the railroadtracks. (Note: Other
vehicles may attempt to pass the bus when the hazard lightaeieated,and the driver begins to slow down
the school bus.Drivers must always be aleit this possibility andvatch for vehiclesabruptly pulling out to
pass.)

Turnoff all noisemakingdevices.

Openthe windownextto the R NA @eatddnaletely.

Bring the bus to a complete st@ least fifteen (15) feet bus no more than fifty (50) fefedm the nearestrail
of the railroad crossing.

Whenstopped,applythe emergencyor parkingbrake.
Shiftto Neutral.
Fully open theservicedoor.

Lookcarefully inboth directionsandlisten for approachingrains.

When it is clear to do so, shift to Drive, release the emergency or parking brake, andhelasrvice door.
(Never let the bus sit in Neutral without the emergencyparking brakeébeing engaged!)

Lookboth waysandlisten again

If the tracks are still clear, GOrivers will not shift gears or stop until the bus hasmpletely cleared the
railroad crossingAlways make sure there is sufficient spame the other side of the tracks to completely
clear the crossing without any part dhe bus being left on the crossingAny time the route is such that the
railroad crossings immediately preceding an intersection the driver must be certain he/she can pro
without the needto stop beforebeginning tocrossthe tracks.

Turnoff hazardlightsandclosewindownextto the R NA @&xiNA Q

FIGURE-8

ceed
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8.13 SAFDRIVINGPRACTICERESTRICTEIREARANCES

a. Toaccuratelyjudgethe clearancesequired for schoolbuses,the following dimensions are provided (these
measurements apply to regular/conventional buses anttaosittypek ¢  LXlaaskss NJ

HEIGHT 11feet
WIDTH 10feet
LENGTH 40feet

b. Drivers must be certain before they start tooss railroad tracks that there is sufficiespace on the road
ahead for the entire bus to completely clear the tradkshere is anydoubt, the driver must waituntil traffic
ahead hagleared.

C. The restricted width of some smaller bridges may not permit two large vehicles travedimgasite directions
to pass each other safellf.there is any doubt, the driver should waitdlet the other vehiclecross ovefirst.

d. Schoobusdriversshouldalwaysbe on the lookout for overhangingor projectingobstructions when driving
near curbs or narrow road®eware of low hanging tree limbdlake sure you know the clearance of roof
structures and confirm your bus will fit befodriving under themlIf you encounter an unsafe condition,
complete aDriver Report ofiRoadHazardform, and giveit to your assigned-ield Operations Specialist.

8.14 DEFENSIMBRIVING

| GRSFSyaAiA®dS RNADGSNE A& RSFTAYSR | & | StSoNds ArifersBoulRe G2 |
always practicelefensive drivings NA @S | a (K2 dzaK & 2ot |yeEESise gdot @ifmettir®l & NA 3 K
keep your mind and your eyes on the business of dafeng.

a. Drive aheadYou can see traffic far in front of the bushis gives you the chance to sgiaingerous situations
and react to themThe farther ahead you are looking, the more tigau have to reactYour eyes should be
constantly scanning the traffic ahedflanaccident/crastoccursyou will have the time to take evasive action
to bring your bus to aafestop.Learnto spot dangerous situationRemember that signals from other vehicles
do notalways indicate the exact intentions of the other drivBe constantly alert for othanotorists who are
angry, driving under the influence alcohol or illicit drugs, half asleedaydreaming, talking on their cell
phone or texting, or illMany other motorists are on theopadwho arenot mentally alert!

b. Turnyour headbeforeyouturn the wheel.
C. Keepall yourmirrors properlyadjusted.

d. Drivers can help minimize by moving in the s@tleaning forward and backward whiteking in the mirrors,
drivers can get a variety of views of the outside of the Ainss wilhelpto diminish theareanot visibleat first
glance.

€. Start stopping early The less you use the brakes, the longer they will last and the bitégr will operate.
When you apply the brakes make it a habit to apply them gentlyraddce pressure as you complete your
stop.When you develop the habit stopping earlyouwill avoid having to makpanic stops.

f. Change your driving habits when operating on wet pavemehtaction is poor on wetoads. It can easily
require twice the distance to stop on wet roads than on dry roddisuble your normal following distance
(normal distance; 4 second rule).Move to theright to avoid potential heagn collisionsRoads are most
slippery just after rain starts tfall. The water combines with grease and oil on the pavement, which can make
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for asurface as slippery as ig&void high speeds when the road is covered with water bectheseehiclecan
hydroplane, losingontact with the surfacef the road.

8.15 USEOFCELLULARELEPHONES

a. Policy 8606 of the Mianh | RS / 2dzyié { OK22f divérdsRall dotisk dr Sperdte any OK 2 2 f
communication or data transmission device while operating a sohiaddndaécordance with this policy, the
use of cell phones by school bus drivers whperatinga school bus istrictly prohibited.

b. In an emergency school bus drivers will always contact their Dispatch Officthdoytwo-way radio for
assistance. Should a driver be unable to contact their Disfatfite by the tweway radio (because it is at
night or on an weekend when the Dispat€iffice is closed, or because the driver is on a field trip which has
taken them outside of théocalarea), drivers may uszcell phoneprovided:

(1) Thebus hadeen brought tca complete stopin the safest location possible.
(2) Cellphonesmaybe usedonly for the following purposesin an emergency
T ¢2 O2yGlFOG Iy SYSNHSyOe NBalLRyasS 2 Litsphckee NE & pMmm:

hospital or emergency room, aambulance or fire department resciservice,a fire department, or
policedepartment.

1 To notify TransportationDepartment administratorsand/or Field OperationSpecialist®f an
emergency

1 Tocallfor assistancen the event of a mechanicabreakdownor other mechanicgbroblemthat
impairs the saf@peration ofthe vehicle.

8.16 WHEELCHAIRSIDSAFETY/MEDICEQUIPMENT

a. If a driver oraide encounters a problem with eheelchair that would prevent a studentfrom being
transported thedriver shall immediately contact the dispatch office by tway radio to advise them of the
problem. The same goes for problems with any other safetynadical equipment that would prevent the
student from being transported on a bu®ncethe driver returns to the transportatiogenter, he/she shall
immediately notify their assignelieldOperations Specialist of the situation.

b. If a driver or aide encounters a problem with a wheelclgdiut it isnot something thatwould prevent the
student from being transported ¢ the driver shall transport the studentand then make sure personnel at
GKS aiddzRSy i Qa a O grabkem. THe BeBahingdpphies ko prableins witlaBy other safety or
medical equipmentOnce the drivereturns to the transportatiorcenter,he/she shall immediately notify their
assigned Fiel®perationsSpecialist of theituation.

8.17 COMPOUNDORAFFIC ANBTORAGEBF BUSES

a. Thespeedlimit within TransportatiorDepartmentcompoundss ten(10)milesper-hour.
b. Fuelingof buses The proceduredetailed below will be followed when refueling schoobuses:

(1) Drivers are not permitted to refusichool buses during their scheduled route tirEenergencgituations
mustbe reviewedand approvedby an administratorat the TransportationCenter.
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(2) setthe emergency/parkingrake,shift to Neutralor Park,and shutoff the engine.
(3) All passengersnust get off the bus and wait at leastfifty (50) feet awaywhile the busis being fueled.
(4) Thedriver must staywith the bus whildt is being fueled.

(5) The bus must never be backed away from the fuel pumps unless a supervisor insteudtiver to do
so and there is someoneavailableto direct the driver while he/shebacksthe bus.

(6) When driving a spare or substitute bus, drivers must make sure it is fully fueled and parked in the assigned
space at the end of theip.

(7)

c.  Whenreturningfrom the morningor afternoon runspr a fieldtrip or anyother trip,driversmust complete
the post-trip inspection.

(1) Check for adequate fuelf there is any doubt that the amount fuel is enoughdomplete the next
trip, fill the tank.Your fuel tank should always be at least ¥ fillerecan beno excusefor allowing
yourbus to run out ofuel!

(2) The driver must check carefully for sleeping studen@®heck under seats afteverytrip for students
left onthe bus.This dutycannotbe delegated tanyoneelse.

(3) Check for vandalism of seats, interior paneling, airttlows that took place whilgou were out on the
road. If you do find vandalism, completeMandalism Repoiform.

(4) Collect any materials or clothing students may have left behind on the blasethem ready to give
back to the owners thaext timeyou seethem.

(5) Clearup anymessandpickuptrashandrefuse.Sweepthe bus and placetrash/refuseinto the proper
receptacle(DONOTsweeptrash/refuseout the bus andonto the ground!).

(6) Make surethe windows, especiallythosein the front and backof the vehicleaswellasthoseon both
sides ofthe R N&A @ S NDdearan8dledn tHerN&needed.

(7) Make note of any supplies you need (for example, items for the First Aidrkiport/inspection forms).
Remember to get what you need befodeparting on thenext trip.

(8) securehe vehicle.

A Make surethe emergencyor parkingbrakeis engagedand the gearshift is setto Neutralor
Park.

A Makesureall lightshavebeen turnedoff.

A Removethe ignition key.

A Closeallwindows,vents,anddoors.

d. Completeanynecessary formsr reportsanddeliverthemto your DispatchOfficeor toyour assigned
Field Operations Specialist, as required.
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8.18 ENERGEONSERVATION

The cosbf fuelfor our schoobusesis a major partof the budgetof the Departmenif TransportationThe amount

of money available to operate our transportation system is molimited.L (§ Q& G KSNBF2NB SEGNBYSTE ¢
school bus drivers make a reasonable efforg&d the mostmilesper-gallon out of their busesThey do this by the

way the drive the busSavinguel saves moneyand that can savbs!

a. Reduce the time you are stopped with the engine idlinfiyou are going to be stopp&dr more than a few
minutes you should not leave the engine runnifitnis especialljncludesstopsat schoolswhile waiting to
load studentsor after studentshave beenunloaded and stops made at a transportation center while waiting
in line to fuel or to go intthe office. Rememberwhenyou are stoppedwith the engineidlingyou are getting
zero
(0) milesper-gallon!

b. Air conditioning for school busesBuses must not be idled for extended periods tifhe simply to maintain
air conditioningfunction. This not only wastesuel, but busexhaust fumes can aldme harmful to students
and staffat schools.

(1) The specifications for all school buses require that the air conditioning system maisteie completely
cool down the interior of a & K S& Ail { i nore than twenty.
(20)minutes.0 b2 0SY GaKSFG &a2F1SRé& A& RSTAgBperatkraiof iIDKS Ay G S
degrees Fahrenheit, or greateilhis means the air conditionireystem will completely cool the interior
of even the hottest school bus in no more thawenty (20) minutesL ¥ G KS o6dza A& y2id 02Y
a2 1SR¢ Al ¢ finieto cabltte Biter®dBtye bisteraiore, no school bus driver should
ever have aneed to run anair-conditionedbus at idle for more than twenty (20) minutes, maximum,
underany circumstances.

(2)LT e2dzNJ 6dza Aa y2id O2YLX SGSfeé& aKSI G ae0dégeess ol Al A
Fahrenheit)do notrunit at idle for moretime thanis strictlynecessary.
C. Maintain correct tire pressure.Low air pressurein tires causes higher rolling resistance and leads to
increased fuel consumptionf a tire appears to be low, or if tHruskeeps pulling to théeft or to the right,
havethe tires checked.

d. Stop and start smoothly and graduallfrlan Maintain the correct followinglistance. Do not accelerate
to an unnecessary speed when you can see ahead that\gmoare going to haveo stop again.

€. Maintain smooth, steady driving at constant speedgenever possiblelt takes muckessfuel to maintain
agivenspeed than it does taccelerate.
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SECTIOS
USE OF-WAY RADIOS

9.01 GENERAPROCEDURES

a. All radio transmissions must ladways made in a professional and businldss manner

b. Nopersonal messages will be transmitted and no personal conversations between willses allowed,
except in casef emergency.

C. All radio transmissions must be made in a normal, clear speaking voice without shoutirigspering,
using good diction and proper pronunciation.

d. Absolutely no citizen band type slang or any other code systems will be used at an@ltiarévers must
F6ARS o0& G(GKSaS LINPOSRdAzZNBA { yRC¢@mcéedhgiéine GKS at[! Lb [

€. School bus drivers must make evegffort to safeguard radio equipment from misuse tampering by
students orunauthorized persons.

9.02 CALISIGNS
a. On the twoway radio, buses will be called by BUS ROUTE NUMBER. Avoidahtheseames of drivers,
aides, or other personnelonthe dird G KS & @& & (i S Ysysket and 2ait belmoritGred Oyoao® ¢
commercially available scannek&hen calling dus, use théus routenumberonly.

b. TheTransportationDispatchOfficeiscalledd 5 L { t lortthe twé-wayradio.

C. When answering aall from a dispatcher on the twaway radio, drivers must alwagsmswerwith their BUS
ROUTEIUMBERpotwith & 3 2 | d&¢ &simitagphrase.

d. The base station will identify itself with time and call signs approximately éafour during the time
the frequency is in use.

S5AALI G§OKX¢ KA 4

| have a 1618 (followed
with one of the letters:

D Drugs

E Explosive device
GGuns

K Knife
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9.03 PLAIN.ANGUAGE SYSTEM

Toensureall radio transmissionsare clearlyunderstoodand all messagesre transmitted uniformly, the following
Gt[!'Lb [!'bD!/'!' D9 {, 6 {¢9aé¢ &KessafeorShenmBaRradiokK Sy G NI yaYAGGAY .

a. Toansweraquestionwith a YES:saycaffirmative£

b. Toansweraquestionwith aNO: sayonegatives

C. Toacknowledgetransmissiond OK SO ¢

d. Studentinjury or illnessrequiringemergencymedicalassistancésreferredto as:6 Y S R3 08 KB 8y O& ¢
a Y S Rassistahceequestedé

€. Anytypeof accidentor collisiononlyas:a Gt NI FFAO | OOARSyYy (¢

f. Specifydetailsof atraffic accidentby:& (i K A & y @y br@ & Rigit dotA y @2 f SR P&

g. Ifamessagésnot clearandneedsto berepeated,say:a dzy [tardc&veyouri NI ya YA &daA 2y T LI St &
and specify the problem (background noise, heavy statinsmissiorbreaking up, etc.).

h. Whereyouare: docationg

Informationfor youto write down: & / ByY dz O2 LR K¢
Estimatedime of arrival: & 9 ¢ ! ¢
K. Othercommonphrases:

— —

d! R @drrac8ime.é
G/ 2NNBOGA2YE

I &/ tkhédfficebyphones

9 &Standyg

T a5AaNB3IF NR¢

T & Leghtactwith ¢
1

1

9.04 FEDERACOMMUNICATIONSOMMISSIOKFCCRULES

All radio operators (including school bus drivers) are required to abide byutbe of the Feder&@ommunications
Commission (FC@ules pertaining to the use of mobile tweay radios aresummarizedbelow:
a. Profane languagerhe use of profane or obscene language on the air is strictly proh{Bieetiord7 USC
§303(m)(1)DCommunications Act 193 amended).
b. Unnecessary chatter Excessively lengthy conversation or chatter not related to busiisegsohibited.
Keepyour messages brief an the point. (FCC 90.403(3))
C. Unlicensed messages Transmitting messages for unlicensed parties (except inemergencies) is
prohibited. Transmitting any message of a commercial or advertigiyre is strictly prohibited. (FCC
90.403(d))

d. Emergency messagdbthe driver receives any emergencypablic service messadgoadcasbn the radio
or otherwiselearnsthe frequencyis beingusedto transmitemergency messagethe driver is required to
stay off the air. In these cases, thdriver may usethe radioonly to assistwith the emergencyactivities
(FCC90.403(d)).

€. lllegal messagesin addition to the unlicensed messages described above, driversnstiélansmit music
overthe radio or otherwiseusethe radiofor any non-businessnessagdFCC 90.415, 90.405(b)).

f. Penaltiesfor violationsof the rules and requlationsof the FCCAny person whowillfully and knowingly
violates any rule, regulation, restriction, or condition maddroposedby the Commissiorunderthe Act,
or any rule, regulation, restriction, or condition made or imposed by an international radio or wire
communications treaty oconvention or party shall, in addition to any other penalties provided by law, be
punishedupon conviction thereoby a fine of not more than $500 for each and every day dunimigich
suchoffenseoccurs (Sectiond7 USC 8502 CommunicationdAct 1934 asamended).Additionally, MDCPS
employees who willfully and knowingly violate theslkes, regulations restrictions,and conditionsmay be
subjectto disciplinary actionwhich may include suspensiomvithout pay and/ordismissal from their
position.
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SECTIOND
STUDENT PASSENGER MANAGEMENT

Having a bus load of unruly children/students probably causes school bus drivers and schaidesusore grief

than any other situation they encounteklost student passengers are wekhaved! However, on any given day,
situations may come up which will challenge the skilisl patience of drivers and aidddow drivers and aides
respond to these situations is of critigedportance.

Thepotential for unruly studentbehavioris dependentin manywaysupon the kind of relationship the driver and
aide establish with the students he or she is transporting, and the édrmatofessionalisndisplayed by the driver
and aide. Establishing this relationship is dotlerough communicationg; both verbal and nosverbal; in what
drivers and aides say and hdhey say it, in their display of a genuine respect for and understanding of students,
and in all theiactionsas the authority figures on thechool bus.

School bus drivers and school bus aides should always keep in mind that they are workingeélrcational
institution whosejob is training the minds of students.Theschoolbusis anextension of the classroonssuch,
drivers and aides are just as much teachers as thosewdrk on our classroom®rivers and aidesannotexpect
their student passengers to be finishawductswith adult skillsand attitudes.

If a child doesnot know how to read, we teach.
If a child doesnot know howto swim, we teach.
If achild doesnot know how to do math, we teach.
If achild doesnot know howto drive, we teach.

But, if a child doesnot know how to behave,we often punish,rather than teach!

- TomHorner

10.01 BASI®PRINCIPLEFFBEHAVIORNDCHILIPSYCHOLOGY

a. Understanding some basic principles of behavior and child psychology will help schirldnssand school
bus aides to avoid trouble before it beginfrivers and aides shoukkepthe following basigrinciples in
mind when working withstudents.

9 Allpeopleare special Everyonehastheir own uniquetalents, abilities,and experiences; and can make
positive contributions based upon therklost studentsrespondwell to positive reinforcement.

9 All behavior is cause®hether good or bad, behavior isarned¥ N2 Y | unl§udBxpeficdce.
When a problem occurswith a student, drivers and aides shouldlook for the causeof the behavior
andnot just reactto it. Do not take it personallyc itis notabout you.

9 Students have rights.These rights should be respected. Students experiencesdiee feelings of
sorrow, joy, painanger,and frustration as we all ddt is important tothat behavioris governedoy these
feelingsand showthe understandinghat circumstancesvarrant.

9 Studentscan reason. Somebehavior must be limited or prohibited on a school buslf students are
given valid explanations of why certain thirggnotbe permitted, thewvill be more likely to complyf
GKS RNAOGSNI 2NJ I ARS a405QX dza & SIf f & NIRSYWZG ab2yQ00
to test thelimits. Let students] y 2 ¢ G KS NMzZ S&a F NBE F2NJ K S HdNdota |
assume studentshouldjust understandthe reasons. Sometimes, theyieed to heait from an adult.

REy Adl
FSie

9 Problems can be opportunitiei.a confrontation is handlegroperly,it will give thedriver and the aide
an opportunity to have a positive relationshipwith all the studenton the bus. This will lead to mutual
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respect. Always remember the impact pepressure can have on howstudent reactsPeers can be the

number one influence iN®@K A f RQa f AFS 6 LI NI A Odz | IiNdudre &geNdnging G KS Y
aproblem, try to talk with the student in the presence of another adult without the presence of other

students who can negatively influence the outcome of the discussi@auseembarrassment.

I Theworld sometimes seems unfaiNot everyone is born with the same sociatonomic, or physical
endowments.To offset this, everyone does have unique talentslities, and experiencek dealing with
students, drivers and aides should emphagieepositive and not the negativ&rivers and aides should
try to help students taunderstandwhat they havegoing forthem, not against them.

I Recognition is importantAll people expect fair and courteous treatment withdudving to demand it.
We all want to be treated with respecthe same respect thatrivers and aides expect to receive from
the students entrusted to their care is what whould also give to our studentt.et your students know
when they have a good buile (give praise for positive behaviorpisplay the same behaviors to your
studentsthat you expect them to give to youBea good rolemodel!

b. To develop a better understandingof O K A f FpiBeymS thoods, and individuablifferencesschool
bus drivers and schobls aides should keep in mind:

Theaveragestudent wants tdbe olderand freeof adult control.
Theaveragestudent likesto be treated as an equal by an adult (especiallyin front ofhis/her peers)
Most studentswant adultsto recognizetheir good traits andabilities.

Youngpeople, like everyoneelse, have desiresand fears which affect their behavioandtheir
responses taituations.

E

9 Peerpressurecancausea negativereaction. If you havea concernor are experiencing problemtalk
with the student one-on-one, in the presenceof another adult, but without the presenceof
other studentswho cannegativelyinfluencethe outcomeof thediscussion.

10.02 EFFECTNEOMMUNICATIOM/ITHSTUDENTS

[ 2YYdzyAOF(GAYy3 6AGK &iddzRSyda STFFSOGAODSte AGKZA2 (OSNEa AlLYALR
job. It can also be a very difficult part of the jdbne of the keys taommunicating effectively is to try to understand

more about the person you are interacting withK S Y2 NB &2dz (y2¢6 | 02dzi @&2dzNJ &0 dzRS
and special needs the bettehance you will have of getting your message across effectivellyecome aeffective
communicatoryoumust puté 2 dzNE $he Gther LIS N§E 2 K/ X@isthe éldsaying goes.

a. Getto knowyourstudents.

9 This is something that will take a little extra effort and tirkawever, in the long ruthe effort will be
paid back inmany ways By getting to know your studentgou will understand them betterThis
understanding will allow you to communicateore effectively with them. When you communicate your
needs in an effective manngou will have fewer problems getting your students to do what you
want. Yousstudents will also recognize and appreciate your efforts and will be more likebspmndto
you in a positive manner.

9 There are many things school bus drivers and school bus eadedo to get to knowheir students better.
Start by learning the name of every student who rides yourdimgluding any nicknames as well as the
full proper name of each studenfsk thestudent what name they prefer to be called bywhen
appropriate, talk to students andsk them how their school day weritet your students know you are
interested and arwillingto listen to whatthey haveto say.

9 In addition to talking with your students, teachers and other staff“at the school cangoedresource
for drivers and aidest KS& Oy 3IAGS @& 2dz S Elndkhroundyspecial Kekds,fagdi 2 | &
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unique requirementskurthermore, when you make tteffort to let teachers and other school staff know
you are interested in your students ywill be more likely to get support from those teachers and staff
members when it isieeded.

b. L {nttanlywhatyousay,but alschow yousayit!

9 Body language (the expression on our face, our posture, etc.) and the tone of oucanisend as strong
amessage as the actual words we use when we talk to sometdi. children, the way we speak is
even more importantChildren are very sensitive hody language and tone of voickn some cases,
children may focus more on thoskingsand react morestrongly to them than you might expect!

9 Try to be aware not only ofhat you are saying, butow you are saying itThe wayyou speak to a
student can have as much impact, if not more, than the actual wbeldsg used. Using appropriate
body language and tone of voice will greatly incretmeeffectivenessof the messageyou are trying to
get acrossand will alsoincreasethe likelihood of getting a positive response from your studetitss
also to your benefit tbe observantof the body languageof studentsfor advancewarningof potential
problems.If you can diffuse a situation that has the potential for disruptive behaaéoty on, you will
not only be saving yourself a lot of grief bus you will be helpingstadents, too.

x  Ahelping personStudents need adults they can rely on and look for adults tdiiséts in a helpful
and caring manneiSchool bus drivers and school bus aiglesuld try to show they are willing to be
helpful totheir students in a warmfriendly, and always professional manner.

x  Smiling and friendlyNo one likes grump,and no one likes to be snubbed smile and a pleasant
Gl Stt2é G2 SIFOK aitdzRSyld | ahelpKgdtdhe Siyolf ® Hyoddstrt. 6 dza A a
Remember; the schoolday starts with you; make it a positive startiWe suggest that you also wish
your students a good day athool as they leave your bus, and a good evening when they leave your
bus to gohome.

10.03 MAINTAININGSTUDENDISCIPLINE

School bus drivers and school bus aides should get to know their student passengers wellt@rmugble to
recognize when a child is cof-sorts, not feeling well, depressed, or upset/anghyout somethingTry to be on the
alert for clues which might signal problem behavieorexample, during any major test time (FCAT, 4eich and
final exams, etc.) behavioral issuesy increase due to student anxie®y identifying these situations early, you
can act to relievehe problem beforeit erupts into amisconductsituation.

a. School bus drivers and school bus aides must establish clearly understandable ralesefutable behavior
and work to create an environment which will encourage studentsotoply with the rulesDrivers andaides
should set the tone right from the beginning difie school year for what will be acceptable condutts
important for drivers and aides toot only let their students know thegverseethe bus, but to also clearly
explain therulesto students ina positiveandfirm mannerso thatall students canunderstand therules.

b. Basic rules for student conduct are posted on every bus. You should review these rujesuwgttudents as
often as necessaryhildren need to know and understand the boundafi@sacceptable andinacceptable
behavior. Generally, they will push to the establisliedt, but they need to know where the limit i
students really understand thiamits, theywill more readily accept theesults of exceeding thodamits.

(1) When reviewing the rules for conduct with students, state them joaitive manner.¢ St f OKAf RNBy 3
wantyoutodoi KA a Xé 2NE da¢KS&S | NRBhaniikSS f Moyt 3 sotf@Syviai k3. o6 dza
catchanyof 2dz R2Ay3 (KAA& X¢

(2) Make sure the rules you establish aasy to understandandrealistic. Relate them tthe rules that are
posted in the front of the busChildrencannotbe expected to followules which they do not understand.

69



It is very important to make sure rulese realisticFor example,it is not realisticto expectchildrento
remain silent for more than a short period of time. However,the driver and aide can establisha point
at whichthe level ofnoisefrom talking becomes unacceptable.

(3) Establish a positive environment. A friendly, non-threatening atmospherewillencouragegood
behavior.

9 Pay attention to how you talk to students as well as what you Aag.youprojectinga positive
attitude?

9 Offer help, if appropriate, but wait for an okay add not be offended if thstudentdeclines your
offer of assistance.

9 Show interest in projects and papers the students are taking hdiak.to themaboutthe school
day. Listen to what they have say.

f Reward good behavior with attention amutaise.Use students who are behaviigthe manner
you expectas models.

I BECONSISTENDONOTSHOW FAVORITISM!

I Try to maintain a sense of humdity not to take things to hear¥.ou are theadult. Your students
need you toalways remain in controMaintain yourprofessionalisnt, remain cool, calm, and
collected!

TWENTYFIVH25)WAY STOMAINTAINSTUDENDISCIPLINE

(Reprintedfrom SchoolBusFleetMagazine)

(1) Never givean order you damot meanto enforce.

(2) Giveonedirectionor instructionto stimulateaction,not to checkit. Sayd 5 @ K AathEréhand 5 2 goQ & | i d £

(3) Giveachildtimeto react.

(4) Haveareason for whatyouask achildto do,and whenpossible, takéime to givethe reason.

(5) Behonestin what yousayand do. AO K A faitR i@ you can bea great help.

(6) Befair. Itisnot punishmentput perceivedinjusticethat canmakea childrebelagainst you.

(7) Befriendly andshowaninterestin what yourstudentsare doing.

(8) Commendyoodqualitiesandactions.

(9) Tryto be constructive not repressivejn all dealingswith children.

(10) Remembethat a senseof humoris extremelyvaluable.

(11) Neverstrikeachild.

(12) Donotjudgemisconducton how it annoys you.

(13) Donot takeyourpersonal feelingsut on the children.

(14) Alwaysmaintain poise.Donot loseyourtemper.

(15) Remember, the tongue is the only keedged tool that grows sharper with constant uSm not nag, bluff, or befficious. Remembeto watch not
only what you saybut how you sayit.

(16) Lookfor goodqualitiesg all children havehem.

(17) Donot pickon everylittle thing achilddoes. Sometimest iswiserto overlooksomeof the smaller things.

(18) Bearin mindthat misbehavioiis seldom willful. Thereis usuallya causeg andit maysometimes beyou!

(19) Listenfor suggestiongndcomplaints from children Beawareof their bodylanguageas well asvhat theysay.

(20) Followrup onall casesvhich havebeendisciplined. Be certainyoustill havethe respect anadonfidenceof thechild.

(21) Be sincere iryourwork.

(22) Set agoodexampleyourself. Model the behavioryouwant from yourstudents.

(23) Intelligence in handling youth consists of thinking faster than theyfdbey can outthink you, you are not usiygpur maturity andthe advantageof
your largereducation. Youshould segossibilitiesbefore they becomeresults. Thisis one ofthe secretsof leadership.

(24) Defianceto establishedorocedurecomesfrom failureto keepthe situationin hand. If thereisadanger ofadirectbreak, the child should not be
forced.It is far wiser to give some simple directions that will be mechaniohyedand pick up the reins afontrolin a quietway.

(25) Neverholdachildupto publicridicule. It isthe surestway of creatinga disciplineproblem.
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10.04 RULESORSTUDENTONDUCDNSCHOOBUSES

a. Studentconductwhile at busstops.
(Dt I NByida NS NBaLRyaAaotS F2N §KSAN arkvalbffeé biSyivo Qa 0 SK
the morning, and after the departure of the bus at the end die schoolday. However, schoobus
driversand schoolbusaidesstill have anobligation to report misconduct they observe at a bus stop to
the school principal (or tHeJNA y OA LJF f Q& R-8pmaktidry SuBent b#havidis That fare Bob
tolerated atschoolare also unacceptable at a school katep.

9 Parents and guardians shall ensure that students ride only on their assigned lsubesdnd get off
only at theassigned bus stop.

9 while waiting at a designated school bus stop, parentsqraddians shall ensutbat their students
observe social distancing (at least 6 feet apart from others) thatitheir students arewearing a
mask.

1 Parents and guardians shall ensure that their students are aware of and folldwiha (i Atdbpied Q &
code of student conduct while students are at bus stops andorovidethe necessary supervision
when the bussnot present.

9 Parents and guardians are responsible to make sure their students are waiting asgigmed bus
stop in accordance with thecheduled pickip time. Drivers will notwait for tardy students.

(2) studentsmuststand offthe roadway whileawaiting thebus.

(3) Students must cross the roaxhly in front of the buswhen traffic has been completesopped by means
of the flashing redights and stop arms on the buStudents musNEVERross the roadehindthe bus.

b. Ruledfor studentswhile onthe bus.

Students riding on school buses are required to observe the Mizadie County Scho8loardCode of Student
Conductpolicy, school bus safety rules, and the following policieb®fTransportation Department.

(1) studentsmay rideonly intheir assigned bus anget off only at theirassignedus stop.
(2) studentsmust standoff the roadway whilewaiting forthe busto arrive.

(3) Studentsmust crossthe road only in front of the bus and only when all traffic hasbeencompletely
stopped. Students must NEVERss the roadehindthe bus.

(4) seatingcharts for students assigned to school bu@es<8) will be produced usinthe Bus Planneschool
bus routing systemSchool bus drivers aa@les shall inform students of their seat assignment using these
seatingcharts.

(5) Students must enter and leave the bussahoolsand atstudent stops inan orderlyfashion. This requires
students toalways proceed

w Without hasteandwithout loitering
w Without crowding,pushing, orshoving

(6) Students, upon boarding the bus, must go directly to their assignedasebsit down asjuickly as possible.
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Students shall not change or trade seats. Students must reseatedin theirassigned seat fahe entire
duration ofthe trip.

(7) Schoolbusesoperated by Miami-Dade County Public Schoolsare equippedwith lapbelts. While school
bus drivers can not compel a student to use the lap belt, all studgrdsld fasten their lap belts and keep
them fastened for the entire trip to and from scho8tudentswho do notcomply withthis safety ruleshall
bereferred tothe school principal.

(8) Students must pay attention to the school bus driver (and school bus aide, if assignéal)candtheir
instructions. The driver and aide are responsiblefor the safety of thestudentsentrusted to their care.

(9) Studentsmust remain quiet enoughso as not to distract the R N&A ¢ageNtlariifrom theroad. Students
must, always

U Refrainfrom shouting,yelling,andother boisterousactivities.

U Refrainfrom unnecessargonversatiorwith the driver

U Refrainfrom any activity that worries or distractsthe driver, and which may put thed (i dzR 8wh{ Q &
safetyandthe safety of otherst risk.

(10) Whencrossingailroadtracksg studentsmust remainquiet.
(11) studentsmay play musicdeviceswhenriding on buses onlyhenwearingear budsorheadphones.

(12) studentsmaynot eat,drink, orsmokewhen on the school bus.

(13) StudentsmustNEVERxtendhands,arms,heads,or any other parts of the body out ofthe windows of
the bus.

(14)Nolittering. Studentsmustnot throw or scatterwastepaper, wrappers bottles, or otheritems on the
bus floor orout the windows ofthe bus.

(15) Studentsmust not purposelymark, deface,damage,or destroy any part of the bus, theequipmenton
it, or the areasurrounding thebus stop location.

(16) Studentsmay notserveasbus monitors.

10.05 GUIDELINEHSORHANDLIN®F STUDENMISCONDUCT

Schoolbusdrivers (and schoolbus aides)are required by FloridaStatute and Rulesof the StateBoardof
Educatiornto maintain goodbrderandgood behavior bgtudentson schoobuses.

a. School bus drivers and school bus aides will make every reasonable effort to dealffrsittions of the rules
of student conductlf a driver or aide overlooks the misbehavioitleé students in his/hecare,there can be
serious consequence$hey risk losing the respect the well-behavedstudents and risk losing control of all
the students.Students may begto believe the driver and/or aiddo not care what they do, and that they
Oy a3SilIyesuBAGgREDOK G GKS adthesarefuhtorsBike a Ragdy &l | Yy R |
by not being too lenient or too harsiBoth extremes make it far more difficult to establiftie kind of
environment which encourages proper behavior of studeB&s firm, fair,consistentand congenial.

b. In caseof minor infractions,the driver should warn the student(s)involved without stoppingthe bus, if
possible.

c. Inthe event of an altercation or incident occurs on thes, assoon as it is safe to do so, teehool bus driver
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will stop the bus. if the behavior problem is a serious one. Drivers will immediately contact their Dispatch
Office by tweway radio and provide them with details of the situation. Dispatch will immediately assist the
bus driver (and aide) as circumstasosarrant, which may include sending a Field Operations Specialist to
the scene, contacting School police (call 911 &-895COPS), and/or sending other buses to assist. In the
event a weapon or object that could be used as a weapon is involved, driveeeides need to act to preserve

the safety of the other students on board. While awaiting assistance use verbal commands to control the
situation. If there is a physical confrontation between two or more students, drivers and aides shall take all
reasondle measures necessary to -decalate separate the students involved in tbenfrontation the
situation to preserve safety and prevent injury. *

*If the incident happens when the Dispatch Office is closed, then the driver should contact police (call 921 & 305
995-COPS) and call for emergency assistance, as circumstances warrant.

d. Do not warn or threaten students with a written referral to the school for misbehayibmay only escalate
the situation.If you have given studentdear rules and expectations foehavior there should be no question
as to the outcome when a student misbehav@s. nothreaten¢ follow through. Writeyourreferrals ifyour
students do notisten.

e. [Except in situations of an extremely unusuakerious nature, drivers will not park buses the side of the
road for an extendegeriod. Such action should be limited to meore than five (5) minutes duratioieither
will drivers return a group of students toschool in the afternoon unless the driver has contacted their
Dispatch Office and receivexkrmission to do sdStudents should be returned to school only as a last resort.
Generallythe driver will still be required to take the students home even after returning them tstteol,
so it isusually the better policy to let your students know that their misbehaviooisacceptableandwill be
reportedto the schoolprincipal (orthe LINR Yy Qlasigheé).Q &

f.  Atschool bus stops, students are expected to load the bus promptly andbilarlymanner without pushing
or shovingWhen students intentionalliagto causeunduedelay to thebus schedule ato createanuisance,
drivers willfollow thesesteps:

I Firstand secondoccurrencec wait for the studentandtell him/her that this behaviois not
acceptable.

I Third occurrenceg wait for the student, tell him/her that this behavioris not acceptable and will be
reported to the schoolLJINA y OA LI £ 0 2 NJ [Cbhiagf GolirlDispa@ba OffieeSvia Awday S S 0 ®
radio to have thancident recorded as @ LINR o £ S Yhera fill ButJBtudent Case Management
Referralform (FM2981knd submit it to your assigned Field Operations Specialist. Tell the student
that he/shewill be left behindif anothercaseof tardinessoccurs.

i Fourth and subsequent occurrence®o not wait for the tardy studentContact youDispatch Office
viatwog & NI RA2 (2 KI @S GKS Ay OATR&yill ouNSORNRSBR | &
Management Referrgbrm (FM2981) and submit it tyourassigned Field Operations Specialist.

1 NOTEDriversWILLNOTIleave any student who is visiblgying to get to the bus, even when that
student is tardy, unless waiting for the student woelkbosehim/her to hazards from other traffic.

10.06 DISCIPLINARY MEASURES FOR STUDENT MISCONOVERROCEDURES

a. School bus drivers and school bus aides will make every reasonable effort to deadimgthinfractions of
the rules for student conduct before the driver turns in a miscondefgrral to the school principal or his/her
designee.Drivers and aides must recognize thraferring all casesof minor infractionsin behaviorto the
schoolcan deteriorate school/driver relations and cause the school administration to eventually discredit
reports ostudentmisconduct. Chooseyourd 6 I G G f S & gou mayiasétiied % || AN
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In cases ofepeatedminor misconduct incidents, or when a serious misconduct incidentirs on a school
bus, the offending pupil will be reported to tteehoolprincipal orhis/her designeeSchool bus drivers will
complete aStudent Case Management Refefiaim (FM-2891)andgiveit to their assigned-ieldOperations
Specialist. Whencompletinga Student Cas&lanagement Referrafiorm:

Beclear andspecificin what you write.

Includeonly the specificbehaviorsthat violate the bus safetyrules and/or the rulesforstudent
conduct.

9 DONOTwrite down youropinions orfjudgments aboustudents andheir behavior.

T
T

c. When students have caused damagédhe bus seats or any other part of the bus, schooldsivers shall also

complete aSchool Bus Vandalism Repfmtm in addition to theStudentCaseManagementReferralform
(FM-2891)and submitit to their assignedrieldOperationsSpecialist.

School bus drivers will not physically discipline nor suspend the transportation sfiadgnt.Nor will a driver

Fft2s | &a0ddzRSyd G2 RSLI NI (03240 drdi 23 E @NLIG G i KBK & ( diRE
proper supervisionNote: Transportation isesponsible to provide bus service for students until such time as

the parents of a studenhave been properly notified that their O K A buR @ling privilegeshave been

suspended.

¢KS a0K22f LINAYOALI f odetdnidefaipropridtd dysplinalipdagites tiRaBldresd Yy SS 0 4
GKS aGdzRSyiQa YA&aO02yRdzOG ol a Sikput2eémed KeBessRrRBDIBINR 4 NS L2
measures will be enacted in accordance with tequirements of the Miami-Dade County School Board

Codeof StudentConductpolicy(seeSection 4.04 athis Handbook for specifics).

In the event a school bus driver or school bus aide does not feel the school principal (ciNffley OA LI f Q&
designee)s adequatelysupportingthem in matters pertainingto studentmisconduct, the driver or aide will

seek assistance from their assigned Field OperatBpecialistlf the mattercannotbe resolved by the Field
OperationsSpecialistit will be referredto the administrators athe transportationcenter.

10.07 SPECIANEEDS/EXCEPTIONZRUCATIOKESEBTUDENTS

a.

Asa schoolbusdriver and schoolbus aide, you may be assignedo aroute whichtransports students who

require special transportatiorMany of these students will benrolled inthe5 A & 4 NA O Qa 9EOSLIiA2Y
(ESE) program®ther students may beegulareducationstudentswho havea physicadisabilitythat requires
specialtransportation servicesln either case,Federal Law, specifically thadividualswith Disabilities

Education Act (IDEAjJequires that Special Needs students be transporddmhg with regular education

students whenever possibl&herefore, all school bus driveesd schoolbus aidesmust be preparedto
transportandwork with Special Needstudents.

The disabilities listed on the next page are recognized in the State of FiStidkents whbaveone or more
of thesedisabilitiesmay beentitled to special transportation services.

Communication
w! dzi A &
w{ LISSOK

Processing
w{ LISOA ¥
w5S@St 2

Sensory Physical Behavior
AO W5SF Tkl SEFNAY3 | wt KéEaAOlffe LY w9Y2GA2ylLffe || yRAOL
K[ Fy3ddl wtAadz t €& LYLIHwWhGKSNI I SIHfGK |w{ SOSNBte& 9Y2iA2yl ¢
uDual Sensorimpaired whNIK2LISRAOLI € ¢
Cognitive
AO [ St w9RdzOI 6t S aSydlftte |
LIYSyit wCNFAYylotS aSydaltte
wt N2 F2dzy Rt & aSydalff§
w¢ NI dzYl G§AO NI Ay Lya3

74



c. AutismSpectrumDisorder(ASD)

(1) Challenges Studentswith ASDmay exhibit:

Difficultyin usingand understandindganguage.

Poorlydevelopedsocialskills

Heightenedor depressedsensitivityto sound,sight,taste,touch, or smell
Repetitivebehaviorsmay stimulatesenses.

Difficultywith changego surroundings/routine

Unevenskill development;superiorstrengthsin someareaswith significantielaysin others
May displayaggression, selfjury, or withdrawal.

I I > I T T

Strategiedor schoolbusdriversandschoolbusaides.

Giveclear,simpledirections;useverbaland visuatues.
Tryto maintainstructureandroutine.
Seatstudentnextto apositiverole model
Encouragend praisepositivebehavior.

Becausecharacteristicsvery, talk with the teacherand parent to understandthed G dzZRSy (i Q &
strengths andveaknesses.

Remembethat the studentmaybe hypersensitive tdouch, smell,noiselevel, etc.

Closesupervisionis necessaryor thesestudentsbecausehey often do notrecognizedanger in
their environment.

<K <<<<LKKL

d. SpeechandLanguagémpaired.

(1) Challenges Studentswith speechand/or language impairmentsay exhibit:

Difficulty with either understandinganguageor expressinghemselves.

Lackof socialskills;may not understandfacial expressionsidiomatic expressionslang) or
sarcasm.

Problemswith speech articulation (problems with pronunciation of sounds andwords)and
stuttering

A Studentswith a severelanguageémpairmentmay alsohavelearningimpairments.

> 3>

>\

(2) strategiedor schoolbusdriversandschoolbusaides.

V Keepthe busrules andnstructionssimple.
V Recognizehat it is difficult for languageimpaired studentsto handle a seriesofinstructions
V Allowthe studenttime to processyour instructionsbefore responding.

e. HearingimpairedandDeaf.

(1) Challenges Thesestudents willhavevaryinglevels ofhearingloss.

A Deafstudentsmay communicatethroughsignlanguage.
A Hearingimpairedstudentsmay usespeech signlanguagepr both.

A Studentsreceiveinformation by listening, lip reading, gestures,and/or faciakxpressions
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A May havedifficulty learningvocabulary, grammagndidiomaticexpressions.

(2) strategiedor schoolbusdriversandschoolbusaides.

AMakesurethe student sees youilacewhen speaking.

A5 2 yr@ise your voice when speaking:;you may have to use different words toconveythe
message.

AKnowinga few basica & A B yegy elpful.
Awritten notesare helpful with older students.
AThed (i dzR Spgetiehduldbecomemore understandablewith time.

f.  Visuallyimpaired.

(1) Challenges Thesestudentswill havevaryinglevels ofsight.

A May rely on visual,auditory,and/or tactile sensedor learning.

A May haveunderdevelopedsocialskills.
A May not understandnon-verbalcues.

(2) strategiedor schoolbusdriversandschoolbusaides.

AUseyour voice clearly tayuidethe student.

AThestudentmay needo sit nearthe servicedoor.

Alf the student is sensitivéo light, avoid seatingext to awindow.

AAllowthe studentto be asindependent agpossible.

ANotify the student of any changesto the bus stop area or the bus, including asubstitute
bus that may haveifferent height of stepsgo climb.

ANEVEReavethe student alone.

g. DualSensorympaired.

(1) challengesThesestudentswill havevaryinglevelsof both visualand hearingloss andnay not
necessariljpe completely blind odeaf.

A Combinationof sensorylosscreatesseriousimpairmentof the & (i dzR Shyfitiy tBazquire
information, communicateandfunctionwithin the environment.

A Communicatiorand mobility are often affected.

(2) strategiedor schoolbusdriversandschoolbusaides.

>

Thesestudentsare generallycompliant; misbehaviormay come from frustrationandthe
inability tocommunicate theiwvantsand needs.

Routineand consistencyn their dailylivesare verybeneficial.

Assigra seat forthe student.

Seekadvicefrom teachersand parentson the bestway to communicatewith thestudent.
Checlwith the teacherregardingunusualbehaviorsand whetherto allow them tocontinueor to
intervene.

Thesestudents must alwaysbe closelysupervisedbecausethey are at increasediskdueto
their impairments.

> D D

>

h. MentalHandicaps.



(1) Challenges Thesestudentswill havevaryingfunctionallevels.

Shortattention span.
Poorability to generalize.
May have poor communicationskills ¢ speech,understandingand expressintanguage.

Usuallyhavepoor selfcareskills

May haveinappropriatesocialskills(overlyfriendly or aggressive)

May havephysicaimpairments.

May haveuncontrolledmotor movements(striking outof armsandlegs)

DDA D>

(2) strategiedor schoolbusdriversandschoolbusaides.

Interactwith a sincere caringapproach.

Keepdirectionssimpleand clear;repeatoften.

Match expectationswith functionallevels

Praisethe student forgoodbehavior.

Communicatewith teachersand parentsto better understandthe students.
Somestudentsmay needrestraints(vestsor wheelchairs)

Supervisestudents closely; they may have medical conditions that needmonitoring.

<LK KK LKL

i.  PhysicallyandOrthopedicallyympaired.

(1) Challenges Thesestudentsmayhavesevereskeletal, muscular,or neuromusculampairment
such acerebral palsy, amputations, etc.

A May have limited strength, vitality, or alerthessdue to chronic or acute healthproblems.
A Theymayneedphysicalassistancespecializedseating,and/or adaptiveequipment.

(2) strategiedor schoolbusdriversandschoolbusaides.

ACommunicateregularlywith the parentsand teachers,and the & i dzRGcyupafignall herapist
and/or Physical Therapist

AEstablishgoodrelationswith the students treat them with respect.
AAllowstudents todo asmuch as possiblfer themselves.

j-  TraumaticdBrainInjury.

(1) Challenges Openor closedhead injuries may result in impairmentsto almost anybrain function.

A Studentswith a traumaticbrain injury may displaymood swings,impulsivity,andpoor judgment.
A Studentswith a traumaticbrain injury may displaydisruptive behaviorsincludingnon-
complianceaggression, and poaocialskills.

(2) strategiedor schoolbusdriversandschoolbusaides.

A Bepatientand sensitiveéo the needsof thesestudents.

A Since each student will be differedepending on the nature of their injury and tway it has
impacted their mental functions, it is important to seek assistance fteathersand parents
abouthowto handlethe & (i dzR Spgdifi@@edsandbehaviors.



k. OtherHealthiImpairments.

T ah i k&MIA Y LI A NXMié&ayshaviag limited strength, vitality, or alertnessdueto chronicor
acutehealth problemsthat adverselyaffecta O K A éd&c&ianalperformance.

9 Attention DeficitDisorder{ADD)ndattention deficit hyperactivitdisorder(ADHDareincluded inthe
definition ofd h ( KealL Y LI A NY Sy (1 & o ¢

I School bus drivers and school bus aides must be sensitive and patient to the neleeseo$tudents.
Seek assistance from teachers and parents about how to handle #hésdzR S y (i Msp, thé §cBodla @

. ADD &ADHD

(1) Challenges Students withADD orADHDwill exhibit:

A Short attention span. Does not listen when spoken to. Doesnot follow
instructions. Easily distracted; loses thing=orgetful.

A Hyperactivity. Fidgets;squirmsin seat.Gets out of seat.Talksexcessivelypudly.

A Impulsivity. Difficultywaiting for turn. Interrupts/intrudeson others.

A Other concerns. Medication issues. Do not handle changeswell. Easily

frustrated; stress/fatigueincreasepoor behavior.

(2) strategiedor schoolbusdriversandschoolbusaides.

Giveclearrulesand maintainroutines.

Praiseimmediatelyany positivebehavior

Findwaysto encouragethe student.

Givestep-by-step directions; makeurethe student isfollowing thedirections.
Allowthe studentto havean activity onthe busto channelhis/herenergy.
Remaincalm be patient; avoid debatingvith the student.

Avoidridicule and criticism (ADD/ADHBtudents have difficulty maintaincontrol)
Separatechallengingstudents;assigrseats.

Talkwith the teacherand parentsto learn effectivestrategies.

I D D D D D

m. EmotionalHandicaps.

(1) Challenges Studentswith emotionalhandicapswill exhibit:

Restlessnessyperactive fidgety

Inabilityto stayseated.

Shortattention span
Inappropriatelanguaggnamecalling,profanity)
Aggressior hitting, fighting, selfinjuriousbehavior.

Troublefollowingdirections.

Resistanto discipline defiant, destructive hardto manage.
Inappropriateconductg lying, stealing,cruelty.
Temperamentat, extremeemotionsandfeelings

Thesestudentsare usuallyseekingattention, acceptanceandlove ¢ but oftenalienatepeople
becauseof their behavior.

T3> > D B D> D D > >
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(2) strategiedor schoolbusdriversandschoolbusaides.

AEstablishrapportwith the student;learnhis/herinterests.

Acatchthe student beinggood! Praisethem forit.

AAssigrseatingif needed.

ADisplaya positive, professionahttitude.

Alearnthe & (i dzR Boyi-Vetalcues.

ADiffusesituationsearly on; reactcalmlywhenthe studentmisbehaves.

ACommunicatewith the teacherto bridge the gap from the classroomto the busDevelopa
consistentbehavioral plan.

n. SpecifidearningDisabilities.

(1)

()

Challenges Studentswith Specifid_earningDisabilitieswill exhibit:

Difficulty following directions.

May havecommunicationdifficulties ¢ understanding othersr expressingself.
Lookd vy 2 NXikabilityTs hidden.

May displayhyperactivity inattention, and perceptualcoordinationskills.

May displayimpulsivenesslow tolerance forfrustration.

May havepoor socialskills.

I > I >

Strategiedor schoolbus driversandschoolbusaides.

Establistrusting andrespectfulrelationships.

Usesimpleand cleardirections;may needto useone-step-at-a-time directionsdueto the
& (i dzR prycésSinglifficulties.

Allowthe student timeto respond toyourdirections.

Capitalizeonthe & (i dzR Strgrigttsi

Interveneearlywhend & A (i dzbe@jin. 2 y & €

Keepcalmwhendealingwith the & (i dzR Bejfavier &

Usepraise andencouragement.

> >

v > D D D

0. Developmentalipelayed.

(1) Challenges This category of disabilities applies to children between the agésofl5 years ¢.g.,Pre-
K students)Children with developmental delays will exhibibwerthan normal developmenion oneor
more of the following areas:

T3> 3> I D

Adaptiveskills/selthelp

Cognitivedevelopment

Communication

Social/emotionakkills

Physicatlevelopmentincludingfine, gross.or perceptualmotor skills.

(2) strategiedor schoolbusdriversandschoolbusaides.

AKeepyourlanguage andulessimple.

AAssigrthe student toa seat inthe front ofthe bus, if possible

AMake sure you havethe appropriate safety equipmentfor the O K A &gR, Reightandheight.
ABe sensitiveto the O K A gB Q& or sheis very youngand will act like a veryyoungchild.
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ABe sensitiveto the O K A pRdiatneeds, whether they reflect a physicalcommunication,
emotional/social, omental developmental delay.
TOSUMUP ,WHENWORKINGVITHSPECIANEEDSTUDENTS:
0 Remembethat each child is amdividual.
o Whilethey mayhavesimilarcharacteristicstespecttheir uniqueness

o Collaboratewith teachers,parents, and other staff to provide the best and safestransportation
services possible.

80



SECTIOM
EMERGENCY PROCEDURES

11.01 EMERGENGITOPS

a. When a driver must make an emergency sbgzause of mechanical breakdown ofszthoolbus, thedriver
shallimmediatelynotify their Dispatch Officef the situation.

b. Once the driver has brought the school bus safely to a stop, the following stepisbetaken:
(1) Turnon hazard(4-way flasher)lights.
(2) Shiftgearto Neutral orParkand setthe emergency oparkingbrake.
(3) Decidewhether to evacuatethe bus.A schoolbus shall alwaysbe evacuatedvhen:
1 Thereisafire.
1 Thereisa potentialfor afire to occur.
I Thebus has coméo astop ina dangerous position.
(4) Setout triangularreflectors.
c. Students musNEVERe left unattended on board a school bus. If the situation is sahthe driver must

temporarily leave the bus, arrangements must be made for anothizer, a Field Operations Specialist or
other Transportation staff, or school staff membenteetthe bus at theemergency stop location.

11.02 PLACEMENJFTRIANGULAREFLECTORS

When a school bus becomesdisabled upon the traveled portion of any road, highway, orshoulder thereof,
emergency warning devices must be placed on disiplayediately.Reflectorshallbe placed out as detailed below:

a. Placemenof triangularreflectorson atwo-laneroadway:

(1) Placethe first reflector on the traffic side of the bus approximatelyten (10) feet fromthe rear ofthe
bus.

(2) Placethe secondreflector approximatelyone hundred(100) feetbehindthe bus.
(3) Placethe third reflector approximatelyone hundred (100¥eet in front of the bus.

b. Placemenof triangularreflectorson a divided,multi-lane highway

(1) Placethe first reflector on the traffic side of the bus approximatelyten (10) feet fromthe rear ofthe
bus.

(2) Placethe secondreflector approximatelyone hundred(100) feetbehindthe bus.
(3) Placethe third reflector approximatelywo hundred(200)feet behindthe bus.

c. Estimating required distances How is a driver to accurately estimate distances fromkthgto place the
triangular reflectors in their required position€®ivers shouldpace off the distances, using the following
guideline: generally, 10 feet iabout 4 steps100feet would beapproximately 40 steps.
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11.03 EMERGEN@EVACUATIONPROCEDURES

Schoolbusesare amongthe most well-constructed safestvehicleson the road. Hopefully, asituationwill never arise
which requires theemergencyevacuation of achool bus.

a. Studentswill be evacuatedfrom the schoolbus wheneverone or more of the followingsituations
arise:

(1) Fire, or danger of fireA school bus will be stopped and immediately evacuated ifethgine or any
portion of the busis on fire.Passengers will be instructed to moveliatance of at least one hundred
(100) feet away from the bus and to remain there utité driver has determined that no danger remains.
Additionally, if the bus is stoppedear an existing fire or near the presence of gasoline or other
combustibles and thelriver is not able to move the bus away from the area it should be
consideredasi R I y23¥S NAnkl Btigiénts should be evacuated.

(2) Unsafeposition Thedriver should evacuate thechool bus if:

The final stopping position of the bus is in the path of any train or adjacent toadnyadtracks.
The stopping position of the bus may change and increase the daRgeexampléf a busis
stopped near a body of water and éould still move andgo into thewater, it should be
evacuated.

1 The stopping place of the bus is such that there is a danger of collisiomormal traffic
conditions, the bus should be visible for at least three hundred (300) femtimdirections of
traffic.

= =

b. If one of the above situations occurs, the driver and aide (if one is assigned to the mugeactas quickly
as possiblgo evacuate the school buSpeed is of the essenaespecially in the case of fire or danger of fire.
The driver and aide must make sure #neacuation is carried out in a manner which affords maximum safety
for the studentsPrimaryconsiderationmustalways begiven, atall times, tothe safety ofthe passengers.

c. Dependingon thecircumstances dthe situation,school busesnay beevacuated using:

1 Frontdooronly
1 Reardooronly
1 Bothfront and reardoor (split)

Detailedproceduredfor front door, reardoor, andfront/rear door emergencyevacuationareincluded in
the following pages of this Handbook.

d. FRONDOOREVACUATIORROCEDURBRASCHOOBUS

(1) Thedriver will start the evacuationby commanding:d ¢ KsfademergencyWe aregoingto evacuate
the bus throughthe front R 2 2 NJb ¢

(2) The driver will designate a helper and direct him/her to take positiotside the bus byhe front door.

(3) The driverwill instruct thefirst passenger seated in théght-sideseat closest to thefront door to exit
the bus and lead the other passengers to a designated point at leastunideed (100)feet awayfrom
the vehicle.

(4) The driver will instruct passengers in the left side seat closest to the front door to fgluvside seat
passengers Passengers will be specifically commandeddo? I R P Ny H €
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(5) The driver will continue the procedure for each rawgving toward the rear of the busnd alternating
from right seat tdeft seats until the buss empty.

(6) If passengers are physically disabled, the driver and aide will have to assist theavedahe bus.For
example, students in wheelchairs may have to be carried outdtt. Wheelchair lifts should not be
used when evacuating the bus and widit be used wheradanger offire exists.

(7) If passengers are visually impaired the driver and aide (if one is assigned to themostahake sure to
giveclear, precise instructions on what to do and where to §achstudentsmay also need &elping
hand whenexiting the bus.

(8) The driver will check to make sure each seat on the bus is empty before he/she exékitte.

(9) When the driver and aide (if one is assigned to the route) exit the vehicle thaynwitdiatelyproceed,
along with thehelper, to join theother passengers.

(10) SPEELD> of the essencein an emergencyevacuation. However,at no time willthe SAFETY dlie
passengers beompromised.

Front Door Evacuation

1] Tﬂﬂﬂ
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e.

REAROOREVACUATIORROCEDURESRA SCHOOBUS

(1) Thedriverwill start the evacuationby commanding:d ¢ Ksldemergency.We aregoingto evacuate
the bus throughthe rearR 2 2 NJp £

(2) The driver will designate helper and direct him/her to take position outside the bus tine rear
emergencyexit door.

(3) The driver will instruct passengeis NOT jump down to the groundwhen exitingthe bus.The safest
way to exit by the rear emergency exit door is to sit on the bus Withrlegs extended outhe rear exit

door, and then slide outnd down from the busuntil both feet touch the ground.

(4) The driver will instruct the first passenger seated in ttight-sideseat closest to the reamergency door
to exit the busand lead the other passengers to a designated poit¢astone hundred(100)feet away

from the vehicle.

(5) Thedriver willinstruct passengerdn the left side seattlosestto the rear exitemergencgoor to follow
right side seat passenger®assengers will be specifically commanttedy 2 | R P Ny H é

(6) The driver will continue the procedure for each row, moving toward the front of thamhdalternating
from right seat tdeft seats until the buss empty.

(7) If passengers arphysically disabled, the driver and aide will have to assist theteaee the bus. For
example, students in wheelchairs may have to be carried outditer. Wheelchair lifts should not be

used when evacuating the bus and wiit be used whera danger offire exists.

(8) If passengers are visually impaired the driver and aide (if one is assigned to themostanake sure to

give clear, precise instructions on what to do and where toSychstudentsmay also need &elping
hand whenexiting the bus.

(9) The driver will check to make sure each seat on the bus is empty before he/she ex#hittie.

(10) Whenthe driver and aide (if one is assignedto the route) exit the vehiclethey willimmediately
proceed,along with thehelper,to join the other passengers.

(11) SPEELDs of the essencein an emergencyevacuation. However, at no time willthe SAFETY difie
passengers beompromised.

Rear Door Evacuation
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f.

FRONRANDREARMOOREVACUATIORROCEDURESRA SCHOOBUS

@)

)

©)

(4)

(%)

(6)

(7)

(8)
9)

The driver will start the evacuation mpmmandingd ¢ KA & A & | We aRyoRigdEevatdie
the busthrough both the front door and the rear door. Passengers in the front half of the bus will go
out the front door. Passengers in tHeackhalf of the buswill go outthe rear emergency exiR 2 2 NJb €

Thedriver will designatetwo (2) helpersand direct them to take position outside thebus¢ onebythe
front door andthe other by therear emergencexit door.

The driver will instruct passengets NOT jump down to theground when exitingthe bus.The safest
way to exit by the rear emergency exit door is to sit on the bus Witbr legs extended out the rear
exit door, and then slide out and down from the busuntil both feet touch the ground.

The driver wildesignate two (2) passengers to be leaders, to lead the other passengehe bus to a
designated point at least one hundred (100) feet away from the veHRdesengers sitting in theght-
side seatsclosest to each door shall be instructed follow the designated leader®assengers will be
specifically commanded td, 2 | R 2 Ny H ¢

The driver will instruct passengers in the left side seats closestattdoor to follow right side seat
passengersThe driver will continue the procedure feach rowalternatingfrom right seat to left seats
until the bus is empty.

If passengers are physically disabled, the driver and aide will have to assist theavéahe bus.For
example, students in wheelchairs may have to be carried outdthe. Wheelchair lifts should not be
used when evacuating the bus and witit be used whera danger offire exists.

If passengers are visually impaired the driver and aide (if one is assigned to themostahake sure to
give clear, precisstructions on what to do and where to gBuchstudentsmay also need &elping
hand whenexiting the bus.

The driver will check to make sure each seat on the bus is empty before he/she ex#hittie.

When the driver and aide (if one is assignedo the route) exit the vehiclethey willimmediately
proceed,along with thehelper, to join theother passengers.

(10) SPEELDs of the essencein an emergencyevacuation. However,at no time will the SAFETY dfie

(11)

passengers beompromised.

Front and Rear Door Evacuation
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11.04 BUSACCIDENTS/CRASHES

a. Inallinstanceswherea schoolbusisinvolvedin an accident/crashthe driver will remairat the scene of the
accident/crash until the driver has been released by the law enforceroffitials andthe Field Operations
Specialist or other Transportation staff that respondshe scene.

b. School bus drivers and school bus aides will render first aid, if necessary, to the lithigsr afaining and
abilities. The assistance shall be limited what would normally beexpectedof areasonableand prudent
person.

c. School bus drivers will, without fail, report every accident/crash regardless of how mtbregardless of
damage. An accident/crash is defined as any time the vehicle (sbhepéncountersanother vehicleor
object.

d. Driversmustimmediately notify their DispatchOffice by two-way radio of everyaccident/crash. Should a
driver be unable to contact their Dispatch Office by the tway radio (because it is at night or omeeekend
when the Dispatch Office is closed, or becdhsalriver is on a field trip which has taken them outside of the
local area), drivers may usecell phoneprovided:

(1) Thebus hasheen broughto acomplete stop irthe safestiocation possible.
(2) Cellphonesmaybe usedonlyfor the following purposesin an emergency

T ¢2 O2yidl O |y SYSNHSyOeé NBaLRyasS 2 IdSpdchérzdNE & dm ™
hospital or emergency room, an ambulance or fire department reseneice afire department, or
policedepartment.

1 To notify Transportation Department administrators and/or Field Operations Specialistsof an
emergency

I To call for assistance in the event of a mechanical breakdown or other mechprobdém that
impairs the saf@peration ofthe vehicle.

In the event the driver is not able to contact their Dispatch Office bywag radio, anghould the driver not
have access to a cell phone, the driver shall obtain assistancebfystanders or other motorists to promptly
notify police, emergencgervice agenciesandthe Transportation Department.

e. When reporting an accident/crash, school bus drivers must be specific as to the locattimeide extent
of injuries, and damagt the busand othervehiclesor property.

f.  School bus drivers and school bus aides will immediately ask students if they are infestdmmydiscomfort
which could be associatedwith the accident/crashlf a studentcomplains of pain or is visibly injured, even
slightly, theaccident/crash will be reported aan & I O O with3 (B dzSthdSniswilE be advisedthat, if
they feelanypain or discomfortafter leaving thebus, to report it to their school.

g. Studentson board schoobuses involvedh anaccident/crash

(1) If students are on the school bus at the time of the accident/crash they should nalidyeed to leave
the scene unlesthey need to be transported for medical treatmemtformation about the students will
be required to complete the investigationThe driver shall makesure the following information is
obtainedfor each student:

AName(full name;no nicknames)
AHomeaddressand telephonenumber
AStudentID number (if known)

AAge

ASex
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AExtentof injuries

AlLocationseatedin the bus.

Alf studentsfrom more than one schoolwere on the bus,the schooleachchildattendsmust
also benoted.

(2) Drivers and aidesannotforcibly restrain any student from leaving the scene oféleeident/crash at any
time; however, drivers and aides are notitwstruct students to danything other than to remain at the
scenelf the parent of a student refuses to alldeir child to remain at the scene, the driver shall ask to
4SS (KS LI} NI yar@rer pRolidensfisdian before QlSwing e student to depart, unless
the parent ispersonally known to the driver or aide. Drivers and aides will also make sure toheote
apparent condition ofhe studentat the timethe studentleaves the scene.

(3) Ifthe accident/crash happens at a school, students may be permitted to be escortbe biiis by school
staff after the driver has obtained the required information on eatidentand after thestudents have
been checkedor injuries.

Any person who is injured in a school bus accident/crash or who complains of pdistomfort should not
be released from the scene without being checked by emergeredicalpersonnel or other certified medical
persons.

School bus driverd K 2 dzf R ysfigme¥its rpgarding fault to other parties involved in #lceident/crash.
Drivers are to be courteous, to offer to give their name, license nun#et,insurance information, but will
not argue with other parties or police officeiérequested to sign any statement other ones requesteday
law enforcementofficer, the driver is to refer to the request to the Field Operations Specialist or other
TransportationDepartmentstaff at thescene.

If a schoolbusdriverisissueda traffic citation (ticket) in connectionwith the accident/crash the driver shall
not argue with the police officer nor refuse to sign the traffiation (either can resultn arrest!).

If the school bus is cleared to be driven (not towed) from the scene of the accident/emaghhe driver is
not required to take an OTETA drug and alcohol test, the driveimaitliediatelyreturn the busto his/her
assignedransportationcenterwhereit will be inspected and a damage/repair estimate prepared, unless the
driver is instructed otherwisby the Field OperationSpecialist or otheTransportationstaff atthe scene.

If infant or toddler safety seats were in use at the time of the accident/crash,Migg8Thereplaced.Drivers
should check with the Transportation Operations Helper at their transportation center after an
accident/crashpefore transporting infantsor toddlers, tomakesurethis has beerdone.

Accident/CrastiReports

(1) School bus drivers must always complete ®ehool Bus Accident InformatidDriveiStatementform
whenthey havebeen involved iran accident/crashvith aschoolbus.

(2) School bus drivers must also complete tBident Information & Seating Chddrm when they have
been involved in an accident/crash with a school bus and students eveb®ard thebus at thetime of
the accident/crash.

B/ 2YLIX SGSR NBLRNI F2N¥Xa Ydzad 0SS a&adz Y Spedididby thez (KS
end of the nextworking dayafter the accident/crash.

Drug and Alcohol Testing Requiremendsder certain circumstances, Federal and Staters require drivers
to be tested for drugand alcohol after having an accident/cradhany of the following conditions apply, the
driver MUSTbe testedimmediately for the presenceof drugsand alcohol:

9 Theaccident/crasthresultsin a fatality

1 Thedriver was cited for a movingviolation and any personhad to be transportedrom the
87
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sceneof the accident/crasliorimmediatemedicaltreatment.

i Thedriver wascited for a movingviolation and any of the vehiclesinvolvedin theaccident/crash
had to betowed from thescene.

Any schoolbus driver who refusesto submit to an immediate drug/alcohol test required because ofan
accident/crash meeting the criteria outlined above will b&ubjectto dismissal fromtheir position.

11.05 INCIDENTS

a. The list of things which can occur as eghool buses travel throughout the communityigtually endless.
When a situation occurs that affects the safety of student passengersjrikier and/or aide, or the safe
operation of the bus the driver will immediately report te@uation by tweway radio to the Dispatch Office.
If the incident happens when thBispatch Office is closed, then the driver should contadD@PS School
Police (30895 COPSAndcalld ¢ mfer Emergencyassistance, asircumstancesvarrant.

b. Thelist ofincidentswhich shouldbe reportedincludes (but idy no meandimited to):

Busdamaged byobject thrownat it by someoneoutsidethe vehicle.
Shotsfired atbus by aveapon (regardless afhether damageresults)
Fightbetweenstudentson board

Studenton boardwith aweapon

Anyseriousmisconductincident

Trouble at bus stop (includes student confrontations, driparent confrontationsstudent
approached by guspicious person, etc.)

Busapproachedy asuspiciougperson (forexample, upsemotorist)
Anythingwhichjustdoes notseemright!

= =4 —a -8 -8 -9
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c. If emergency assistance is requested and dispatched to the incident location drivers ledivethe scene
until they have been releasedby the law enforcementofficer(s)and Transportation Department stafif
students are on board the bus at the time of tireidentthey should not be allowed toleave the scene
unless they need to be transported foredicaltreatment.

Drivers and aidesannotforcibly restrain any student from leaving the scene ofrandent at any time;
however, drivers and aides are not to instruct students tadgthing other than to remain at the scene.
If the parent of a student refuses to allaweir child to remain at the scene, the drivehall ask to see

0 KS LI NBy i Qaor ®hedipkod Ndbrdification Oefoye @lBwing the student to depart, unless
the parent ispersonally known to the driver or aide. Drivers and aides will also make sure toheote
apparent condition ofhe student at the timethe student leaves the scene.

d. If the nature of the incident is such that injuries could have resulted, school bus drivesslanol bus aides
will immediately ask if any student is injured or feels any discomidiich could be associated with the
incident. If a student complains of pain or is visilohured, even slightly, the incident will be reported as an
GAYOARSY( studéntwilllbg a\dsbiditatiifdhey feel any pain or discomfort after leaving the bus,
to report it to their school Drivers and aides will assisjuned persons to the limits of their training aadbility.

The assistance shall be limited to what would normally be expected of a reasandpleidentperson,or as
specifiedinthe & i dzR BigividealizedEducation PlaglEP).

e. Any person who is injured in a school bus incident or who complains of pain or disceh#limbt bereleased
from the scenewithout beingcheckedby emergencymedicalpersonnelor other certified medicapersons.

f. Incidentreports.

(1) School bus drivers musiwayscomplete a5 NXA @S N & w S Ligm@herghEre hay iGeardnsS y
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incident. The completed report form must be submitted to thkR N&A ZaSsNdiedField Operations
Specialisby the end of the nextworking dayfollowing theincident.

(2) If the incident involved a fight between students or other student misconduct, driveust also
completea StudentCaseManagementReferraform (FM-2981).Thecompleted referral form, if required,
mustbed dzo YA GG SR (2 (KS OpeNifio@sSpednhst byha end ditlye extwa@king daR
after the incident.

11.06 STUDENINJURIESNDILLNESS

a. Inthe event a student becomes seriously ill while enroute to or from the school the dhedimmediately
park the bus in a safe area and render first aid to the limits of ttraining and experienceDrivers will
immediatelynotify their Dispatch Office of theituation and shall seek prompt aid by the best possible means
available.Drivers will notattempt to drive the schoolbus with a seriouslyill student aboard exceptin an
emergencyo get tothe nearest place wherbelp may beobtained(e.g.,hospitalor fire rescuestation).

b. A school bus driver may refuse to transport a student whabigously ill or under thénfluence of strong
medication which could affect the ability of the student to safely tidebus.¢ KS a G dzZRSy i Qa LI NB)y
A0K22f LINAYOALI f 0 2MISTh& FresdriNdhgh@hisldicisichds nRdREvarawilS S 0
immediately contact their Dispatcloffice to report the situation, any it should occur.

c. Studentlnjury/llinessReport

(1) Schoolbus drivers must submé completed Studentinjury/lliness Reporform anytime a student is
injured while apassenger on the bus, or when boarding or exitinghibs.

(2) School bus drivers must also submit a completgident Injury/lliness Repdidrm any time:

9 Astudent isinjured inan accident/crash whiléding onthe bus.
9 Astudent has @eizureor becomes seriously ill while dhe bus.
)l

A student is injured at the bus stop prior to the arrival of the bus, if brought tattention of the
driver. The driver should indicate in the report whether he/ghersonallywitnessed theoccurrence
of theinjury.

(3) Completed Student Injury/lliness Repof 2 NY& Ydza 0S8 & dzo Yaasigied Reldi 2 G KS
Operations Specialist by the end of the next working day afteotwirrenceof theinjury or iliness.
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SECTION2
VEHICLE MAINTENANCE PROCEDURES

12.01 GENERAEXPECTATIONS

The school bus driver is the most important factor in achieving safety, economy, and efficiencyin school
transportation.Even the best program depends on drivers to carry out their part oféeponsibilityfor an effective
vehiclemaintenanceprogram. Primarily,this means driversnust:

a. Carry out a complete priip inspection of the bus before departing on the morning afigernoonruns and
document all problems regarding the condition of the bus noted dutfiggpre-trip inspection.

b. Promptlyreport all problemsand concerns regardinthe conditionof the bus.

12.02 PRETRIPANSPECTION

School bus drivers are required to completgre-trip inspectionof the bus before leaving theansportation center.
The pretrip inspection mayNOTbe delegated to anyone elseThe pre trip inspection must be carried out in a
manner which will allow the driver to detect possilelectrical,mechanical, or other conditions which could prevent
the bus from making trips safeiyndon schedule.Thedriverneed not beamechanido observeandreport problems
suchas:

Air brakesleaking

Enginenot idlingproperly.
Engineover-heating
Unusualnoiseunderthe hood ofthe bus

=a =4 —a -9

Athoroughpre-trip inspection consistsf the following:

I Theinsidecheck
I Thewalk-aroundoutside check
I Theon-the-road check

a. The inside checlorivers shall check the operation of all gauges, controls, intkgiots,and emergency exits.
Drivers shall inspect emergency equipment, the condition of saatkseat belts, windowsand thegeneral
interior of theschool bus.

b. The outside checlbrivers shall check the operation of all exterior lights, check inflaimhcondition of tires,
look for evidence of leaks, inspect the exhaust system for looseipk and leaks, check the operation of
emergency exits, and check the overall conditiothefbus exterior.

C. The onthe-road checkDrivers shall check brakes and steering for proper functioningnainars for proper
adjustment.

d. School bus drivers shall complete tReetrip Inspection Checklistorm twice daily, oncévefore departing
the compoundon the morningrunsandagainbefore departingthe compoundfor the afternoon runs.

(1) Drivers must indicate the status of each item listed on the fokfter the driver hasecorded the results
of the inspection, the driver must write the mileage from the mg®meterin the appropriate spacen



the formandsign next to it.

(2) All drivers will be issued the form at the beginning of each mobtivers assigned tbus routes shall
make sure the form islways kept in their assigned buSubstitutedrivers will fill out the PreTrip
Inspection Checklidorm on the busthey aredriving.

(3) Drivers will turn in the completeBretrip Inspection Checklisorm to their DispatclOffice within three
(3)working days after thend of eachmonth.

€. For buses equipped with a wheelchair lift, school bus aides may assist the drivehadting the operation
of the lift and the condition of tielown equipment used to secumeheelchairsHowever, if the aide assists
the driver with checking the lift and/or tidownequipment it is still the responsibility of the driver to
confirm there are no problems @oncernswith thelift or any equipmenbeforeleaving thebus compound.

12.03 REPORTING PROBLEMS AND CONCERNS REGARDING THE GONBICHIDOL BUS

School bus drivers are required to immediately report any defect that can impact the satstgroymy of operation
to authorized service personnddrivers shall cooperate with mechan@asd other authorized servic@ersonnelin
the mechanical maintenancandrepair ofschoolbuses.

School bus drivers shake theDriver Requestor Repair (DRRjorm to report a problenwith their bus and request
repairs.

a. TheDriver Requesfor Repair (DRRform is a 3part form. The drivewill keep theyellow copy ofthe form
when they submit it.

b. Drivers should try to include as much information as possible about the problem spteesprovided on
the DRRform.

C. CompletedDRRforms shall be given to the Transportation Operations Helpers (TOthgdtansportation
center. The driver shall also give the keys to the bus to the TOH, alithgthe DRRform. The TOH will
coordinate the repair with the vehicle maintenancahop and advise the driver when the bus shall be ready
to return to service. If the drivewill need asparebusto complete their routethe TOH will assign one.

d 2KSy I RSFSOG Aa RAA&OGBIp&Etion o deitIscfiadl buis RRERfoimNIUSTBeN &
completed and turned iio a Transportation Operations HelpBEFOREhe driver departs the compound.
When a problem requiring repair occurs wiliile driveris operatingthe bus,a DRRform mustbe completed
andturnedin to a Transportation Operations Helper (or Dispatch Office, if the TOH iavaifable) as soon
asthe driver returns to thdransportation center.

12.04 MONTHLSAFETWNSPECTIONS

Rulesof the Florida State Board of Educationrequire school busesto undergo a mandatory
safetyinspectionat leastevery30 calendardays.

TheTransportation Operations Helpers at the transportation center will coordinate with vefmalatenance and
will notify drivers when their bus will be sent to the vehicle maintenance ghophe monthly safety inspection.
Drivers need to remember that this isnaandatory inspectionand shall work cooperatively with the TOH to
make sure their bus is made availablewhenmneeded for the inspectioriThe TOH will assign a spare bus to drivers
when their regularlyassigned bus is not available due to thenthly safety inspectionDrivers may not refuse to
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usethe spare bus assigned to them unless their-pige inspection of the bus reveals a mechanjgaiblemwith the
vehiclewhich would preclude ibeing driven on aoute.

12.05 ROADCALLS

a. Whenthe busexperiencesa breakdownor seriousconditionthat stopsthe busfromcontinuingthe route in
a safe condition the driver shall contact their dispatcher egpbrt the problem/compliant.

b. The driver shaprovide an accurate location of the bus (and arglevant details to thdocation), the nature
of the problem, and if there are students on board the bus. In the etlearte is achange in locatiorof the
bus the driver shall report the new location and arfyangedo the busescondition.

C. Thedispatchershallcontactthe vehiclemaintenanceshopand providedetailsof thebreakdown and location
of thebus.

d. If students are on board the bus the dispatcher shall send a spare bus and driver to thedtiento pick
up the students and continuthe route.

€. Underno circumstanceshallthe busbe left unattendeduntil the tow truck arrives.

f. The Transportation Operations Helpers will review the Daily Deadline Report from wediitienance The
Transportation Operations Helpers shedlordinate repairs to buses withe vehicle maintenance shop and
advise drivers when their buses will be ready to returrséovice.lf a driver needs a spare bus while repairs
are being completed the Transportati@perationsHelpers will assign one.

12.06 CLEANINGFBUSES

a. School buses must l@ways kept clearThe floor of the bus must be kept free oftedshanddebris. Trash
from the bus must not be sweptout of the busonto parkingareas.
¢ place all trash into the proper receptacle! The windshield, side windows, and rearwindowsof
the bus willbe kept clean teensurethat visibility isnot reduced.

b. VK22t 06dza RNAGBSNE | YR | ARSa &K lbastaftestheyiSturiRitbm thie 0 KS @ K
morning and afternoon rundisposable disinfectant wipskall be provided to drivers and aides for this
purpose.Should disposable disinfectawipes not be available, then disinfectant spray and disposable rags
and/or paper towelsshallbe provided and utilizedThespecificareasto be wiped down include:

Handrailings atthe front stepsof the bus

Handsanitizerdispenser

Busseatsand thebacks othe seats

Steeringwheel, two-way radio mike,and control leversat the R N& Btatid a

c.ccCc

C. School bus drivers shall not use athyemicals/cleaning products on buses except thasthorizedand
providedto driversby M-DCPS Transportation.

d. Schoobusdriversshallnot useinsectrepellant,insecticidegbugspray)or airfreshenersonthe busexcept
thoseauthorizedand providedto driversby M-DCP$ransportation.
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APPENDIX
DEPARTMENOFTRANSPORTATIBARMS

Pretrip Inspection Checklist
Driver Requesfior Repair (DRR)
School Bus Seating Chart (5/35)
Student Case Management Referral (E881)
PlantSecurity Report (FN)366)
School Bus Accident InformatigrDriver Statement
School Bus Accident InformatigrStudent Information and Seating Chart
Student Injury/lliness Report
5NRAPSNIJ { OKSRdzE SR | 2dzNEQ ¢AYS { KSS
Extra Services Time Report (86l73)
Application For Short Term Leave (BBKH9)
Request For Leave of Absence Without Pay-2BKB)
Transportation Employee Information (Locator) Sheet
School Bus Evacuation Drill (AN25)
Space Available Requdst Success Management Academy Students-Hielib)
Activity Schedule (F}X534)

¢ Special Educatios ProgGuinI@mas)
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PRC-TRIP INSPECTION CHECK LIET

INSTRUCTIONS:
Mark as folows
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Miami-Dade County Public Schools
Department of Transportation
DRIVER’'S REQUEST FOR REPAIRS
Vehicle No. Date
Driver
Mileage
CHECK ITEMS NEEDING ATTENTION:
ENGINE BATTERY
Noise Clean
— Al Gauges —_Brackets
Leaks —_ Cables
TRANSMISSION FUEL
Automatic Leaks
—Shift Properly Lines
—Noise Pump
Leaks
EXHAUST SYSTEM
STEERING Noise
—Wanders Leaks
—Shimmey
Hard Steering TIRES
Tracking Properly Wormn
—Damaged
BRAKES —Balanced
—Air Pressure Lug Nuts/Wheel Stud
Grab/Pull
Insufficient COOLING SYSTEM
—Don't Release Leaks
Pedal Travel —_Clogged
—Hyd. Brakes Level __Hoses
Fluid Leaks —Heater/Defroster
Fans & Belts
ELECTRICAL
— Wigwarm BODY
Lights Glass
Horn Seats
- Wipers —Dents/Scratches
—_Stop Sign Damage
Mirror
RADIO
REAR AXLE
Oil Leaks
HYDRAULIC LIFT
EXPLAIN ITEMS NEEDING ATTENTION:
DRIVER'S SIGNATURE:
White - Garage Manager
Canary - Driver rev, 0310
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MIAMI-DADE COUNTY PUBLIC SCHOOLS

DEPARTMENT OF TRANSPORTATION
SEATING CHART FOR 77 PASSENGER BUS

NAME DATE F.O.S.

BUS# TRIP SCHOOL

1 2 3 4 5 6

7 8 9 10 11 12
13 14 15 16 17 18
19 20 21 22 23 24
25 26 27 28 29 30
31 32 33 34 35 36
37 38 39 40 41 42
43 44 45 46 47 48
49 50 51 52 53 54
55 56 57 58 59 60
61 62 63 64 65 66
67 68 69 70 71

NOTE: CAN ALSO BE USED FOR SMALLER BUSES

70
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MIAMI-DADE COUNTY PUBLIC SCHOOLS
n—— " ~% STUDENT CASE MANAGEMENT REFERRAL

[ sPAR #

CHECK BOX BELOW FOR DATA INPUT

Oscvm# 1678000

SECTION |. TO BE COMPLETED BY REFERRING

STUDENT
NAME STUDENT ID

GRADE PERIOD INCIDENT
LEVEL OF DAY DATE

REFERRED BY: REFERRED TO:

Mo. Day Yr.

(Military)

PARENT CONTACT: (Circle Yes or No)

. For This Behavior

NARRATIVE: (CLEARLY STATE WHY THE STUDENT IS BEING REFERRED)

. Contact Attempted
. Contact Made:
4A. Verbal
4B. Written

YES

. For Other Misbehavior YES

YES

YES
YES

NO
NO
NO

NO
NO

SECTION II. FOR ADMINISTRATOR/DESIGNEE USE ONLY

ENTER REASON FOR REFERRAL CODES BELOW:
(ENTER NO MORE THAN 4 CODES)

HEpEEREE

RECORDED
OTHER INCIDENT INFO = LOCATION: D CONTEXT: D

ENTER REFERRAL ACTION INFORMATION BELOW: REFERRAL
ACTION
DATE TIME EMPLOYEE NO. INITIALS CODE

_ _ COMPUTER

SECTION lll. FOR STUDENT SERVICE PROVIDER USE ONLY

ENTER STUDENT SERVICE INFORMATION BELOW:

TIME EMPLOYEE NO.

Mo. Day yr (Miltary)

(Military)

_INITIALS

COMPUTER
RECORDED

STUDENT
SERVICE
CODE

Comments:

Comments:

Agency/Case Number (If Applicable)

2000671

AFTER DATA ENTRY, FILE IN STUDENT'S CUMULATIVE FOLDER

FM-2981 Rev. (05-10)
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PLANT SECURITY REPORT Vs

'I:g MIAMI-DADE SCHOOLS q g

O E POLICE DEPARTMENT
MAIL CODE 9913 Hlar-Dade Coupy Pl Schachs

OTHER
TELEPHONE: (305) 757-SPAR (7727)

GENERAL INFORMATION

SCHOOL POLICE
DATE: UNIT CASE NO.

AREA: ____ LOCATIONNO.. —______ LOCATION NAME:

ADDRESS: ZIP;
TELEPHONE: DATE/TIME OF INCIDENT:
IF YES,
WAS BUILDING ENTERED? WAS MAINTENANCE CALLED? WORK ORDER NO.:
TYPE OF DAMAGE:
VANDALISM: THEFT: ARSON: FIRE: WINDSTORM/FLOOD:
DETAILS OF LOSS OR DAMAGE:
LIST MATERIAL AND EQUIPMENT STOLEN, DESTROYED, OR DAMAGED
oy Name of Item P.C. No., Model, Serial Stolen | Destroyed | Damaged Cost

ADDITIONAL TRANSPORTATION INFORMATION

TERMINAL:

BUSNUMBER: _____________  DRIVER NAME:

RUN NO.: TRIPNO:——  REGUILARRUN: —  FIELD TRIP:

OTHER DETAILS:

NOTE: ALL PLANT SECURITY REPORTS MUST BE SUBMITTED WITHIN 24 HOURS OF DATE OF DISCOVERY

PRINCIPAL/ADMINIST'R.

PREPARED BY:
(Manual Signature)

(Name and Title)

SCHOOL POLICE FM-0366 Rev. (01-03)
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INSTRUCTIONS
PLANT SECURITY REPORT
MLARE.NADE COUNTY FURLEC SCHOOLS
RE SCHOOL, POLICE 1. The Scha Police must be nofied by iephons immediabsy in sach instanoe of ilegal entry, vandaism, theft, fire, and
DE AL OO (1] u..ﬁn_.__._... amage dut o vehice accident
Lomizs TELEPHIME DM} TH.TTR 2. The Schesal Police are 10 be rodfisd by seisphons in sach instance of senious damage 1o @ bulkling that would rendsr
impossibie e phiysioal seouwry of the propey.
3. & Plant Security Riepor is EEEEEE;?WEEEJEE of thie islephoned repart
4. The Mainterance Deparimend mi uinr!.qlnnru!ﬂa-unn.l.._ mUmbe Ty ane oondacied 0 make PEpGEs a5
uin_._-n-_ﬂ._._._ua_-n.iﬂ._—-ﬁul._d___ wandalism, theft or fre. Requests Tor smamency repairs will be acospdsd by
GENERAL INFORMATION telephone.
NOTE: ALL PLANT SECURITY REPORT MUST BE SUSMTTED WiTHIN 24 HOURS OF DATE OF DISCOVER mhguﬁggfgsaﬂggﬁgg;:g;g:!ﬁ
r L
DATE: SCHOOL POLKCE CASE MO.: & Requisiions for neplacement of siolsn or desroyed poperty msst be peaeived by the School Polios within She wosks of
e inkial loss report.
BREA LOCATION MO LOCATION HAME: 7. Emtn...u.___-aﬂn..w muss Do b s
To repot inveriony shaoriases of un-locaied properiy.
ADDRESE: P u T report losses of personal property.
n EE!:E:RE!EE
TELEFHONE: DATETIME OF INCIDENT: o rpo requested mainienance Ceused By nomal use.
IF ¥ES, & Farents or guardians Egétigﬁ.gﬁ amiage of property are labie for such osses
WASBULDING ENTEREDT _ WAEMAINTEMANCE CALLEDY _~~ WORKORDERMNO: unwder Florida Law or this reason it is imperative that each Plan Seourity Report refiect goly the loss susiered by the
) spedific gwent being reporesd.
TYPE OF DAMAGE: ) _ . 1 5. Billing and colecion of all PesStution s the responsibdty of the School Polios only.
VANDALIEM: THEFT- ARSON FIRE: WNDSTORMEFLOOD: | | 10. Continualion pages are 10 be attache for ary section of this Feport requining. mone space than has been provided.
Identity sach such page with locabion name and School Paolice Case numbar.
DETALS OF LOSS OR DAMAGE:
WD Sus Address Zp
Date: of Birty Faffer's Mame Mother's Name
LIST MATERIAL AND EQUIPMENT STOLEN, DESTROYED, OR DAMAGED P Schect Afiending
- WD Sus Address Zp
Date: of Birty Faffer's Mame Mother's Name
_ _ T I Plame: Schood Asending
ADDITIONAL TRANSPORTATION INFORMATION WIS Address e
BLS NUMBEFR: _ DRVERNAME: TERMMAL — P — R
NI TRIF MO REGLILAR RS FIELD TRF: P —— Schoal ARending
OTHER DETAILE:
Wi admission of guit a7 Oa Time:
[fesfia)
ByWihom? Tie
£ NOT WRITE IN THIS SPACE
Wiork Ciader Kiur bar
T — E—
Mpirviermscs Comi of Lebor
FREPARED BY PRINCIPALIADMMISTRAT DR: Minirvisrance Coo o Uistaria
| ok of Ruplecarrant
[Mame and Tie) Marsal Eignaire) e
[
SEMD COFY OF THIS REPORT TO: ToTCTIET T
SCHOOL FOLICE REEONAL SUPERNTENGENT TRANSPORTATION OGNS P
MAINTENANCE DEPT.

Fll-(03558 R | 03-105
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i S MIAMI-DADE COUNTY PUBLIC SCHOOLS
4 r\ DEPARTMENT OF TRANSPORTATION

ACCIDENT INFORMATION

Miami-Dade County Public Schools

STUDENTS INFORMATION AND SEATING CHART

» Each DRIVER is to complete this form at the scene of the accident.

CENTER # 923 |

Bus# Date:
Route # Time:
Driver's Name Location:
Driver’s License # Number of Pupils:
Is Driver’s Exchange of Information Sheet Attached? [Clves [INo
If there is not an exchange of information sheet attached, give the following information:
Information Vehicle 1 Vehicle 2 Vehicle 3
Tag #
Make
~Model
Year
Any other information
on the other vehicle(s)
or person(s) involved? -
Student Information
Students seated on the lefi side: Behind Driver Students seated on the right side
Name: ID# Name: 1D#
Address: Address:
Phone: D.O.B: Phone: D.O.B:
Name: ID# Name: ID#
Address: Address:
Phone: D.0.B: Phone: D.0.B:
Name: ID# Name: 1D#
Address: Address:
Phone: D.0O.B: Phone: D.O.B:
Name: ID# Name: |D#
Address: Address:
Phone: D.0.B: Phone: D.O.B:
Name: ID# Name: ID#
Address: Address:
Phone: ~_ D.OB: Phone: D.O.B:
7 Revised 9/92013
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S MIAMI-DADE COUNTY PUBLIC SCHOOLS
_.....__,,_—\__é%_ DEPARTMENT OF TRANSPORTATION
Miami-Dade Co ;‘Fu}:\m Schools

Dirtver’s Namie: Date: CENTER: 923 |

Student Information and seating chart: page[ 2[ |3

Students seated on the lefi side: Behind Driver Students seated on the right side
Name: ID# Name: ID#
Address: Address:
Phone: D.O.B: Phone: D.O.B:
Name: 1D# Name: 1D#
Address: Address:
Phone: D.0.B: Phone: D.O.B:
Name: ID# Name: ID#
Address: Address:
Phone: D.O.B: Phone: D.O.B:
Name: ID# Name: ID#
Address: Address:
Phone: D.O.B: Phone: D.O.B:
Name: 1D# Name: ID#
Address: Address:
Phone: D.O.B: Phone: D.O.B:
Name: ID# Name: 1D#
Address: Address:
Phone: D.O.B: Phone: D.O.B:
Name: ID# Name: ID#
Address: Address:
Phone: D.OB: Phone: D.O.B:
Name: ID# Name: ID#
Address: Address:
Phone: D.O.B: Phone: D.0O.B:
Name: ID# Name: ID#
Address: Address:
Phone: D.0O.B: Phone: D.O.B:
Name: ID# Name: ID#
Address: Address:
Phone: D.O.B: Phone: D.O.B:
Name: ID# Name: ID#
Address: Address:
Phone: D.O.B: Phone: D.0.B:
Name: 1D# Name: 1D#
Address: Address:
Phone: ~ D.OB: Phone: D.0.B:
Name: ID# Name: 1D#
Address: Address:
Phone: D.0.B: Phone: D.0O.B:
Add more pages, if necessary.
8 Revised 9/9/2013
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Ty,
A,

F MIAMI-DADE COUNTY PUBLIC SCHOOLS
M DEPARTMENT OF TRANSPORTATION
anfxﬁ-gade.CQUan y '\az,.‘iSda"n’ols A C C | D E N T | N F O R M A T | O N

STUDENT INJURY /ILLNESS
(SCHOOL BUS RELATED)

STUDENT NAME

AGE OR GRADE SCHOOL

PARENT NAME

ADDRESS

CITY.

SCHOOL BUS DRIVER

ADDRESS

DATE OF ACCIDENT

LOCATICN

STUDENT GETTING ON P . ORWHILE ON BUS. (PLEASE CHECK)
ENROUTE TO OR FROM SCHOOL. AT BUS STOP (PLEASE CHECK)

NATURE OF INJURY (BE SPECIFIC)

DID STUDENT REQUIRE MEDICAL ATTENTION?

IF SO, NAME OF DOCTOR OR HOSPITAL

DRIVER DID ,  DID NOT, WITNESS ACCIDENT. (PLEASE CHECK)

DATE OF REPORT

DRIVER’S SIGNATURE

FIELD OPERATIONS SPECIALIST

SIGNATURE AND DATE

DATA SENT TO RISK MANAGEMENT

Copy | - Risk Management
Copy 2 - Transportation

Revised 9/9/2013
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B wn) D Doty Fubiio

Drivers Last Nams: First Mame: Employes#
AideReq Routet: Bus#: Efectivelate
No | Fri hon Tues Wed Thurs
AM Repart Time:
Depar Time:
Firsl Student Stop:
Last School Served:
Compound
Tatal
. Fri Man Tues Wad Thurs
Mid-Day* Signin/Leaves Compound:
First S1d Stop!School:
Las! Sid StopdSchool:
Compound
Tatal:
Er Mo Tues Wiad Thiurs
EM. Repart Tima:
DepartTima:
First Schaal Served FM:
Lasl Sledent Stop PR
Compound
Tatal:
Er Mbain Tues W Tiwurs
Activity® SignlniLeaves Compound:
First Student Stop Act:
Last Student Stop Act:
Compound
Tatal:
I Alivily Run is parl of the PN Run, Include wilh PM Calsulation) Ed Mon Tues Wyeg Thure
AN Talal
P Talal
Mid Day Total
Acty Total
30 minudes (dencal, breakdown, Fuslng) CBG: o
Tolal Roule Time Wilh CBG: 030 0:30 0:30 0:30 0:30
Total Route Time without CBG:
Decimal Format with CBG3 0.50 050 050 .50 0.50

| cariify that the times submited by mo on this document are accwesate and made in good faith for the purpose of accurate accounting of work pocfarmed,
| undarstand that knowingly making amy faka stabanent of facts concaming trma worked may ba causa for dismissal,
| agres to repodt timely any conslsbant changes that increass or decraass the above bmes

[ —
MIAMI-DADE COUNTY PUBLIC SCHOOLS
DEPARTMENT OF TRANSPORTATION

fitpete DRIVER Scheduled Hours Time Sheet

Weeks
Tatdd

2:30

2,50

ALJUSTMENTS:

Diriver Signatune Date
INFOARKTION T3 BE REVIEWED AMD MIFIALET SHCE COMPLETE:
R.M.&F.0.5: DATE:
ADMINISTRATOR: DATE.
DAYROLL CLERK DATE SCREEN1: SCREEMNZ:

COMMENTS.
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MIAMI-DADE COUNTY DISTRICT SCHOOLS

CONTROL NO.
EMPLOYEENO. __ EXTRA SERVICES INDIVIDUAL TIME REPORT --DAILY Month  Day  Year
DRIVER ROUTE NO. BUS NO.
Signature B
AW NOON B TOTAL | WORK PERFORMED

| START | END | START | END | START | END TIME

*Only Submit One (1) Per Day.

THE ABOVE WORK ASSIGNMENT WAS AUTHORIZED BY - Administrator

m%’m - Date approved for payment

FM-4573 Rev. (11-12)
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% THE SCHODL BOARD OF MAMLDADE COUNTY, FLORIDA
APFLICATION FIOR BHORT TERM LEAVE

PERSOMN iD or PERS ASSIG COST CENTER
| LIITTTTT]
SAF PERIOD # PAY PERIOD BEGIN DATE
[ rectiTh| D TEAR

LIT T T

Week 1 Date  AM PM = Week 2 Date AM PM

FRI FRI
SAT SAT
SUN SUN
[ MOH
TuE TUE
WED WED
THURS THURS

CHECHK | ) OMLY OME (1) TYPE OF LEAVE PER FORM:

Ry |Eumsesar| BT Bz Dirers.
TYPE OF LEAVE Year | B0MED | Hrly | A& Bus Abdes

OHLY OHLY

Iire=ss of Sad ] L2 ik

IinessDisath of Relative oz o2y oea0a”

Personal ez 23 rranig

Injury at 'Wark (Explain) i 5] 285 ey e

[ |[eortagious Disease ozes | ozes | ozos | ooosr

| [Contracted at ‘Wark)

Yacation 0zea

Temporary Duty (Explaing | 0287 azar (W)
Ficating Recess [FOF) il

[ [Lwor, h (Expiaim) oana | o400 o4y

| LWOP, Unanth | Exgplaing 0401 [ 2i]) Dui08"

OTHER: 219"

Compensatory Time Oie4 | G284 oS00

| Jury Duty/Subpoenaed | Q288 e ] 1 [n] [1F3E1
OPT Day o288

Elecied Official 0294 Dol a2

Milrary Training oo | 0266 [r

[ Uniion Representave o290 a0 [1F5 5 b

Union Official Business | 0291 | 02N 1 F3 Pl

Unian Pool Day a2z | oeaz aaas

“Thesek cotes will nlirace from "Hgeoy™ [ SAP, and can gles b i o ha
"Riport Mislaneos Paroll Transeclon” el o

SThisa Cooes will ot inlirlacs from Tegacy” 10 SAP, and can only b il o D
"Rapo Micelansus Payroll Trarsecions” inpul soressn

COMMENTS:

| canify that the sbewa information i oerect and in scordance
wilh el Sichood Baard of Miami-Dude Cousty, Floride, policks and

L]

EMPLOYEE NAME:

EMPLOYEE SIGMATURE:

[ AL & AN ORE)
FAA-B548 Flew. (11-21)

% THE SCHOOL BOARDOF MIAMI-DADE COUNTY, FLORSDA
APPLICATION FOR SHORT TERM LEAVE

PERSOM ID or FERS ASSIG COST CENTER

SAF FERIOD # FAY PERIOD BEGIN DATE

MONTH | Day | TEAR

Weak 1 Date  AM PM  Week 2 Date  AM PM

FRI FRI
SAT SAT
Sl SUM
[ [
TUE TUE
WED WED
THURS THURS

CHECK | ) ONLY OMNE (1) TYPE OF LEAVE PER FORM:
Aug. |Summes| PAT Blus Drves.

TYPE OF LEAVE Year | 10MO | Hiy | & Bus Aldes
OHLY OHLY
liness of Self CL2W UE10 1Py
liness'Death of Relbtve a2 0 n204*
Personal 282 i v 20"

Injury at Work {Explain) 285 1P iy 2o

Contagous Omease aene | ozes | o2oe | ozoes
iLoriractes ot Waork)
I Wacaton 283
Temporary Duty [Explain) | @287 e i ity
Floating Recess (FOP) a7
LWOP, dwth (Explain) 0400 | 0400 bapa*
LW, Unawsh (Explan) 22010 o401 Da0g”
OTHER: o215
Compensalory Time ozBg | 0dmd oS00
Jury Duty'Subpoenasd | D288 o2ae | a2 1o [0
OPT Day iz 2]
Elsschesd Cetficial i 294 1P |
Military Training 0266 | oo a1
Union Representative a0 | 02480 o211+
Union Official Business | 0291 | a2 173
Union Paadl Day oo | 029z @1y

SThiks codic will inbeMacs from "Kegacy™ o BAF, and can Gled bo used on thi
“Foaport Miscillanious Paynold Tnsacions” inpul Soedan

ST Tl o0 will ol indaTacs from “Rgecy™ 0 BAP, and Can only b uSdd o B
“Rusgait Misceilaneous Paprol Transaciions” inpui soneen

COMMEMNT 5:

1 certify that the above inforsatien is cored and i Jcoosdanca
Wil i Selvssd Bloand of Mismi-Deds County, Florkds, polkies snd

H

EMPLOYEE MAME:

EMFLOYEE SIGNATURE:

i P AL ADIMI MAME AND SIGNA

FU-5045 Rew. [11:21)
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DEPARTMENT OF RETIREMEMT/LEAVE/UNEMPLOYMENT COMPENSATION
THE SCHOOL BOARD OF MIAMI-DADE COUNTY FLORIDA
REQUEST FOR LEAVE OF ABSENCE WITHOUT PAY

[For fae use of sick days, passs nafify e Leave Office prior o the commeancament of your leave; changas wil mal be made fo fsave dates once adjudicatsd. |

I, . hereby requesl a beave of absence wilhoul pay
(Plaage Print Name and Emplayes Number. |

eflective: thraugh and inclsding
(Wark Localion Name snd Number)
TYPE OF LEAVE REQUESTED DOCUMENTATION REQUIRED
] Pessonal

----------------------- Reverse side must be complelsd. Completion of five (5] confinuous years of full-lime emgloyment
wilh Miami-Dade Counly Public Schools, wilh the exceplion of parental leave exlension for which
only thres (3) years of confinwous Tull -tme emplaymenl ane reguired.

1 Professional (Study) - .- ... ... ... Stalement of educational plans, and class schedule.
DCSAA employees - see back side
UniversityDegres

MUST complete three () years of fulklime employmenl prior lo requesling extended professional leave, unbess such leave is needed 1o complete an
internship as part of an academic program leading 1o a Bachelor's degres in educalion.

Prolessianal (Other) Letter indicating the professional activity 1o be engaged in. Full-lime employment requires complstion
"""""""" of Supplemental Information Form (FM-B445). Ses back side Tor impartant benefits information.
D Exlended Prodessional LOA far . Musi be accompanied by signed copy of Exlended Pralessional LOA for Instructional Personnel
natnictional Personpsl Form (FM-T535) See back side for imporiant benefits information.
O Mness of Sell o O Resstive ... ... Leave of Abssnce Medical Documentation form (FM-G0G0) ndicaling diagnosis, length of time
required for leave. I relalive: Nameirelationship on (FM-8030)
':| Paresilal Leave al Absence Medical Documentation form (FM-8030) with anticipabed dabe of child's birth, birth
cerlificate, or lstler from aflormey or agency verifying adoplion.
) Military ... Cogpy of military onders. O wvolsntary O invohuntary
TEACHERS: A teacher must hold a cument walid Florida Teacher's Cadificale in order TO BE OM LEAVE. Any prescriplion in effect al the

commencemant of leave will remain in efect upon the employes’s relum from eave.

ALL EMPLOYEES: The pursuit of other smployment while on leave is considered a violation of the conditions of leave unless specifically
requested and approved. Incomplete applications will not be accepted for processing but will be retumed. IT IS THE
EMPLOYEE'S RESPONSIBIUTY TO INSURE RECEWPT OF THE COMPLETED APPLICATION (WITH REQUMRED
DOCUMENTATION) BY THE DEFARTMENT OF RETIREMENT/LEAVE/UNMEMPLOYMENT COMPENSATION, TO INFORM THAT
OFFICE OF ANY CHAMNGE OF ADDRESS (POSTAL OR ELECTROMIC) WHILE ON LEAVE, AND TO PROVIDE, PRIOR TO THE
LEAVE EXMRATION DATE, & WRITTEN STATEMENT (WITH REQUIRED DOCUMENTATION) OF THE INTENT TO EXTEND,
RETURN, OR RESIGN/RETIRE FROM LEAVE. Failure to adhere to thess terms or to the conditions under which youwr keave is
granted will result in the revocation of your leave and may result in tesmination. Leave of absence shall not be granted for
incarceration. | certify that all information on this applicatson is true, complete, and comrect to the best of my knowledge. |
undersiand that any omission andior false statement on this application may result in dismissal from employment.

Sigrature Date Telephane No.

Address Personal Email
T (Humber X Sfreed] CHy, Shate] &p Codef

Matification of apprevalidisappreval of lesve request will be sent exclusively to your M-DCPS e-mail stdress.

Far employees applying for an lliness of Salf, lliness of Relative or Parental Leave - Approval of your Parental, lliness of Sall or liness of Ralative
Leave of Absence, which meets #he crileria of the Family Medical Leave Act [FMLA), conslitules designation of your FRMLA entitlement and comprises a
part or all of your FMLA enlilement. Ary paid or unpaid leave laken prior o the Board-approved leswe you are seeking, which was as a resull of the
same cordilion(s) which forms the basis for this Board-spproved |save/FMLA leave, will be counbed as part of your FMLA leave entilemenl

The work-site administrator's recommendation is not the final disposition of the request, and should not be relied on to absent your self from
work. Contact the Leave Office if you have not received authorization, wia e-mail 1o take the leave of absance.

FOR WORK SITE ADMINTETRATOR ONLY

I recommend: D Approval D Disapproval (Please aftach sxpianation. )
Signature
Wiork Sfe Aoministraton) ”l‘ﬂr (Carej
PLEASE [0 MOT SIGN UNTIL ALL REQUIRED DOCU Al 15 ATTACHED.
RETURM TO: SBAB, Suite 80T
Phone 305-985.7080; Fax 3055230495 fower) FM-27E3 Rew. (09-22)
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EQR PERSONAL LEAVE RECUESTS OMLY
CHECY OME REASON FOR PERSONAL LEAVE REQUEST (AFSCME, DCEAA, DCSMEC, FOP, MEP, UTD)
ELIGIBLE BARGAINING LNITS

All Units 1. To serve in the Peace Comps or ofher LS. Government agency sponsored programs
All Units 2. Tofil one {1} fulklime poston on the unil's staff
utD 3. To parlicipabe in an overseas teacher exchange program

UTD, DCEMEC, MEP, DCSaA 4. Baliermert of family estates

ODDoDDOD DODODDODDDOD
oh

UTD, DCEMEC, MEP, DCSAA . Bavere family hardships

DCEMEC . Professional improvesnent

uTD 7. Valuntary enlistment in the Matioral Guard or in any branch of the military service nol requiring
more than one (1) year of servioe

UTD, AFSCME 8. Recuperation and regensration *

UTD, AFSCME 9. Temnporary relocation of residence outside of South Florida, which could result in severs family
rardship *

AFSCME

10. Professional shudy leave with prool of full Sme enroliment in an accrediled college or university

Orthesr **

o

* In numbers & and 9 above, digble UTD and AFSCME wunil members may be granied personal learve withoul pay for each of these reasons anly
once, in their caresr with M-DCPS.

*“*Personal l=ave for reasons ofher than those ksted abowve may be approved by the Board upon recommendation af the Superintendent.

EXPLAIM IN DETAIL ¥OUR REASONS FOR REQUESTING PERSOMAL LEAVE. MAUST &E COMPLETED 8 ALL EMPLOVEES - Use separate shoet
¥ roguired. |

Signature Drate

For Employees A ing for a Leave Ca Mot Providing Board-paid Benefits:

@ Professional (Other)
® Exiended Professional Leave for insinuctioral Personned
# Second-Year of Personal Leave

All employees whose initial leave began after January 1, 2018 on a leave category that does not
provide Board-paid benefits or changes to a leave category that does, are subject to a 90-day
waiting period for benefits to be reinstated.

FM.2T83 Ry, (00.22)
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LEAVE INFORMATION
GENERAL {Flease keep for your files.)
All leaves [except military) are granted for no more than (1) vear at a time and MAY be exiended subject to the followsng limits and
documeniation requirements:

TYPE OF LEAWE MAXIMLUM TIME ALLOWED COCUMENTATION REOUIRED TO EXTEND
Personal _...._ .......... UTD, and Cond_Exermpt 2 years .. .. __. Letter giving reasons
[All ather units-1 year)
Professional (Studyh -- . -.--. 2years ... ... Ciffecial franscript and letter from university weribying continued

full-time status and planned cowrsework

Professicnal {Othesy - . .. - - .. 2wemrs .. Letter explaining reed fo exchend

liness of self ... ..o oo Awears ... Leave of Absence Medical Doocumentatsan form (Fid-G030)
indicating nesd for extensaon

Wriess of relagivs- - - - - - - - - - - A WBAIE e Mame and relstiorship of relative, Leave of Abssnce Medical

Documentaticn farm (FA-G0230) ndicating need for extensaon
Farerdal ... ...l Twear L. Carnot extend - 2nd wear must be perscnal  Only one parental
leave can be continued with personal; you must have completed
thires (3] wears of continuous full-tme employment (AFSCME -
full-time and part-temel  with Miami-Dade Courty Public Schoals to
be eligible for personal keave.
Military _ _ ... L. Molimit ... Copy of miltary orders
Motwithstanding the above limitatsons on the maximum length for each type of extended leave of absence without pay, the following overal
limitation shall apply to any single leawe or combinabon of leaves, regardiess of category:

The number of calendar years granted for any single period of continuous keave of absence without pay, with the exception of extended
military keave, shall mot excesd the number of crediable salary years eamed with MODCPS (entire fiscal'schood years worked for AFSCME and
DCSMEC) immediately preceding the leave request, up to a mamemum of four (4) for UTD, MEP, DCSAA, FOP and DCSMEC, three (31 for
Confidertial Exempt, twio (2} for AFSCME |except for iliness leave). A UTD employee who took leave during any part of the preceding
fiscal'schood year, and retumed 1o work, s not eligile for a new leave during the subsequernt fiscalischoaol year.

Sty days price to the expiration of youwr leave, you will be serit o Letter of intent o complete ard retumn.  Please notity the Department of
Retrement/Leave/Unemployment Compensation of any change in your address in order that you will be assured of receiwing and refurning the
Letter of Imtent. Failure to do so could jeopardize your employment with Miami-Dade County Public Schoals.

Failure to adhere to the conditiors under which yowr leave s granfed will result in the immadiate revocatsan of your leasve and possible
ST Nt

RETIREMENT CREDIT

Under the Florida Retirement System Pension Man, up o 24 months (2 vears) of retrement credit may be purchased for authorized beaves of
absence. A member must retwn to the employment of a Florida Retirement System covered employer smmediately upon termination of the
learwe and reman for at least one (1) calendar month. Aetirement credit for a leawe of absence will nat be gramted until six 8] years of crediable
service have been completed. The required corfributions may be made at any time prior to retremert.  The member must pay the total
condribution plus compoundsd interest. Under the Florda Bet Systemi | nerit Plan, of ab & are not able to be purchased.
Under the Teacher s Retwement System there is no Emit to the number of years of leave which may be purchased for retirement purposes.  (For
further information call the Aetirement Section, 998-7080.]

EMPLOYEE BENEFITS

Far mone information contact the EMPLOYEE BEMEFITS office at 998-7128,
Insurance coverage is proveded according to bargaining unit and type of leave as indicated in the following chari:

BOARD PAID HEALTH COVERAGE AND LIFE INSURANCE BENEFITS FOR EMPLOYEES ON BOARD-APPROVED LEAVE

utD
Professional . . . . . Yes
liness/Self - - . - . - Yes
Briess/Family- - - - - Yes
Parental . .. __ ... Yes
Personal . .. .. ... ves
Mlitary . ... .. .. Mo

*  HBoard-Paid HEALTH COVERAGE AND LIFE INSURANCE BEMEFITS OMLY will be authiorized for a masimam
of one (1) year for each personal keave without pay granted. UTD and Corfidertial Exempt employees have the
option to purchase HEALTH AND LIFE INSURANCE BENEFITS at the group rate for the second consecutive year
of Board-approved personal leave without pay.

** Employess who aee either drofted or are alresdy membsrs of the active or retired reserves of the United
States Armed Forces (but not erlsiess] wha are involuntasily called to active duty, shall hove their health and
Ife irsurance cowerage continued by the Board for the period of their approved keave.

***If ful-time employment is approved, no Fringe Benefits will be provided.

****DCEAA employees on professional leawve will continue to receive Board-paid health coverage and Me
insurance benefits for cne year.

IMPORTANT: Emplowees on Board approved leave have the option to continue any of thew cowerages through direct payment while on beave.
For thase benefits not mentoned above, the depariment of EMPLOYEE BEMEFITS will contact you. All employees whose inrtial leave began atter
January 1, 20718 an a leave category that does not provide Board-pasd benefits or changes fo a leave category that does, are subject to a 90-day
waiting period for benefits io be reinstabed_

FM-2T83 Rev. (09.22)
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Miami-Dade County Public Schools
Department of Transportation

TRANSPORTATION EMPLOYEE INFORMATION SHEET

(LOCATOR SHEET)

PLEASE PRINT NEATLY!

Employee ID number:

Employee name:

First M.L. Last

Home Address:

Street address (NO P.O. boxes)

City

Telephone numbers:

0 home phone: - - O cell phone:

Zip Code

E-Mail Address (optional):

Emergency Contact Information:

(1) Name of Person:

Relationship:

Telephone Number: - -

(2) Name of Person:

Relationship:

Telephone Number: - -

Employee Signature

Date

OFFICE USE ONLY:

O DRIVER ROUTE# U AIDE ROUTE# )
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MIAMI-DADE COUNTY PUBLIC SCHOOLS
RECORD OF SCHOOL BUS EVACUATION DRILLS

Rule 6A-3.0171(2) of the State Board of Education states: “School Principals (or their designees) shall
direct school bus emergency evacuation drills during the first six (8) weeks of each semester and
maintain documentation for all students.” This form shall be used to document the required school bus
emergency evacuation drills. Evacuation drill records shall be maintained at the school for the current
school year plus the preceding three (3) school years.

L A L L R e L I L L L R L R L L e e R Lttt

SCHOOL: LOCATION®
DATE OF EVACUATION DRILL: TME:
BUSROUTENUMBER: MAME OF DRIVER:

CIRCLE DOOR(S) USED: FRONT REAR SIDE

Signature of School Principal or Principal's designee

DATE OF EVACUATION DRILL: TIME:
BUSROUTENUMBER: NAME OF DRIVER:
CIRCLE DOOR(S) USED: FRONT REAR SIDE

Signature of School Principal or Principal's designee

DATE OF EVACUATION DRILL: TIME:
BUS ROUTE NUMBER: MAME OF DRIVER:
CIRCLE DOOR(S) USED: FRONT REAR SIDE

Signature of School Principal or Principal's designee

DATE OF EVACUATION DRILL: T™ME:
BUSROUTENUMBER: NAME OF DRIVER:
CIRCLE DOOR(S) USED: FRONT REAR SIDE

Signature of School Principal or Principal's designee

FM-1125 Rev. {05-20)
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INSTRLMCTHOIMS:
Parent — Sign this reguest & return 1o the schoal. Allow up to 10 days Tor processing.
Schoal — Confinm info & provide SPACE AVAILABLE form 10 student il approved.
Stusde rit- Keep 2 copy and provide to driver when requested,

Miami-Dade County Public Schools

Department of Transportation
REQIUEST FOR Sh STUDENTS TO RIDE ON
A SPACE AVAILABLE BASIS

Space Available request for Success Management Academy students (SMA)

Students riding with a “Space Available Pass”™ are expected to ohserve all transportation rules & procedures. Fallune to abide by such nules shall be cause for immediate
revocatian. Students niding with this pass may only use gxisting bus stops while awailable.

[_Istudent ID verified by

Parent/Guardian Signature Date

1. This farm shouwld be resubmitted every schoal year (after the 10 day of each school year) 4. Not ewery stop i serviced in the morming ar aftemoon due to ridership
2. Mo reeay stops o services will be implemented to accommedate space avadable students 5. Bus stops offered may not operate year-round or subsequent years
3. Students may reced parental assistance to reach stop locations due to distance/hamrds &. No student should ride bus until notified application is approved

1. Section below is for the school site authorizing the initial request [als

tely fill out section 3)

Do nat swbmit requests for Space Availshle without confirming {with the driver) that thene i space on the bus & stop i in service.

School . School Loc# School Fax
School Contact Direct Number Ext
Mumbar of Seate maliable: . [0 Bus is at Capacity [0 requested before 10 days of school

Mot a valid stop location ] Stop is at an ESE student’s home

D Approved D Denied O

2. Section below is for SMA Program

7112 &t 7111 - Hialzah SHS 7347 - Miami Jackson Adult Ed 7512 at 7241-Ronald W. Reagan/Doral SHS

J13E ot T131-HML SHE 2342 st 7791 -Booker T. Washington SHS 7512 at 7191-Hialeah Gardens SHS

727 - Miami Coral Park Adult Ed 7432 at 7731-Southridge SHS 7512 at 7049-Westland Hialeah SHS

7432 at 7361-Miami Killian SHS

1 Mame ol Student

_ Student 1D A
|
1 Student fddress Date of registration:
|
: Stop location: Pickup time: Drop off Tirme:
: School bus route # AM | PM_ PM WED _
|
1 Authorized School Site Signature Name of person isulng this pass Date of Esus

I name af Swdent

I Student Address,

_ Student 1D &
_ Drate of registration:

Pickup tirme: Drop off Tirmea:

Date of Eksue

I Sll’.‘lp locatian:

: School bus route # AM B PM PM WED'

1 Authorized School Site Sgnature

L e 8 0 &0 0 B 3 B | L 8 & & & &8 &0 4§ B 8 &0 & 0 &8 4 &8 3 B & 0 B} |

Mame of pEr=on (S5 'Iu'll!. pass
—— - -

FM-5619 (D5-Z3)

111



ACTIVITY SCHEDULE

NAME OF PROGRAM: WEEK OF: TRANSP. CENTER:

The bus driver MUST complete ALL of the information required below for each trip made. When more than one trip is made on a given
day, another line must be used. Mileage and Time readings below are to be taken as instructed by the office and totaled by the office.

These reports MUST be given to the field trip clerk weekly.

@ M-DCPS DEPARTMENT OF TRANSPORTATION

DATE |ROUTE# | Bus# |SPEEDOMETERREADING| 1opp TIME NO. OF |PLACE OF PICK UP| DESTINATION
OF TRIP MILEAGE PUPILS
BEGIN END START | FINISH
TEACHER'S SIGNATURE
DRIVER'S SIGNATURE DRIVER'S NAME EMPLOYEE #
FIELD TRIP CLERK INITIALS
FM-2534 Rev. (05-20)
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MIAMI-DADE COUNTY PUBLIC SCHOOLS

E_— TRAMSPORTATION DEPARTMENT

bl ROUTE REPORT - SPECIAL EDUCATION PROGRAM

Public Schoals

Please, complate this form at the close of each pay period. This report 15 to be turned in to Transportation Office
with Time Report. After you have listed your students, please list your school{s), including your shuttle runs, with
arrival and departure times for each school in the A.M. and P.M.

DRIVER ROUTE MNO. BUS MO.
AIDE DATE FORM COMPLETED
IMN OuUT [ NAME/ADDRESS OF STUDENT BUS STOP SCHOOL HANDICAP

FM-3036 Rev. (05-20)
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MIAMI-DADE COUNTY PUBLIC SCHOOLS

E TRANSPORTATIOMN DEPARTMENT

Miami-Diade Gounty ROUTE REPORT

Pubbe Schoaks

USE A SEPARATE SHEET FOR EACH ROUTE. List the school(s) you serve as the last stops on your run and gve
arrival time for each school for pickup and the time you leave each school for drop off. This report is to be turned
in on the 7th day after school opens and thereafter, as requested.

ROUTE NOD. BUS NO.
[Date Form Completed)
DRIVER
Has this routa changed since prewviows months report {Answer Yas or Mo)
Approximate Mumber Actually Transported Daily -—--—- I ouT
STOP i ouT ADDRESS OF STOP G R A DETS
MO ({BE ACCURATE)

FM-3037 Rav. (06-22)
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APPENDIXY
MIAMI-DADECOUNT8CHOOBOARDPOLICIES

Policy4213,StudentSupervisiomnd Welfare
Policy8462,Student Abusand Neglect

Policy5517.01 Bullyingand Harassment
Policy5500,Student Conduct and Discipline

Policy867Q Post Trip Inspections of School Buses
Policy5610,Suspension and Expulsion of Students
Policy5630,CorporalPunishmentind Useof Reasonabl&orce
Policy4210,Standardsof Ethical Conduct
Policy4210.01,Codeof Ethics
Policy4124,DrugFreeWorkplace

Policy4215,Useof Tobacco Productsnd Smokindpevices
Policy4231,0utsideActivitiesof SupporiStaff
Policy4129,Conflictof Interest
Policy4232,PoliticalActivities
Policy4362,Anti-Discrimination/Harassment
Policy4380, ThreateningBehaviofTowardsStaffMembers
Policy4430,Leavef Absence

Policy4430.01 FMLALeave

Policy 8600Transportation
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4213- STUDENSUPERVISIONND WELFARE

Protecting the physical and emotional wbking of students is of paramount importance. Each support staff
member shall maintain the highest professional, moaald ethical standards in dealing with teapervision,
control, andprotection of studentn or off schoolproperty.

Staffshall:
A. report immediately to a building administrator any accident, safety hazard, or other potentially
harmful conditionor situation s/hedetects.

B. provideproperinstructionin safetymatters.
C. immediatelyreportto a buildingadministratorknowledgeof threats of violenceby students.
D. not sendstudentsonany nonschoolrelatederrands.

E. not inappropriately associate witstudents at any time in a manner which may give the appearaince
impropriety, including, but not limited to, the creation or participation in any situation or actwitich
could be considered abusive or sexually suggestive or involve Blglgstances such akugs,alcohol, or
tobacco.

F. notengagedn unacceptableelationshipsand/or communicationswith students.

Unacceptable relationships and/or communications with studentdude butare not limited to the
following: dating; any fornof sexual touching or behavior; making sexual, indecent, or ilfggglosals,
gestures, or comments; and/or exploiting an employgtedent relationships for angeason. Any sexual
or other inappropriate conduct with a student by any staff member will sulifeetoffender to potential
criminal liability and discipline up to and including terminatioreofployment.

G. Iif they have knowledge of or have reasonable cause to suspect that another Board employee is
engaging in unacceptable relationships andéommunications with a student, immediately repsuich
information to asite or regionsupervisorfailureto do soshallconstitutea violationof this Board

policy.

H. if a student approaches a staff member to seek advice or to ask questigasding a personal
problem related to sexual behavior, substance abuse, mental or physical health, and/or family
relationships, etc., the staff member may attempt to assist the student by facilitating contact with
certified or licensed individuals in the District or community who specialize in the assessment,
diagnosisandtreatmentofthed & dzR Sy (i f@ableng i | G SR

However, under no circumstances should a staff member attempt, unless properly certified liaadsed

Fdz K2NAT SR (2 R2 a23x (G2 O2dzyasSt:z | aaSaaadshéukl 3y2aS8s

such staff member inappropriately disclose personally identifiable information concéheisgudent to
third persons nospecificallyauthorized by law.

I.  nottransportstudents ina private vehiclewithout the approvalof the principal.

J.  notberequiredto performwork or serviceghat maybe detrimentalto their health.

Since most information concerning a child in school, other than directory information described in838Igy
is confidential under Federal and State laws, any staff member who shares confidential informitition
another person not authorized to receive the information may be subject to discipline and/dratility. This
includes, but is not limited to, information concerning assessments, grades, behaviorptackiyoundand
allegedchildabuse.

Pursuant to the laws of the State and Policy 8462, each staff member shall report to the proper legal
authorities (site administrator, SchoBblice, and Department of Children and Families) immediatelgigny
of suspectecthildabuse omeglect.

Effective7/1/11
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8462- STUDENABUSEABANDONMENT, ANREGLECT

Any person, including teachers, administrators, suppersonnel, and other District and school persomvab
knows, or has reasonable cause to suspect that a child or a student has been abused, abandoegldcted by
a parent, legal custodian, caregiver, adult, other person responsible farhitdis welfare, athat a child is in
need of supervision and care and has no parent, legal custodian, or responsiblectativie immediately known
and available to provide supervision and care shall report such knowledgespiciorto the FloridaDepartment
of Childrenand Familieq"DCF")n a manneprescribedby this policy.

In addition, any person, including teachers, administrators, support personnel, and other District and school
personnel who knows, or has reasonable cause to suspect thiaitchor student is the victim of childhoadxual
abuse or the victim of a known or suspected juvenile sexual offender, shall report such knowledsgiciorio
the Departmentof Childrenand Families.

Any person who is required to report known suspected child abuse, abandonment, or neglect and who
knowingly and willfully fails to do so, or who knowingly and willfully prevents another person from doigig so,
guilty of a felony ofthe third degree, punishablasprovidedin F.S775.082,775.083,0r 775.084.

Prohibiting or delaying an employee or subordinate from making a report of known or suspected childrabuse
neglectmay constituteaviolation of law even ifthe supervisolintendsto makethe report themselves.

Although reports of known or suspected child abuse or neglect should always be made by the person first
learning of the incident, persons with additional information regarding the incident must provide the
informationto the appropriateauthority asoutlinedin FloridaState statutesandthis policy.

Immunity from Liability

Under Florida law, any person, official, or institution participating in good faith in any act authorireguned by
this chapter orreporting in good faith any instance of child abuse, abandonment, or negléet epartment of
Children and Families or any law enforcement agency, shall be immune from anyceimiirgal liability which
might otherwise result by reason of such action. Further, no school district empt@dee subjectedto
detrimentalchangesn employmentstatus byreasonof hisor her makingsuchreport.

GeneralDefinition of ChildAbuse

Child abuse includes harm or threatened harm to a child's physicaéaotal health or welfare by the acts or
omissions of a parent, legal guardian, adult household member, legal custodian, caregiver, or other person
responsible for the child's welfare including an employee of any school, public or private day care center,
residential home, institution, facility, or agency or any other person at such institution legally respondihée for
child's care. Harm to a child's health or welfare can occur when the parent or other person resptorsibée
child's welfarenflicts, or allows to be inflicted, upon the child physical, sexual, or mental injuryctheteor is
likelyto causethe O K A hy&si@admental,or emotionalhealthto be significantlyimpaired.

Childabuseincludesthe neglectand abandonmentof a child.

In determining whether harm has occurred, the following factors must be considered in evaluating any
physicalmental, oremotionalinjury to achild:

A. the ageof the child.
B. anyprior historyof injuriesto the child.
C. thelocationof the injury on the body of the child.

D. the multiplicity of the injury;and
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E. thetype of trauma inflicted.
Examplesof Abuse,Neglect,and Abandonment
Physicalnjury - the resultof willful actsthat produceinjuries.

Mental Injury - an injury to the intellectual or psychological capacity of a child as evidenced by discarmible
substantiaimpairmentin the ability to functionwithin the normalrangeof performanceandbehavior.

Neglect- depriving a child, oallowing a child to be deprived of, necessary food, clothing, shelter, or medical

treatment, although financially able to provide such care, or permitting a child to live in an enviromhent

ddzZOK RSLINAGI GA2y 2N SY@ANRBYYSylG Ol dza Sa dgHffanyKA f RQa LIK & .
impaired.

Sexual Abuseallowing the commission of sexual battery or lewd and lascivious acts, against opiasbecef
the child or sexually exploitinghe child.

Abandonment- making noprovision for the child's support and failing to establish or maintain a substantial
positiverelationshipwith the child.

Child in Need of Supervision and Can@hen a child that has no parent, legal custodian, or responsible adult
relativeimmediately knowrand availabléo providesupervisiorandcare.

Additional Categories of AbuseExploiting a child, or allowing a child to be exploited (hiring and employing;
infliction of pain or suffering); exposing a child to a controlled substance or alcohol; using mectavices,
unreasonable restraints, or extended periods of isolation to control children; engaging in \belesior that
demonstrates a wanton disregard for the presence of a child and could reasonably resaribims injury to the
child; negligently failing to protect a child from inflidt@hysical, mental, or sexualjury causedoy theactsof
another;allowinga child'ssiblingto die asaresultof abuseor neglect.

Additionaldefinitionsof childabusecan befoundin F.S39.01.
ChildAbuseReportingProcedures

Complete the following procedures when reporting suspicion of child abuse, abandonment, neglect, ahilét a
is in needof supervision andare:

A. Immediately report suspected abuse to theenty-four (24) hour, tolfree DCF Central Abustotline
at 1-800-96- ABUSE (22873) or onlineldtps://www.myflfamilies.com/serviceprograms/abuse
hotline/report-online.shtml New allegations of child abuse require the immediemorting of
suspecting child abuse, neglect, and abandonment regardless of a child's quaesentunderthe
supervisiorof DCF.

¢KS NBLER2NI &aKz2dzZ R AyOft dzRS (KS OKAfRQa yIYSI K2YS | F
Information System (ISIS) and on the Student Data Card, parent/guardian information, atldesiny
identifiableinformation thatwill assistDCHn locatingthe child.

A determination should be made as to who perpetrated the abuse and where the incident océurrred
appropriate law enforcement notification, and then no further questioning of the child by SBbaad
employeesshalltake place.

Advise the Florida Abuse Hotline operator of whether the student is in school on the day that the
report is made.

B. Immediately notify (305995-COPS (2677) and the school site administrator that the abudeebhas
reportedto the DCFCentralAbuseHotline.
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C. Ifthe incident of suspected abuse alleges that a school board employee is the offender, folstepthe
outlined above. Additionally, the site administrator must contact the Office of Professttaatiards
(OPS).

D. Schoolsite employees shall not contact the child's parent or guardian, including anyone who is in a
parental relationship to a student or any person exercising supervisory authority over a ghlddeénof
the parent. The representative from DCF or law enforcement agency will contapatkat/guardian.

E. Board employees shall not contact the alleged perpetrator. A representative from DCF or law
enforcementwill contactthe allegedperpetrator.

F. Always maintain confidentiality of the report and suspected abusdwithstanding providing
informationto officials forpurposes of thénvestigation.

G. Simply notifying a school site or work supervisor does not relievetmgloyee from the mandatory
reporting requirements. School or other District personnel who are informed of suspected abuse,
abandonmentandneglectare also obligatedo report to the centralabusehotline.

No employee of thalistrict shall be subject to reprisal or discharge because of his/her actions in repattisg,
abandonment, oneglectpursuant to lawandthis policy.

No Board employee may agree, as a condition of receiving information about child abuse, neglect, or
abandonment from a victim, a perpetrator, witness, or other person, that the Board employee will notti@port
information as requiredby law ancthis Boardpolicy.

PostReportingProcedures

A. The person who reports the alleged abuse shall rematheschool and an appropriate Board
employee shall remain with the child until a representative from DCF or law enforcement arrives on
campus. At that point questioning of the child may resume, but only at the direction of eith&@feor
law enforcementagency.

B. Inthe event a report of suspected child abuse is made after regular school hours and a school
administrator is unavailable because the report occurred after hours, the Board employee nsusé be
to inform the school administrator the following morning. Please note that the DCF CAbtraé
Hotline must alwayde called.

Cc. Do not maintain records or reports made pursuant to this policy as part of the student's educational
record.

D. Any schoolteacheror other school official or personnel who reports a case of child abuse mthe at
time s/he makes the report, request that the department notify him/her that a child protective
investigation occurred as a result of the report and may also request a written summary aidititene
of the investigation. DCF shall mail such a notice to the reporter within ten (10) daysoafigetingthe
child protectiveinvestigation.

E. After a call has been made to the hotline, all issues and concerns pertaining riepitie should be
directed to School Operations at 3@95-4600. Any issues and concerns occurring after businesss
shouldbe directed 10305995 COP$2677).

StudentsWho HaveNot BeenPickedUp from SchoolOr After SchoolCare

A. If a student hasiot been picked up from school after dismissal, the principal or after school care
manager shall make every effort to contact the parent/guardian or other authorized indivilistaid
on the StudentData /Emergency ContaCtard.

B. After two hours havgassed from the regularly scheduled dismissal time, the principalomatact
1-800-96- ABUSK22873) to report the incident. This step should only be taken wheiffalts have



been exhausted with regard to contacting the parent/guardian or other authonwiddualson
the studentdatacard.

DCF/LavEnforcementinvestigationsof ChildAbuse
A. ArrivalOnCampus:

Upon arriving on campus, all personnel from DCF will be required to produce their State issued
identification. School personnel shaltamine and verify the identity of the DCF representativenaagl
call the Abuse Hotline to confirm but shall not make a photocopy of the ID or requesidalitjonal
identification document or information. Because immediate investigation of child abosgaal,every
effort mustbe madeto prevent delay in verification.

Upon the initiation of an investigation by DCF and/or law enforcement agency, no additional
investigation should be initiated by any schasite personnel. Depending on the nature of the
allegationsarepresentativefrom one or both of
those agenciebavethe authority to conduct an interview with a student on school premises dthisg
school day and may come to school to do so. Upon arrivincpompus the representative frordCF
FYRk2NJ g SyF2NOSYSyid F3ISyoOe aklff puRdk&®Hn GKS LINRAY
the presentation of proper identification, these individuals must be given accebe &tudent.

B. InterviewingStudents:

A school staff member known to the child may be present during the interview only under the
following conditions if:

1. Arepresentative from DCF or law enforcement believes that the school staff membeu(d)
enhance the success of the interview, and a scisitel administrator has informete
alleged abused child that the child may have a staff member present and thechbiddes to
do so.

2. When a determination has been made to conduct an interview on school grounds, it beould
conducted in an area that ensures confidentiality and avoids embarrassment iutient.

C. Removabf Studentsfrom Campus:

If the representative from DCF or law enforcement agency determines thattitent is to be

removed from school, this shall be done as inconspicuously and expeditiously as possible. Court

orders shall not be required to commence an investigation or remove a child. The agency that

NBY2@Sa GKS aiddzRSyid FTNRY a0OKz22f akKlff 6S NBaLRyaroft
guardian(s).

A DCF employee who removes a child from campus must sign the student out of school pursuant to
Districtpoliciesandprocedures.

Under no circumstance shall an alleged student witness be removed from the school or a school
sponsoredactivity or event.

D. RecordsindInformationSharing
Access to any records or information reasonably necessary to ensure appropriate servicexfoldthe
or for the safety of the child should be providedD&F/law enforcement. Such records anfibrmation
are otherwise confidential and may be shared with DCF/law enforcement only thaougteragency
agreementandin accordancevith Federaland Statelaw.

PenaltiesForFailureto ComplyWith Mandatory ReportingRequirements

A. Any employee who is required to report known or suspected child abuse or neglect anihatwongly
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and willfully fails to do so, or who knowingly and willfully prevents another persondoamg so, is
guilty of afelony of the third degree, punishable as provided in F.S. 775.082%083.

B. A person who knowingly and willfully makes public or discloses any confidential infornatitained
in the central abuse registry and tracking system or in the records of any child amesgent case,
except as provided in F.S. 39.201 and 794.024 is guilty of a misdemeanosettmdegree,
punishableas providedn F.S. 775.082 at75.083.

C. A person who knowingly and willfully makes a false report of child abusegdect, or who advises
anotherto makea falsereport, is guilty of a felonyof the third degree,punishableasprovidedin
F.S. 775.082 or 775.083. Anyone making a report who is acting in good faith is immune fliaivilapny
underthis subsection.

Any employee who fails to abide by this policy may be subject to disciplinary action, up to and including
dismissafrom employment.

Effective 7/1/11
Revised 4/15/15
Revisedt/29/20
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5517- PROHIBITION ODISCRIMINATION AND HARASSMENT AGAINST STUDENTS BASED ON
PROTECTEIATEGORIES

The School Board shall comply with all Federal laws and regulations prohibiting discriminationrequlirginents and
regulations of the U.S. Department of Education. The Board will enforce its prohidg#nst discrimination and
harassment based on sex, race, color, ethnic or national origin, religion, nsiaitas, disability, age, political beliefs,
sexual orientation, gender, gender identification, social and fab@lykground, linguistic preference, pregnancy, and any
other basis prohibited byalv. The Board shathaintain an educational and work environment free from all forms of
discrimination and harassment, whigficludes Title IX of the Education Amendments of 1972. Title IX prohibits all forms
of sex discrimination andnwelcome sexual conduct, including conditioning any lagahefit, or service of the school on

Iy Ay R patiidigatizh if @&elcome sexual conduct, sexual assault, dating or domvéasigace, stalking, and all
forms of sexual harassment that a reasonable person would determine so severe, pervasive, and objéiethaiye

that it denies a student access to an education program or act®itgh conduct may include, bsinot limited to,
unwelcome touching, graphic verbal comments, sexual jokes, gjessiresor pictures,whether inperson or through

any other method, including sexual cyHearassment. All studentgdministrators, teachers, staff, and all other school
personnel kare responsibility for avoiding, discouragiagg reporting any form of prohibited discrimination or
harassment against students by employees, ottedents and their parents or guardians, or third parties. This policy
prohibits discrimination and harassmettiocations, events, or circumstances over which the Board exercises substantial
control over both therespondent and the context in which the prohibited conduct occurs, including but not limited to
such event®ccurring on school property, duringna schoolrelated or schoekponsored program or activity, and on
schootsponsored transportationThis policy also prohibits retaliation against a person who has maelgoat or filed a
formal complaint alleging unlawful discrimination or harassment, or who has participatedvéeessin adiscrimination

or harassment investigation.

For additional information about Title IX or any other discrimination or harassment concerns contact:

Officeof CivilRights Compliance (CRC)
ExecutiveDirector/District Title IX Coordinatbb5N.E.15th Street,
SuiteP104E

Miami, FL 33132
Phone:(305)995-1580

Fax:(305)995-2047
crc@dadeschools.net
http://crc.dadeschools.net/

For additional information on Section 504 of the Rehabilitation Act of 1973 or any other student disability
concerns contact:

Division of Special Educatiood
Coordinator

1501N.E.2nd Avenue Suite409
Miami, FL 33132
Phone:(305)995-1796

Fax:(305)523-0591
ese@dadeschools.net
http://lese.dadeschools.net/

TheBoardwill takeimmediatestepsto disciplineindividualsfor:

A. Retaliating against a person who has made a report or filed a complaint alleging unlawful
discrimination or harassment, or who hasrticipated as a witness in a discrimination or
harassmentnvestigation.

B. Filingamaliciousor knowinglyfalsereport or complaintof discriminationor harassment.

C. Disregarding, failing to investigate adequately, or delaying investigatiafiegfations of prohibited
discrimination or harassment, when responsibility for reporting and/or investigating unlawful
discriminationor harassmenthargescomprises part of one'duties.

Thedistrict compliance officer will supervise compliance with Federal and State regulations and address
complaints in accordance with law and Policy 5517.02. The Board will provide proper net@malafcrimination
for Title II, Title VI, and Title VII of the Civil Rights Act of 1964, Title IX of the Edcaimiment Act of 1972,
Section 504 of the Rehabilitation Act of 1973, and the Americans with DisaBititiefs1990.
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Reportsand Complaints

Students who believe they have been the victimdafcrimination, harassment or retaliation are entitledute
the complaint procedures in Policy 5517.02, or, if the complaint involves sexual harassment praiyibitesl X,
to file aformal complaintin accordancevith G K S 5 ATaldiXGkxGal Q &

Harassment Manuand request an investigation. Reports will be addressed as soon as possible after the
alleged conduct occurs while the facts &rewn,and potential withesses are available. When a sexual
harassment report is made, supportive measures will be offered, and the formal complaint process will be
explained to the complainant. During an investigation of prohibited conduct, the complainant and the
respondent shall be provided an equal opportunity to present withesses and evidence relevant to the
complaint. Theprincipalshall apply the Code of Student Conduct to allegations of discrimination and
harassmenby students, excepas otherwisespecifiedin law orregulation.

LYAGAFGAY3 + NBLER2NI 2N F2NXYIE O2YLX FAydG At o2
extra-curricular programs unless the complainant makes the complaint maliciously or with knowledgésthat
false. Investigation of an allegation shall not proceed sdiaged oran anonymous complaintithout first
attempting to ascertain the identity of the complainant. If after such efforts, the complairanainsanonymous,
the investigationwill proceedto the extent possible.

The Superintendent shall develop guidelines setting forth the conditionsegquirements to implement this
policy in accordance with federal and state laws, regulations, and Board policies. The District'sSChidediXator
is authorizedo coordinatethe. 2 | NR Déobligatioist S

Privacy/Confidentiality

Thedistrict respects the privacy of students, including the complainant, the respondent, and the withesses,
O2yaraidSyid eAGK GKS . 2FNRQa tS3rt 206ftA3alLdA2ya G2
regulatory, discovery or disclosure obligations. All records generated under this policy and Policy SBalr 102
maintained as confidential to the extent permitted by law, except as otherwise set forth in leagolation.

The complaint processes in Policy 5517.02 and/orTitle IX Sexual Harassment Maneegd not intended to
interfere with student rights to pursue complaints with the United States Department of Education, OffBieilfor
Rights, or the Florida Department of Education. The CRC Office processes such complaints actbeding to
procedures andtandardsset forth by Federahnd Stateagencies.

Retentionof InvestigatoryRecordsand Materials

All individuals responsible for receiving repodpplying formal complaint procedures, and/or conducting
investigations under this policy, Policy 5517.02, Policy 5517.03, and/dritled X Sexual Harassmevianual
shall retain all information, documents, electronically stored information (ESI)elaetionic mediareated
and/or received as part of the report, complaint, or investigation. The information shall be retenmaediately
upon receipt of specific information and/or written notice that could lead to an investigatimal complaint,
or potential litigation.

The information, documents, ESI, and electronic media retained may include public records and records
exemptfrom disclosureunder Federaand/or State law(e.g., student records).

The information, documents, ESI, agléctronic media created or received a part of a sexual harassment
complaint procedure shall be retained for not less than seven (7) years. All other types of investigladilbbge

maintained for not less than three (3) years, but longer if required by Policies 8320, 8330RAtle NA Ol Q &

records retentionschedule.

Educationand Training

The Board promotes preventative educational measures to create greater awareness of unlawful harassiment

discrimination. The Superintendent shall provajgpropriate training to members of the School District

Ay @Sa
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community related to the implementation of this policy and Policy 5517.02RThed U S¢fudd liagsment
traininginformation shallbe retainedfor not less tharseven (7years.

EmployeeSexualConduct

Any teacher, administrator, coach, or other school authority who engages in sexual conduct with arsiayglent
also beguilty of acrime.

Effectof Other Policies

The definition of harassment that is not based upon protected categories is contained witHiotleeofStudent
Conductreferenced in Policy 5500. Florida law also deffigying and Harassmerds set forth in Policy
5517.01. In accordance with Florida law, Policy 5517.03 deflatisg Violence or AbusBolicy 5136.02efines
Sexting.

Effective 7/1/11

Revised 1/19/13
Revised 0/21/20
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5630- CORPORARUNISHMENANDUSEOFREASONABIHORCE

Teachers oother designated members of the staff are authorized to control students assigned to theshahd
keeporderin the classroom.

Corporalpunishmentis strictly prohibited. Comprehensivg@rogramsfor alternativedisciplineinclude,but are not
limited to, counseling, timeout rooms,chool suspension centers, student mediation and conisolution,
parentalinvolvement, alternativeeducationprograms,andother forms of positivereinforcement.

Suspensions and/or expulsions are asailable as administrative disciplinary actions depending upon the
severityof the misconduct (Policy 5610).

Instructional and support staff, within the scope of their employment, may use and apply reasonabl&oforce
quell a disturbance threatening physical injury to others, to obtain possession of weapons odattgarous
objects upon or within the control of the student, in sdifense, or for the protection of persoosproperty.

Effective7/1/11
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4210- STANDARDSFETHICACONDUCT

All employees are representatives of thistrict and shall conduct themselves, both in their employnaartin
the community,in amannerthat will reflect credit upon themselves antthe schoolsystem.

Asupportstaff membershall:

A.

make areasonable effort to protect the student from conditions harmful to learning and/or to the
student'smentaland/or physicahealth and/orsafety.

not unreasonablyestraina studentfrom independentactionin pursuitof learning.
not intentionallyexposea studentto unnecessargmbarrassmenbr disparagement.
not intentionallyviolateor denya student'segalrights.

not harass or discriminate against any student on any basis prohibited by law or the Schochfbard
shall makeeasonable efforts to assure that each student is protected from discrimination and
harassment, including but not limited to, making a report of discrimination, harassmerdtaiation for
reporting discrimination and/or harassment, to the administrator or designee to wtheramployeeis
responsibleand/or the District'sOfficeof CivilRightsComplianc CRC);

not exploit a relationship with a student for personal gain or advantage (see Board Policy
4213,StudentSupervisiorand Welfare).

keepin confidencepersonallyidentifiableinformation obtainedin the courseof professionakervice
unlessdisclosureserves professionglurposes ois requiredby law.

not intentionally distort or misrepresent facts concerning an educational mattdirect or indirect
publicexpression.

not use institutionaprivileges for personal gain or advantage (see also Policy €titdlict of
Interes).

accept no gratuity, gift, or favor that might influence judgment (see also Policy £b28ljct of
Interesy.

Pursuant to F.S. 112.313, no support staff member shall solicit or accept anything of value iacgjiiiing
(see F.S. 112.312), loan, reward, promise of future employment, favor, or service baseah upon
understanding that the vote, official action, or judgment of the support staff member wouldfheenced
thereby.

offer no gratuity, gift, or favorto obtain specialadvantagegseealsoPolicy4129,Conflictof Interesy.
maintainhonestyin all dealings.
not interfere with anotherDistrictemployee'sexerciseof politicalor civilrightsandresponsibilities.

not engage in harassment or discriminatory conduct whickeasonably interferes with aimdividual's
performance of work responsibilities or with the orderly processes of education or whecles a
hostile, intimidating, abusive, offensive, or oppressive environment; and, further,reh&ltreasonable
efforts to assure that each individual is protected from such discriminatiorhangssment, including but
not limited to, making a report of discrimination, harassmentretaliation for reporting discrimination
and/or harassment, to the administrator or designee to whbmemployeeis responsibleand/or the
District'sOfficeof CivilRightsComplianc€ CRC);
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0. not makemaliciousor intentionallyfalsestatementsaboutanotherDistrictemployee.
P. not misrepresenbne’'squalifications.
Q. not submitfraudulentinformation on anydocumentin connectionwith employment.

R. not make any fraudulent statement or fail to disclose a material fact in one's own or another's
applicationfor employment.

not useabusiveand/or profanelanguageor displayunseemlyconductin the workplace.

report any criminal act, and/or disruptive, and/or inappropriate behavior to the administrator or
designeao whomthe employeds responsible.

Allegations of child abuse and/or neglédt)STalso be reported, immediately upon knowledgethe
Florida Department of Children and Families ®0D-96ABUSE (800-962-2873), or onlineat
https://www.myflfamilies.com/serviceprograms/abusehotline/report-online.shtmIANDto the School
Police at 30®95-COPS (30995-2677). Failure to immediately report child abuse and#eglectto the
properauthoritieswill leadto disciplinary action.

No support staff member shall have any interest, financial or otherwiisect, or indirect; engage in any
business transaction or professional activity; or incur any obligation ohatyre that is in substantiadonflict
with the proper discharge of his/her duties in the public interest. (see also Policy @ba8ict ofinteres)

All support staff members who have direct access to students shall be required to connpieieg on these
standardsupon employmentind annually thereafter.

Effective 7/1/11
Revisedl/13/16

Technical Change 3/17/17
Revisedl0/21/20
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4210.01- CODEOF ETHICS

All members of the School Board, administrators, teachers, and all other employeesdidttinet, regardless of
their position, because of their dual roles as public servants and educators are to be babhaddipwing Code
of Ethics Adherence to the Code of Ethics will create an environment of honestyndegtity and will aid in
achieving the common mission of providing a safe and-figality education to alDistrictstudents.

As stated in the Code of Ethics of the Education Profession in Florida (State Board of Education-F.A.C. 6A
10.081):

A. The educator values the worth and dignity of every person, the pursuit of truth, devotierdellence,
acquisition of knowledge, and the nurture of democratic citizenship. Essential tactiievement of
these standards are the freedom to learn and to teach and the guarantee ofagzpatunity for all.

B. ¢KS SRdzOIF G2NR& LINAYINE LINRPFSaaAz2ylt O2yOSoithe gAf f | ¢
a0dzRSYy i Qa LRGSYGALIf ® ¢KS SRdzOF 12NJ gAf f exéridsaelS F2 NBE a4
best professional judgment aridtegrity.
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parents, and other members of theommunity, the educator strives to achieve and sustaintitghest
degreeof ethicalconduct.

Further,nonacademicand elected officials are bound to accept these principles since these groups reflect
critical policydirectionandsupportservicedor the essentialacademic purpose.

Application

This Code of Ethics applies to all members of the Board, administrators, teachers, and all other employees
regardless of full or paitime status. It also applies to all persons who receive any direct economic tserobiits
membershipin Board fundednsuranceprograms.

Employees are subject to various other laws, rules, and regulations including but not limited to The Exbies of
for the Education Profession in Florida and the Principles of Professional Conduct of the EdRicd&esion in
Florida, F.A.C. Chapter-8A.081, the Code of Ethics for Public Officers and Employees,ifokrl Chapter 112,
Part 1ll, and Policy 4129, which are incorporated herein by reference and this Cletteosfshould be viewed as
additive to these laws, rules, and regulations. To the extent not in conflictamyhiaws, Board policies, or
governmental regulations, this Code of Ethics shall coneégeérdingconduct.In the eventof anyconflict, thelaw,
regulation,or Board policyshallcontrol.

FundamentalPrinciples
Thefundamentalprinciplesuponwhichthis Codeof Ethicsis predicatedare asfollows:

A. Citizenshig Helping to create a society based upon democratic values (e.g., rule addamaljty of
opportunity, due process, reasoned argument, representative government, checks and batagiuss,
andresponsibilities, andemocraticdecisiormaking.

B. Cooperationg Working together toward goals as basic as human survival in an increasingly
interdependentworld.

C. Fairnesg Treating people impartially, not playing favorites, being opg@nded, and maintainingn
objectiveattitude toward thosewhoseactionsandideas araifferent fromour own.

D. Honestyg Dealing truthfully with peopleheing sincere, not deceiving them nor stealing from theot,
cheatingnor lying.

E. Integrity ¢ Standing up for their beliefs about what is right and what is wrong and resisting social
pressureto dowrong.

F. Kindnesg Being sympathetic, helpful, compassionate, benevolent, agreeable, and gentle toward
peopleandother livingthings.

G. Pursuitof Excellence Doingtheir bestwith their talents, strivingoward a goal,and not givingup.
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H. Respect Showing regard for the worth and dignity ®dmeone or something, being courteous and
polite, and judging all people on their merits. It takes three (3) major forms: respect for orresekct
for other people,andrespect forall forms of life andthe environment.

I.  Responsibilitg Thinking before acting and being accountable for their actions, paying attention to
others, and responding to their needs. Responsibility emphasizes our positive obligations to eacd for
other.

Eachemployeeagreesandpledges:

A. To abide by thi€ode of Ethics, making the wbkking of the students and the honest performante
professionalluties coreguidingprinciples.

B. Toobeylocal,State,andnationallaws,codes,andregulations.
C. Tosupportthe principlesof due procesgo protect the civilandhumanrightsof allindividuals.
D. Totreat all personswith respectandto striveto be fair in all matters.
E. Totakeresponsibilityandbe accountablefor his/heractions.
F. Toavoidconflictsof interestor anyappearancef impropriety.
G. Tocooperatewith othersto protect andadvancethe district andits students;and
H. Tobe efficientandeffectivein the performanceof job duties.
Conflictsof Interest

Employees shall employ independent objective judgmemtarforming their duties, deciding all matters the

merits, free of partiality or prejudice, and unimpeded by conflicts of interest or other impriofleences. No

employee shall engage in conduct which creates a conflict of interest. A conflict of irdbedksbe defined as a

situation in which regard for a private interest tends to lead to disregard of a pdintycor interest. A conflict of

interest shall exist upon use by an employee of the authority of his/her dffitke use of any confidential

information received through his/her employment for the private pecuniaepefit of the employee, or the

SYLX 2885S5SQa& AYYSRAFGS FLYAtE 2NIVSYOENAFFaAKEASKNLIBRAECSKE Qi |
family has employment or ownership worth $5,000 or more, eitthieectly or indirectly,without disclosureto

the appropriateDistrictofficial.

A. Financial Interest. Except as authorized in any collective bargaining agreement, an employex shall
engage, or have any interest, financialotherwise, direct or indirect, in any businegsnsaction or
professional entity, either as a director, officer, partner, trustee, employeeamager in that entity,
which conflicts with or impairs the proper discharge of official dutiegloich could bring disfavor or
disrespect upon the employee or the District. Any provision ofd¢bde which requires disclosure to
District officials will be satisfied by the filing of a finandiatlosurestatementin the form requiredof
members of theBoard.

B. Contracting Decisions. An employee shall not recommend, vote, or otherwise participatededisen
to make any contract between thaistrict and any business or entity in which teeployee has a
personal or financial conflict of interest. This includes contractual relationshipsiniftof government
aswell asfor profit andnot for profit organizationsuchascharterschools.

C. Financial Conflict. An employee who has a financial conflict of interest because of a relationsaip with
business, governmental agency or not for profit institution must recuse himself/herself frordesigion
concerning that entity including any decision to contract or not to contract with the eatitythe
administration of the contract. The reason for such recusal must be stated in writinfileshavith the
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Superintendent and the Board Attorney prior to or at the time of the action requitiegecusal.
D. Il 2y 2NINAF® 'y SYLIX 2SS gAft y2d4 a2t AOAG 2 I OOSLIG |
duties. "Honorarium" shall be defined consistent with F.S. 112.3149, as a payment of margytong
of value paid to the employee or on his/her behalf as consideration for an oral preserdgatioiting
other than abook.

E. Personal Advertisements. An employee shall not advertise business or professional actistib®oin
property or use schoolwork hourproperty,or services to perform or promote personal, fat profit,
or commercial enterprises or to campaign or raise money for any candidates for pofftazl

F. Employee Publications. An employee shall not participate in the review and approval of publications
materials for District purchase by the office in which the employee is employed if the emplayee or
memberoftheS YL 28SSQa AYYSRAIFIGS FlIYAte Aa GKSthe dzi K2 Nk SR
saleof such publications amaterials.

G. Referrals. In no situation, shall an employee refer a parent or student to a service, service poovider,
product in return for anything of value. Officers or employees making referrals as part obtheil
duties shall make referrals to more than one provider of the service or product, if avalfablexample,
school counselors shall refer parents or students to more than one counsegboowider of medical
services, if available. Additionally, an employee shall not refer a paresttident to ary service, service
provider, or product in which that employee has a financial intenegfjout first disclosinghat interest
to the parentor student.

H. Outside Income. Employees shall not accept any outside earned income in any situation where a
reasonable person in the community could conclude that the receipt of the income would be
inconsistentincompatibleor in conflict with theS Y LJt 2 &8 S Sduties.2 FFA OA | €

I.  General Limitation on Solicitation. An employee shall not solicit, directly or indirectly any papments
other benefits under circumstances that would create in the mind of a reasonable person in the
community the belief that such payments or benefits were provided with the intent to improperly
influencethe S Y LJt 2 acBoBs(Thisprovisiondoesnot applyto lawful campaign contributions.

J. Gifts and Gratuities. The acceptance of gifts, payments or other benefits from those with whom the
districtdoes business, regardless of profit or not for profit status, can be improper. A gift is daned
FyeidKAY3a 2F @FftdzS GKFG Fy SYLX 28SS NBOSAHB®AS 2NJ (KL
without any payment or consideration received in return. Examples of gifts are tickefmtting or
cultural events, items of food, meals which cannot be immediately consumed sudhosiday pary, use
of facilities, forgiveness of debts, interests in real property, investmentsieschandisepr arebateor
discount(unless the rebate or discourgnormallygivento anymember of the public). Employees who
are in the position to make anfluence a decision to spersthool funds shall not solicit or accept any
personal gifts, favors, or benefits of more than nomivalue during a calendar year from any single
person or organization that might benefit romtieY L 28 SSQ& RSOAAA2Yy P ¢KAA LINRE
(a) meals provided at an event at which thimployeeparticipatesin a seminaror similaractivity; (b)
travel expensesand mealspaid by alocal, state, federalor foreigngovernmentagencyor (c) lawful
campaigncontributions.

ConductRegardingStudents
Eachemployeeshall:

A. make reasonable effort to protect the student from conditions harmful to learning and/or to the

Aa0dzRSydQa YSyidlf FyRk2N LKeaAolrf Kakingiakepony Rk 2 NJ & F S
suspectedchild abuseor neglect inaccordancewvith Policy8462.

not unreasonablyestraina studentfrom independentactionin pursuitof learning.

not unreasonabldenya studentaccesgo diversepoints of view.

not intentionally suppresr distortsubjectmatter relevantto aa i dzR Scgd@rfigirogram.

not intentionallyexposea studentto unnecessargmbarrassmenbr disparagement.

moow
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not intentionallyviolateor denyl & G d&y8iygitL a

not harass odiscriminate against any student on any basis prohibited by the Board and shall make
reasonable effort to assure that each student is protected from discrimination and harassneuatling
but not limited to, making a report of discrimination, harassment, or retaliatiorréporting
discrimination and/or harassment, to the administrator or designee to whometihgloyeeis
responsibleand/or the District's Officeof CivilRightsComplianc§ CRC);

not exploitarelationshipwith a studentfor personalgainor advantage.

keepin confidencepersonallyidentifiableinformation obtainedin the courseof professionakervice
unlessdisclosureserves professiongurposes oiis requiredby law.

PersonneMatters

A

Confidentiality. An educatahall comply with State and Federal laws and regulations, and Bodicies
relating to the confidentiality of student records. Unethical conduct includes, but ismitéd to,
sharing of confidential information concerning student academic and disciplinary regersisnal
confidences, health or medical information, family status and/or income,aasgssment/testingesults.

Enforcement. Enforcement will be pursuant to State law and to Board rules, which may include
penalties for violations of the Code of Ethics that will be imposed pursuant to the applicablea®tate
or Board policy.

Certification. Each employee will be required to electronically sign a Certificate attached as'BXhibit
which is incorporated herein by referenartifying that the employee has read, understandsd
agrees to abide by this Code of Ethics as well as the state laws and Board policiegudetibns cited in
the Code. A failure to sign the Certificate will not excuse a failure to complihei@ode of Ethics. The
certification shall be submitted according to a process determined byfifiee of Human Resources,
Recruiting, and Performance Management. Infractions shall be reprtbe Office of Human
Resources, Recruiting, and Performance Mamagnt and the Office of thinspectorGeneral.

EXHIBIT A

CERTIFICATE

I, the undersigned,

(Printyour name)

herebycertifiesasfollows:

| have received copies of Policy 4210.01 which incorporates by reference The Code of Ethics fOrffioasic
and Employees, F.S. Chapter 112, Part Ill, The Code of Ethics and the Principles of Profmsdiaralf the
Education Profession in Florida and Policy 4129 (collectively referred to as the "pdiay&reladand
understandthe policy.

Date:

OnlineSignature

Effective7/1/11
Technical Change 3/17/17
Revisedl0/21/20
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4124-DRUGFREERVORKPLACE

Thepurposeof this policyisto:

A. promoteahealthy,safeworkplace.

B. seek the rehabilitation of permanent employees witsalfadmitted or detected substance abys®blem.

C. eliminatesubstanceabuseproblemsin the workplace.

D. providea consistentmodelof substancefree behaviorfor students.

E. providea clearstandardof conductfor Districtemployees.

F. communicate that persons who violate the standards of conduct cited in this rule and who re@aseot
be assisted by rehabilitation or who have negatively impacted students and/or staff sdahbssed.

G. hiredrugfree employees.

lllegalDrugs

A. Employees on duty an-Boardproperty shall not manufacture, distribute, dispengpessessor uséllegal
drugs, otbe under theinfluenceof such drugs.

B. Employee®n or off duty will not influencestudentsto useillegaldrugsor abuselegaldrugs.

C. An employee convicted, adjudicated guilty, or who has entered a plea of guilty for any criminal drug

statute violation occurring in the workplace shall notify tfistrict within forty-eight (48) hoursfter final
judgment.

One time only, prior to testing, theistrict shall give all job applicants and pdirne employees going fall-
time employmenta written statement ofits policyon a drugfree workplace.

Alcoholand PrescriptionDrugs

A.

Employee®n duty or on-Boardproperty shallnot be underthe influenceof alcohol. Employeesn

safety sensitive positions will be free of measurable alcohol concentrations. Safesitivepositions
are defined in the Drugrree Workplace Technical Guidesorporated by referenceEmployeeshall

not manufactureor usealcoholicbeveragesvhile on Boardproperty or on duty.

Employees on duty will not use or take prescription drugs above the level recommended by the
prescribingphysician andavill not use prescribed drugs for purposes other than what the prescdhegs
were intended. In addition, the employee will not distribute or dispense such drugs, exqepvaked in
Policy5330.

Pre-EmploymentDrugScreening

A.

Thedistrict shall require preemployment drug screening of applicants according to the Bingg
WorkplaceTechnicalGuide.

Applicants will be referred to Board approved, independent, certified laboratories utiligougnized
techniquesandproceduresasdescribed irthe DrugFreeWorkplaceTechnicalGuide.

Specimens collected shall not be used to conduct any other analysis or test unless otherwise
authorizedby law.

Thevalidity periodfor pre-employmentdrugscreenings one (1) year.

Applicants will be informed in advance of the requirement of a negative drug screen as a coaflition
employment. Applicants testing positive will not be eligible for employment bydisieict for three (3)
years from the date of the test. Applicants for designated positions will be informed dbgements
for a random drug screening test, without prior notification, after employment, uegistinglabor
contracts,statutes, OTETAndBoard policies.
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EmployeePhysicaExaminations/Screening/Healtlservices

A

Drug screening shall be included in all physical examinations; existing employees and contracted
persons in covered positions will be screened under the Omnibus Transportation EmployeeAatsting
of 1991 (OTETA), and as required under existing labor contracts, statutes, State BoaahoBzgrd
policies.

Circumstancesinderwhichtestingmaybe considerednclude, butarenot limited to, the following:
1. observeduseof illegaldrugsand/or abuseof alcoholduringwork hours.
2. apparentphysicaktate of impairmentof motor functions.
3. markedchanges irpersonalbehavioron the job not attributable to other factors.

4. employee involvement in serious or repetitive accidents on the job cay&rgpnal injuryo
self orothers and/orsignificantproperty damage.

5. employee involvement in an accident requiring the vehicle to be towed or medical
treatment awayfrom the sceneof the accident;and

6. anyvehicularfatality.

Drug and/or alcohoscreening shall be conducted by Board approved, independent, certified
laboratories utilizing recognized techniques and procedures as described in the DistrictBrBeug
Workplace Technical Guide which shall be locatetiénBoard Office, Citizen Information Centend
the Officeof the BoardClerk.

Medical records and related information shall be maintained in strict confidentiality, with the highest
regard for employee privacy consistent with Florida's Public Records Act and the purpabéeoing

and maintaining a drufree workplace. Any laboratory contract shall provide that toatractor's
records are to be kept confidential under provisions of Florida lawsdigtect shallestablisha system

of maintaining recordso include boththe R A & (i avidk tRe{c@tiactor'secordof applicant and
employeeurinalysisandblood alcoholresults.

Chemical dependency is an illness that can be successfully treated. It is the policgistribewhere
possible, to seek rehabilitation of permanent employees with aadfhitted or detecteddrug
problem.

DisciplinarySanctions

Employees who violate these standards of conduct and who the Board determines will not be assisted by
rehabilitation or who haveegatively impacted students and/or staff shall be dismissed. A refusal to gokanit
drug test or a second violation of this policy shall constitute an inability to be assisted by rehabilMatining
precludes the Board from seeking criminal prosecution for violation of this policy where the et
appropriate.

Effective7/1/11
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4215- USEOFTOBACCBRODUCTAND SMOKING DEVICES

The School Board shall provide a tobatre® environment for students, staff, and visitors. "Useaifaccand
smoking devices" shall mean all uses of tobacco, including cigars, cigarettes, pipe tobacco, wiaerg
snuff, nicotine dispensing devices, and/or electronic cigarettes or smoking devices, anynather or
substancegontaining tobacco, any product designed or manufactured to imitate any of thexkicts
regardless of whether it contains tobacco or nicotine, and the possession of papers usecigarelites.

Theuseof tobaccoand smokingdevicess prohibited:
A. within anyindoor facility owned,leased,or contractedfor by the Board.
B. anywhere on the campus of any facility owned or leased or contracted for by the Board, indbudling,
not limited to, practice fields, playgrounds, footbidllds, baseball fields, softball fields, p@okas,

socceffields,tenniscourts, andall openareas.

C. in all vehicles owned or operated by the Board, including, but not limited to, school buses, vans,
trucks, statiorwagonsandcars.

Effective 7/1/11
Revised®/18/14

4231- OUTSIDRCTIVITIESGF SUPPORSTAFF

Support staff members should avoid situations in which their personal interests, activities, and associations

conflict with the interests of thelistrict. If these situations threaten a staff member's effectiveness witihén
school system, the Superintendent and/or School Board shall evaluate the impact of the inaetesty, or
associatioruponthe support staff member'sesponsibilities.

Effective7/1/11

4232-POLITICAL ACTIVITIES
Employeeshallnot participatein any political campaigrfor an electiveoffice while on duty.

Pursuant to State law and Policy 6480, support staff membersnoggxpend public funds, (that is, afiynds
under the jurisdiction or control of thdistrict) for a political advertisement or electioneerisgmmunication
concerning an issue, referendum, or amendment, including State questions, that is suljeote of the
electors.

Support staff who declare themselves candidates for an elective office shall notify the Superintendent
immediately upon filing to run. All candidates for public office may be granted personal leave witholih@ay.
supportstaff member'srequestfor leaveshallbe submittedaccordingo the establishedorocedure.

Candidates shall adhere strictly to Florida law governing political activity on the part of public officialgbbnd
employees.

Effective7/1/11
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4129- CONFLICT ORTEREST

Employees are governed by the Florida Constitution, statutory provisions contained in the Code of Behilkcfor
Officers and Employees, Part lll of F.S. Chapter 112, certain other statutes in the Educati@n@tue Florida
Commission on Ethics. The followsegtionof this policy provides the principles, simplified form, in the
Constitutional and statutory mandates. They cannot be used as definitive rutgapty to different sets of
circumstances or factualituations. In any given situation, the full statutdanguagemust beconsultedfor
applicabledefinitions,andfor any exemptions.

Employees are required to comply with all provisions of the Code of Ethics, including those below. This
requirement discourages the appearance of impropriety and the perception of undue influence upon the
businesdunctionsof the district.

This policy applies specifically to conflicts of interest. Employees are reminded that other Schog @icas
SEAaG GKIFG YIFe t&az2 | RRNBaa |y SYLX 2eédspasibilityd rafdith Odzf | NJ A
and observall Boardpoliciesthat maybe applicableto his/herindividualsituation.

Provisions
A. Gifts

1. Employees arerohibited from soliciting or accepting anything of value, such as a gift, loan,
reward, promise of future employment, favor, or service that is based on an understathding
their official actionor judgmentwould be influenced bysuchgift. (F.S. 112.313(2))

2. No employee or his/her spouse or minor child shall accept any compensation, payntairigor
of value when s/he knows, or with the exercise of reasonable care should knovt vilaat
given to influence an action in which the employee was expected to participis/mer
official capacity. (F.S. 112.313(4))

B. Misuseof PublicPosition

No employee shall corruptly use or attempt to use his/her official position or perform his/her official
dutiesto securea speciaprivilege,benefit, orexemptionfor himself/herselfor others. (F.S.
112.313(6))

C. DisproportionateBenefit
Employees are prohibited from abusing their positiorobtain a "disproportionate benefitfor
themselves, their spouse, children, employer, or entities with wkti@y have certain businessterests.
A disproportionate benefit means a benefit, privileggemption,or result arising from aact or omission
by a public employee that is inconsistent with the proper performance of their plidies.

D. DoingBusineswvith the SchooBoard

1. No employee acting in his or her official capacity shall directly or indirectly purchasegrent,
lease any goods or services for the Board from any business entity of whiemileyee or
his/her spouse or child is an officer, partnditector, or proprietor, or in whickuch employee
or his/her spouse or child, or any combination of them, has a matiatiedest. (F.S112.313(3))

2. Some casapecific exceptions to this provision may apply. Employees should review F.S.
112.313(12¥or exemptions that maye applicableto their particularsituations.

3. Guidelinedor Avoidanceof Conflictof Interest
To avoid conflicts of interests or the appearance of conflicts as it relates to personal
purchases or private contracting, Boathployees who are required to file an annual
statement of financial interests (financial disclosure form) or who have the authorityatce
purchases on behalf of thdistrict shall adhere to the following guidelines. Thegedelines
do not apply to purchases made in a private capacity of goods or servicpa@andupon
termsavailableto similarlysituatedmembersof the generalpublic.

a. Whenenteringa transaction or contractual relationship as described abeweployees
subject to these guidelines will make the following inquiries to the ewiity whom
they arecontracting:
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1. Does the business entity have a contractual relationship with the Board for
morethan $5007?

2. s the contracting individual a principal or employee of an entity with a
contractualrelationshipwith the Boardfor more than $5007?

b. If an affirmative answer is given to either inquiry above, the employee will reffoest
the Board Attorney guidance on whether contracting with the individuat ity
would constitute a conflict of interest pursuant to Code of Ethics for P@ificers and
Employees, or other statute or Board policy. The Board Attorneyssile a written
opinion or will refer the employee to the Florida CommissiorEtiics.

4. Clarification and opinions regarding the application of the Code of Ethics for Public @ffiters
Employeeganbe obtainedat anytime from the Florida Commissioan Ethics.

E. No employee shall disclose or use information not available to members of the general pulgireatt
by reason of his/her official position for his/her personal gain or benefit or for the pergaimalr benefit
of any otherperson orbusinessentity. (F.S. 112.313(8))

F. Employees may not participate in the selection, award, or administration of a contract if they teale a
or apparent conflict of interest. Such a conflict of interest would arise when the employeeyemper
of theirimmediate family, their partner, or an organization which employs or is aboairtploy any of
the parties described in this section, has a financial or other interest in or a tapgitdenal benefit from
a firm considered for a contract. The phrase "about to employ," as heegin, shall mean that, at the
time of the selection, award, or administration of the contract, #raployeeis awareof anoffer,
promise,contract, orcommitment ofemployment.

G. EmploymentAfter Termination

Employees are prohibited from personally representing another person or entity or actingaaganor
attorney for compensation in connection with any matter in which thgrictis interestedor two (2)
yearsafter theBoardS Y LI 2 gefi€etefninates. (F.S112.313(9))

1. This restriction applies to all school senior level employees classified as Managerial Exempt
Personnel, Pay Grade 22 and above, Dade County School Administrators AssociatBradeay
47,and aboveandother equivalent positions.

2. Exception to this provision is provided by statute for the purpose of collebtvgaining and
may be granted to former District employees who are employees or agents dbnrptofit
organizations, other governmental agenc@sthose whose business relationship is
determinedby theBoardto bein the best interest of thelistrict.

3. Thedistrictis prohibited from entering into any business relations or continue an existing
business relationship with any person or entity determined to have engaged in a violatien of
restriction containedn this provision.

4. In addition to penalties outlined below, penalties for violation of this provision include a civil
penaltyequalto the compensatiorthat the employeereceivedfor the prohibited conduct.

SelfReportingRequirement
All employees, upon initial hire and annually thereafter, shall certify that they will comply with this @oiity,
that they will selfreport any relationship that may implicate a potential conflict of interest or otietations of

this policy. The certification shall be submitted according to a process determined by theoCficean Capital
Management.

136



Penalties

Penalties for violation of this policy and/or violations of the CodEtbfcs include dismissal froemployment,
suspension from employment for not more than ninety (90) days without pay, demaogdugction in salary level,
forfeiture of no more than onghird salary per month for no more than twelve (b)nths, civil penalty not to
exceed $10,000, restitution of any pecuniary benefits received because widlationcommitted, and/orpublic
censureandreprimand. (F.S112.317)

Effectiver/1/11
Revisedl 0/21/20.

5500- STUDENT CONDUCT AND DISCIPLINE

Schools shall promote a positive school climate that supports academic achievement and emphasizes civility, fairness,
mutual respect, and acceptance of diversity. The Code of Student Conduct Elementary, Code of Student Conduct
Secondary, and the PeStecomlary Code of Student Conduct, incorporated by reference, apply to all students in the
district. Copies of these documents are on file in the Office of Board Recording Secretary, and the Citizen Information
Center, and shall be available in each schoolspetial center.

The Superintendent, principals, and other administrators shall assign discipline/corrective strategies to students pursuant
G2 GKS /2RSS 2F {(dzRSy(d /2y Rdz00 FIyRI ¢KSNB NBijedpeaifyR o0 &
and appeal. Additional guidelines for the maintenance of appropriate student behavior are issued by memorandum from
District administrationThe Superintendent shall make the Code of Student Conduct available to all students and their
parents.

Effective 07.01.2011
Revised 01.18.2023

8670- POST TRIP INSPECTIONS OF SCHOOL BUSES

All school bus drivers must conduct pasp inspections as required in the Handbook for School Bus Drivers, Aides and
Operations Staff, incorporated by reference in Policy 8600. This duty cannot be delegated.

Posttrip inspections must be performed after the completion of each bus run and at the bus storage compountipPost
inspections shall include, but are not limited to, walking from one end of the bus to the other, checking behind and under
every bus se&for students remaining on the bus.

If a driver fails to perform a postip inspection, and a child is left on the bus without adult supervision after the

completion of a bus run, or at the bus storage compound, the driver will be dismissed.

Effective 07.01.2011

F.S. 1006.22Adoption Date: 05.11.2011
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4362- PROHIBITIORNDISCRIMINATIOANDHARASSMENAGAINSDISTRICCOMMUNITYNONSTUDENTS)
BASEIDN PROTECTED CATEGORIES

The School Boarshall comply with all Federal laws and regulations prohibiting discrimination and with all
requirements and regulations of the U.S. Department of Education. The Board shall maintain an eduaational
work environment which is free from all forms dicrimination and harassment, including sexualassment. This
commitment applies to all District operations, programs, and activities. All studaatsinistrators, teachers, staff,
and all other school personnel share responsibility for avoiding, discouragohgeporting any form of prohibited
harassment. This policy o prohibits discrimination and harassmedntations, events, or circumstances over
which the Board exercises substantial control over bothrésmpondentandthe contextin which theprohibited
conduct occurs.

The Board will vigorously enforce its prohibition against discrimination and harassment based on sealarace,
ethnic or national origin, citizenship status, religion, marital status, disability, gané&titnation, age, political
beliefs, sexual orientation, gender, gender identification, social and family backgrnoastic preference,
pregnancy, and any other legally prohibited basis. Retaliation against an emplstadentfor engagingn a
protected activityunderthis policy isalso prohibited.

An employee who has been the subject of discrimination or harassment based on the protected catslgaliies
communicate in writing to the Board according to tRet a { axdkd3criMidation and harassmenbmplaint
procedures in Policy 4362.02. No anonymous complaints shall be accepted or processedagxtepiwise
provided in law or regulation. The Board will investigate allegations of discriminatioarassment and in those
cases where legally prohibited discrimination or harassment is substantiate@addue will take immediate steps
to end the discrimination or harassment. Individuals who axenfl to havengagedn discriminationor
harassmenimaybe subjectto appropriatedisciplinaryaction.

"District community" pursuant to this policy and Policy 4362.02 means students, administrators, teathférs,
and all other schogbersonnel, including Board members, agents, or other-stutents subject to theontrol and
supervision of the Board. The prohibition on discrimination and harassment against sti@eeid on protected
categories, and corresponding procedures, are contained in Policy 5517, 35dlic¥2 ,and Policy5517.03.

"Third parties" include, but are not limited to, guests and/or visitors on District property (e.g., visitaaders,
participants on opposing athletic teams, parents), vendors doing business with, or seekingusidess with,
the Board, and other individuals who come in contact with members of the Distiomunity while participating
in or attempting to participate in schootlated events/activities (whether anr off Districtproperty).

Other Violations
TheBoardwill alsotakeimmediatestepsto disciplineindividualsfor:

A. Retaliating against a person who has made a report or filed a complaint alleging unlawful
discrimination or harassment, or who hasrticipated as a witness in a discrimination or
harassmeninvestigation.

B. Filingamaliciousor knowinglyfalsereport or complaintof discriminationor harassment.

c. Disregarding, failing to report, investigate adequately, or delayimgstigation of allegations of
prohibited discrimination or harassment, when responsibility for reporting and/or investigating
unlawfuldiscriminationor harassmenthargescomprisespart of one'ssupervisoryduties.

TheSuperintendenshallappoint acompliance officer whoseesponsibility wilbe torequire thatFederaland
State regulations related to employees are complied with and that any complaints are deajtrasitiptly in
accordance with law. The Board will provide proper notice of nondiscrimination for Title INVTidad Title VII of
the Civil Rights Act of 1964, Title IX of the Education Amendment Act of 1972, S@dtiohthe Rehabilitation
Act of 1973, Americans with Disabilities Act of 1990, the-@istriminationprovisbns of the Immigration and
Nationality Act, and the Age Discrimination in Employment Act to stafibers and the general public. The
Superintendent shall develop guidelines setting forth the conditiamd requirements to implement this policy in
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accordance with federal and state laws, regulations, and Budicles. The District's Title X Coordinator is
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agreements dealing with hiring, promotion, and tenure wilhtaina statementof nondiscriminatiorsimilarto

that in the Board'statementabove.

In accordance with U.S.C. Section 1324b(6) of the Immigration and Nationality Act (INA) and the goal of
LINB@SyiliAy3d RAAONARYAYILIGA2Y 2y (GKS olFlaira 2F |y AYRAGARdzZ
personnelare prohibited from (1) requestingemploymenteligibility verificationdocumentsfrom anyapplicant

for employment prior tomaking an offer of employment, (2) discriminating on the basistenship status or
national origin during the employment eligibility verification and reverificafjoocesses, and (3) discriminating
against individuals on the basis of citizenship status or national atiging the recruitment, hiring, and firing
processes. Applicants and employees who believe that a violatisroccurred have a right to contact and/or file
a charge with the United States Department of Justice,RighiksDivision Officeof SpecialCounsefor
ImmigrationRelatedUnfairEmployment Practices

(currently:http://www.justice.gov/crt/about/osc) (currently: OSC Worker Hotline800-255-7688 (voicedr 1-
800-237-2515(TTY))

Definitions

Definitionsof the protected categoriescanbe foundin the CRC webpage
at https://www.hrdadeschools.net/apps/pages/index.jsp?uREC |D=370901&type=d&termREC ID=8RE8G23

Reportsand Complaintsof Discriminationor HarassingConduct

Individuals withcomplaints regarding employment discrimination based on citizenship status or unfair
documentary practices should contact the United States Department of Justice, Civil Rights Divisiasf, Office
SpecialCounsefor ImmigrationRelatedUnfairEmploymentPractices1-800-255-7688

or http://www.justice.gov/crt/about/oscwithin 180daysof the allegeddiscriminatoryact.

All other members of thelistrict community and third parties must promptly report incidentsdi$criminatoryor
harassingonductto the administratoror designego whomthe employeeis responsibland/or the Office of Civil
Rights Compliance (CRC}Isat the Board may address the conduct beforbécomessevere, pervasiver
persistent.

Members of the District community or third parties who believe they have been unlawfully harassed by
another member of thelistrict community or a third party are entitled to utilize the Board's complaint
process in Policy 4362.02. A complaint must be submitted within 300 calendar days of the alleged
discriminatory act(s), except as otherwise specified in law or regulation. Specific procedures redatachto
harassmenareto be appliedin accordancavith the 5 A & { Ttk IRSefuaHarassmenManual,

Individuals should make every effort to present a complaint as soon as possible after the conduatbiteurs
the facts areknown,and potential witnesses are available and to eliminate of the condugti@stion.
Initiating a complaint will not adversely affect the complaining individual's employmepaicipation in
educational or extrecurricular programs unless the complaining individual makestmeplaint maliciously or
with knowledge that it is false. No anonymous complaints shall be acceptecessedexcept as otherwise
specifiedin law orregulation.

The complaint process in Polid$62.02 is not intended to interfere with the right to pursue a complaint of
prohibited discrimination or harassment with the United States Department of Education, Office &iging;
the Florida Civil Rights Commission; the Equal Employment Opportunity Commission; or th&tatéed
Department of Justice, Civil Rights Division, Office of Special Counsel for ImmiBeiated UnfalEmployment
Practices.
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Procesdor AddressingComplaintsof Discriminationand Harassment

The processes fanaking a report of discrimination or harassment, a process for investigating claims of
discrimination and harassment, and a process for rendering a decision regarding whether the claim of
prohibited discrimination or harassment wasbstantiated are contained in Policy 4362.02. Informatibout
this policy and Policy 4362.02 will be readily available to all members dlistrect community angbostedin
appropriateplacesthroughout thedistrict.

Information regarding where and how to file complaints of sexual and other forms of discrimination or
harassment will be distributed annually through the parent and staff handbooks and published on the
R A a (weh siiepeather locationsrequiredby law.

Any teacheradministrator, coach, or other school authority who engages in sexual conduct with a stualent
also beguilty of acrime.

Confidentiality

Thedistrict will make reasonable efforts to maintain the confidentiality of the parties involved imasstigation
of discrimination or harassment during the course of the investigation in accordancapytitable law and
regulation. Confidentiality, however, cannot be guaranteed. All public records cregpedt @$ an investigation
of a complaint of prohibited discrimination or harassment will be maintained b dmeplianceOfficerin
accordancewith Statelaw andthe Board'srecordsretention policy.Recordsof an ongoing investigation shall
remain confidential and not subject to disclosure pursuant to F.S. Chaptentill® finaldeterminationis made
on the caseexceptasotherwiseprovidedin law or regulation.

Sanctionsand Monitoring

TheBoard shall vigorously enforce its prohibitions against prohibited discrimination and harassment. While
observing the principles of due process, a violation of this policy may result in disciplinary action up to and
including the discharge of an employee. All disciplinary action will be taken according to applicable &wtleral
State law and regulations and the terms of the applicable collective bargaining agreement(s)invgbeimg
discipline, the totality of the circumstances involved in the matter pélconsidered. In thoseases where
prohibited discrimination or harassment is not substantiated, the Board may consider wtbthalleged
conduct nevertheless warrants discipline in accordance with other Board policies, consistahewgims of the
collective bargaining agreement(s). Appropriate disciplinary action for sexual harassitiéethandledin
accordance withihe District'sTitle IXSexual HarassmeManual

Where the Board becomes aware that a prior remedial action has been tajainst a member of the
district community, all subsequent sanctions imposed by the Board and/or Superintendent shall be
reasonablycalculatedto eliminatesuchconduct in thefuture.

Educationand Training

The Superintendent shall provide appropriate training to members ofitbgict community to implemerthis
policyandPolicy4362.02.

Effective 7/1/11
Revised 0/21/20

4380- THREATENINEEHAVIOROWARCSTAFMEMBERS

Employees have a right to workansafe environment. Violence or the threat of violence by or against
studentsandemployeeswill not betolerated.

Threatening behavior consisting of any words or deeds that intimidate a staff member or cause anxiety
concerning physicalell-being is strictly forbidden. Any student, parent, visitor, staff member, volunteagemt
of the Board who is found to have threatened a member of the staff will be subject to discipliapatedto the
appropriatelaw enforcement agency.

Effective7/1/11
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4430- LEAVESFABSENCE

Support staff shall not be absent from their assigned duties except as authorized by the Superintendent. A
support staff member who is willfully absent from duty without leave shall fodempensation for the timef
such absence. A leave of absence is permission granted or allowed under School Board policies fboyae
to be absent from duty for a specific period of timith the right to return to employment upoexpirationof the
leave.

Leave of absence without pay not to exceed thirty (30) days may be granted-tioeiltegular employeds
approved by the Superintendent. Extended leave in excess of thirty (30) consecutive workdaysappyobved,
subject to thefollowing conditions:

A. nowagesor salariesshallbe paidduringthe leaveexceptasprovidedin other Boardpolicies.

B. all leaves shall be approved by the Board except for those granted wuatkers' compensatiolaws;
and

C. reemployment rights to a position of like status shall be protected in accordance with the respective
collectivebargainingagreement.
Leave shall be used for the purpose stated in the leave application. A support staff member who usés leave
purposes other than that stated in the leave application shall be subject to discipline, up to and including
termination.

All leaves shall be governed by the applicable collective bargaining agreement.

Effective7/1/11
Revised/17/15.

430.01- FMLALEAVE

An employee who is pregnant or ill shall be granted extended leave without pay at the employee's r&quest.

supporting health care provider's statement shall be submitted at the time the leave is requested, aspwetl
to returningto work at the conclusiornof the leave.

Parental leave shall also be provided, upon request, to male employees and adoptive parents of infaygar(one
of age or less), when accompanied by supporting documentasablishing the date of birth or dat&f

adoption, as applicable. Parental leaves may begin no later than the end of the first year after thetdate of
child'shirth or adoption. The maximunperiodfor whicha parentalleavemaybe granted isoneyear.

Employees on extended parental or illnesselfleavewithout pay may request, with their health care
provider's concurrence, to be employed in a pinte or substitute capacity on a limited basis duringléave.
Approval of a request faxmployment while on leave is solely within the discretion of $wperintendent.

The full text of provisions governing Extended Parental/lliness of Self/Leave Without Pay are contéiced in
bargainingunit's labor contract andtheseprovisionsshallgovernthe administrationof suchleaves.

A sick employee who has exhausted all sick leave to which s/he is entitled shall be considered autoomatically
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Approval of parental, iliness of self, and illness of relative leaves of absence which meet the criterfeaaiithe
Medical Leave Act (FMLA) constitutes designation of FMLA entitlement. Any paid or unpaikeavgrior to
the Boardapproved leave, which is a result of a FMjualifying event, will be counted gsart of the FMLA
leaveentitlement.

Effective 7/1/11
Revise®/17/15
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5610- SUSPENSION AND EXPULSION OF STUDENTS

Suspension and expulsion are the most severe sanctions and cannot be imposed without due process. Prior to the use of
suspension, the administrator should consider less restrictive alternatives such as Alternative Education Settings (AED)

which include the School Center for Special Instruction (SCSI) and Student Success Center (SSC). Students assigdesl3G@ SCSI an
must be afforded the opportunity to complete classwork. Students with disabilities must continue to receive a Free

Appropriate Public Education (FAPE) while assigned to SCSI.

No student is to be suspended, expelled, or excluded from an activity, program, or a school unless his/her behavior sepresent
misconduct as specified in the Code of Student Conduct (CSC), Policy 5500. The CSC shall also specify the procedures to

be followed by school officials. In addition to the procedural safeguards and definitions in this policy and the CSCethegwdn
Policy 2460 shall apply to students identified as disabled under the IDEA and/or Section 504 of the Rehabilitatib@78ctAll
disciplinary decisions and appeals related to sexual harassment shall be handled in accordance with Policy 5517, Ridlicy 5517.
and Policy 5517.03.

Definitions

A. "Suspension" shall be the temporary exclusion of a student fronRthed (i pidgrénii f&r & period not to exceed ten (10) school
days.

B. "Expulsion” shall be the exclusion of a student from a traditional school for the number of dageakemaining in the school
year in which the incident that gives rise to the expulsion takes place and one (1) additional school year.

Suspension from School or From Riding School Bus

A. When a student's actions violate law, School Board policies, or school rules, the student may be suspendednaypidieA

student who is suspended shall not be allowed to attend his/her regular classes or-sgaosiored activities for a prescribed

number of days not to exceed ten (10). Tprincipalmay suspend a student from riding the school bus fprescribed

number of days not to exceed ten (10). Parents of students suspended from the school bus have the obligation to provide
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suspension must be counted towards the ten (10) days of suspension. Outdoor suspension dsitedated in the CSC.

B. A teacher shall not suspend a student from school or class, nor shall a bus driver suspend a student from ridingusschool

C. The Superintendent may suspend a student from any or-allig@ular or extracurricular activities for violations of the CSC.
The length of suspension shall be determined according to the CSC. Additionally, a manifestatiorination meeting may be
required for students with disabilities, depending on the number of days of suspension given (Policy 2460).

D. Prompt notice of a suspension shall be given by telephone to the student's pgpessible. Formal written notification to the
student's parent shall be initiated within twenfpur (24) hours of the time the student is informed of the suspension.

E. Except in the event of emergencies or disruptive conditions which require immediate suspension or in the case of a serious
breach of conduct that is defined as willful disobedience, open defiance of authority of a member of the school staffe violen
aguinst persons or property, or any other act which substantially disrupts the orderly conduct of the schookadisolbol.
suspensions shall not begin prior to the beginning of the next school day following the infraction unless the parentehave be
notified.

F. Prior to the suspension, the student shall be given an informal and impartial hearing befprinttipaland shall be informed

of the charge(s) against him/her which may result in suspension. If the student denies the charge(s), s/he shall be given an
explanation of the evidence, an opportunity to present his/her version of the case, and notification of the action taken by th
Principal. In cases of extremely disruptive or dangerous behavior, persons or groups involved may be immediately suspended an
ejected from the school campus without a prior hearing. In such instances, each student shall be afforded an informal hearing
before theprincipalprior to the expiration of suspension. Students are not entitled to full procedural rights thdatine

guaranteedo students who are recommended for expulsion or are defendants in criminal cases. At suspension hearings, students
are not:

1. entitled to the presence of aattorney.

2. allowed to confront or crossxaminewitnesses.

3. allowed to recordnechanically ohave a court reporter record the proceedings unless the Principal has elected to record or
report the hearing verbatim.
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If the parent(s) feel that the child has not been afforded a fair hearing at the school, they may request a review byahe Reg
Superintendent. The appeal may consist of a review of the previous hearing, with a ruling on the facts and the valality of th
suspension, or the hearing may be reconvened by the Region Superintendent or designee for additional testimony ltieat may
deemed necessary in making a final decision.

G. The Principal shall determine, in consultation with teachers, when appropriate, whether the student should be given the
opportunity to make ugschoolworkand course requirements missed while absent due toafuschool suspension. If this privilege
is given, the student shall have a reasonable amount of time, up to five (5) school days comparable to the

days of suspension, following the suspension to completestthmolworkmissed and shall do so on his/her own initiative. Failure
to make up all written assignments missed during the approved time frame of suspension will result in the student beitigggiven
academic grade of "F" for those written assignments. Under nomistances are teachers required to make special provisions to
comply with this procedure. Upon completion of the malge work, the student should submit the work to the teacher. The
teacher must grade and record the makp work as it is received. For students in exceptional education classes, refer to the
Exceptional Student Education Policies and Procedures (SP&P) Policy 2460.

H. The Superintendent may grant tgencipalthe authority to waive mandatory suspension policies.
Expulsion/Administrative Assignment

A. A Principal may recommend expulsion of a student to the Superintendenpriffogalshall provide the Superintendent an
adequate history of the student's actions and alternative measures taken relevant to the recommendation. When the
Superintendent makes a recommendation for expulsion to the Board, written notice shall be given tadbatsind

his/her parent of the recommendation and charges and advising the student and parent of their right to due process. Offenses
requiring the recommendation for expulsion are located in the CSC.

B. Upon receipt of a recommendation for expulsion from the Principal, the Superintendent may make an administrative assignmen
in lieu of expulsion or a Work Back in Lieu of Expulsion program.

C. For students in exceptional student education, refeExaeptional Student Education Policies and Procedures (SP&P), Policy
2460.

D. All students who are recommended for expulsion shall undergo screening to determine if they qualify for exceptionareducat
programs.

E. A student who has been suspended or expelled by another district temporarily may be assigned to an alternative soool for
same length of time as imposed by the other district.

F. The informal hearing at the school level shall be conducted bygrtheipal If available, the student shall be given an

opportunity to be heard at this hearing. At the conclusion of the hearingptireipalwill reaffirm the suspension and

recommendation for expulsion, or, based upon consideration of the facts and circumstances explained at the hearingsevill advi
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G. The parent shall be informed that, prior to any Board action being taken on the expulsion or administrative assigemyaeurill, th
be given the opportunity to request a hearing before an impartial hearing officer. Prior to a formal hearing, the péreat wi
offered an appeal conference with a representative from School Operations/Alternative Education.

H. Students with disabilities who are expelled are entitled to a Due Process Hearing with the Florida Division of Adreinistrat
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must continue to receive FAPE while assigned to an alternative school. Refer to the Exceptional Student EducationdPolicies an
Procedures (SP&P) Policy 2460.

All disciplinary decisions and appeals related to sexual harassment shall be handled in accordance with Policy 5%5ba, /Rafticy
and Policy 5517.03.

A copy of this policy is to be made available to students and parents upon request. Key provisions of the policy shmild also

included in the CSC.
Effective 7/1/11- Revisedl0/21/20.
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MIAMI-DADECOUNTYPUBLIGCHOOLANTIDISCRIMINATIOROLICY
Federaland StateLaws

The School Board of MiarBbiade County, Florida adheres to a policy ofdiscrimination in employment andducational
programs/activitiesandstrivesaffirmativelyto provideequalopportunity for all asrequiredby:
Title VI of the Civil RightsAct of 1964 ¢ prohibits discriminationon the basisof race, color, religion, ornational origin.

Title Vllof the CivilRightsAct asamendedc¢ prohibitsdiscrimination inemploymenton the basisof racecolor, religion, or
nationalorigin.

Title IX of the EducationAmendmentsof 1972¢ prohibitsdiscriminationon the basisof gender.

Age Discriminationin EmploymentAct of 1967 (ADEA)as amended ¢ prohibits discriminationon thebasisof age with
respectto individuals who arat least40.

The EqualPayAct of 1963as amended¢ prohibits genderdiscriminationin paymentof wagesto womenand men
performing substantiallgqualwork in the sameestablishment.

Section504of the Rehabilitation Act of 1973¢ prohibitsdiscriminationagainstthe disabled.

Americanswith DisabilitiesAct of 1990 (ADA)¢ prohibits discriminationagainstindividualswithdisabilitiesin
employment,publicservice publicaccommodationsandtelecommunications.

The Family and Medical LeaveAct of 1993 (FMLA)¢ requires coveredemployersto provide up to 12weeksof unpaid,
job-protectedleaveto & S f A @mipdyiecdfér certainfamily andmedicalreasons.

The PregnancyDiscrimination Act of 1978 ¢ prohibits discriminationin employment on the basis ofpregnancy,
childbirth, or relatedmedicalconditions.

Florida EducationEquality Act (FEEAY;, prohibits discriminationon the basisof race, gender, nationabrigin, marital
status, or handicap againatstudentor employee.

Florida Civil RightsAct of 1992 ¢ securesfor all individualswithin the state freedom from discriminatiorbecauseof race,
color,religion,sex, nationabrigin,age, handicappr marital status.

Title 1l of the GeneticInformation Nondiscrimination Act of 2008 (GINA) ¢ prohibits discriminatioragainstemployees
or applicantsbecauseof geneticinformation.

Veterans are provided femployment rights iraccordance with P.L. 9808 (Federal Law) and Section 295(Fforida
Statutes) which stipulate categorigadeferencesor employment.

In Addition:

School Board Policies 1362, 3362, 4362, and §3Arbhibit harassment and/or discriminati@gainst studentsgmployees,
or applicants on the basis of sex, race, color, ethnic or national origin, religion, marital siaalslity, genetic information,
age, political beliefs, sexual orientation, gender, gender identification, socialaamitiy background, linguistic preference,
pregnancy, and any other legally prohibited baRistaliation forengagingn a protectedactivityisalso prohibited.

Revised:(5-12)




