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Responsibilities of Attendants 
 
Drivers and attendants do not work independently.  Like every school division employee, 
they must abide by the policies of the School Board.  Drivers and attendants must 
understand their obligations to the Superintendent, Director of Pupil Transportation, 
principals, and fellow employees.  They also have a responsibility to the parents whose 
children ride our school buses and the motoring public who share the road. 
 
Success in this work will result, to a large extent, from the recognition of their 
responsibility apart from the mere act of attending on a school bus.  The quality of our 
work will help mold the attitude of the public towards the school division as a whole, and 
towards pupil transportation in particular. 
 
The bus attendant: 
 
1. Must meet the bus driver at the bus parking location.  The driver must not drive to the 

attendant’s location. 
 
2. Should recognize and respect the authority of school principals and Transportation 

staff. 
 
3. Must take maximum precautions for safety of pupils placed in their care and assure 

that all children are secured properly in safety restraints. 
 
4. Must observe all regulations relating to routing schedules, proper loading and 

unloading procedures, as well as complying with all applicable laws and policies 
governing the safe operation of a school bus. 

 
5. Must conduct themselves professionally at all times when dealing with students, 

parents, teachers, and principals. 
 
6. Must provide detailed reports as required and when requested. 
 
7. Must attend meetings, conferences, and training courses upon request and as required. 
 
8. Must immediately report all accidents and incidents and submit a written statement by 

the next work day. 
 
9. Must ensure only authorized passengers ride the bus. 
 
10. Must promote good morale. 
 



11. Must provide a safe environment for students by consistently enforcing established 
rules. 

 
12. Is PROHIBITED from giving food, candy, or any edible items to students whether 

the student is on or off the bus. 
 
13. Must be courteous, fair, and impartial in performance of duties. 
 
14. Must refer pupil behavior problems associated with transportation to the appropriate 

school principal. 
 
15. May not use whistles to gain students’ attention. 
 
16. Should be considerate of the driver and cooperate to promote a team atmosphere.   
 
17. Must remain alert at all times. 
 
18. Is PROHIBITED from photographing or videotaping students for any reason. 
 
19. Is required to use restrooms marked “Adults” in school facilities unless directed 

otherwise by school staff. 
 
20. Must be familiar with the use of emergency exits and equipment on buses and be 

prepared for an evacuation. 
 
21. Must sit in a seat near the rear of the bus which allows them to see all students, unless 

otherwise directed. 
 
22. Is PROHIBITED from using a cell phone while on duty. 
 
23. Must remain seated using seat belt, only moving if student needs assistance. 
 
24. Must assist with all needs of students.  Example:  wipe noses, clean body fluid, 

console crying and sick children, take off coats, hats and book bags as needed. 
 
25. Must physically assist students inside or outside in the immediate vicinity of the bus.  

This includes physically going to ground level for pick-up and delivery of students. 
 
26. Must help with discipline.  Special needs students are expected to follow the same 

bus safety rules as regular education students, taking into account their individual 
behaviors. 

 
27. Must know the abilities of each student.  Let the student be as independent as 

possible.  Over-assistance leads to dependency. 
 



28. Must take written messages from parent to school staff member receiving children or 
from school staff member to parent. 

 
29. MUST NOT TRANSPORT MEDICATIONS. 
 
30. Must learn bus route to help substitute driver. 

 
31. Will normally work on the bus while drivers use lift. 

 
32. Must transfer students from parent or teacher on the ground not on the bus steps.  The 

parent’s or teacher’s responsibilities end at the bus steps.  It is NOT the responsibility 
of the driver or attendant to escort or retrieve students to and from the school or home 
location.  However this may be necessary if you are late for school. Advise lead 
driver if this is a recurring problem. 

 
33. Must remain current in all certifications and modules. 

 
34. Must help drivers with backing or where driver’s view is obstructed. 

 
35. Must know how to evacuate special needs students. 

 
36. Must quiet students at railroad crossings. 
 
37. Must know how to use radio to call for assistance. 

 
38. Must know how to engage emergency brake on school bus. 
 
39. Must notify Dispatcher of absences. 

 
40. Other duties as assigned. 

 
 
  


