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Picking Up and Dropping Off Students 
 
- Arrive at stop on time.  If early, pull over in safe location and wait.  If questions, 

contact Lead Driver. 
 
- Pull parking brake when stopping to pick up or drop off students. 
 
- In p.m. drop off only at regular bus stops.  Students must have a bus pass authorized 

by school personnel to be dropped off at a different scheduled stop.  
 
- When loading or unloading students, stops shall be made in the right-hand travel lane, 

and shall be made only at designated points where the bus can be seen clearly for a 
safe distance from both directions.  Turn lanes are not travel lanes.  Stops in turn 
lanes need prior approval from a Supervisor. 

 
- On dual highways divided by a physical barrier or unpaved area, buses shall be routed 

so those students will be picked up and discharged on the side of the road on which 
they live. 

 
- The driver shall keep the school bus warning devices in operation to warn 

approaching traffic to stop and allow students to cross the road safely. 
 
- Pupils who must cross the road shall be required to cross in front of the bus.  They 

shall be required to walk to a point 10 feet or more in front of the bus, stop before 
reaching a position in line with the left side of the bus, and await a signal from the 
driver to start across the road. 

 
- At schools, leave enough space between vehicles to open back emergency 

door/window for evacuation, if necessary. 
 
- The procedures below apply to mid-day and p.m. kindergarten runs as well as all 

special needs runs. 
 
There MUST be a parent/legal guardian/escort present to receive ALL special needs 
students or kindergarten students when being dropped off from mid-day or afternoon 
runs.  If a parent/legal guardian/escort is not present to receive the student, the driver 
must notify Dispatch and ask them to contact the school or parent.  In cases where 
there are other stops nearby, the driver should continue on the route and check back to 
see if the parent/legal guardian/escort has arrived.  If the school or Dispatch cannot 
reach a parent/guardian, the child should be returned to the assigned school.   

 



If there is someone other than the parent/legal guardian/escort present to receive the 
child, the driver MUST call Dispatch to contact the school to see if the person present 
is on the list of people with permission to receive the child.  Once it is established that 
the person has permission to receive the child, the bus driver will ask for photo ID of 
the person.  If the person is not on the list of people with permission to receive the 
child, the driver will bring the child back to the assigned school.   

 
A special needs child may be released from the bus without a parent or legal guardian 
to receive them ONLY if the bus driver and/or Lead Driver have signed permission 
from the parent or legal guardian allowing the child to be released without a parent or 
legal guardian present. 

 


