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Welcome to Special Needs Transportation!

We would like to take this opportunity to welcome you and your student into the
family of Denton I.S.D. Special Needs Transportation. It is our goal to transport your
special person with a curb-to-curb service that is safe, friendly and having as short a bus
ride as possible.

We would like to provide you with a brief overview of the steps required to assign
your student to a bus and the reasons why it may take up to three days for services to
begin:

*  First we receive notification from your child’s Diagnostician to set up
transportation.

* Your location for student pick-up/drop-off is designated within our routing
system. It is the goal to have each students stop location to be at the curb of
your residence but district policy does not allow us to enter gated communities
or gated apartment complexes. Occasionally, it is determined that a residence is
in an area where it is unsafe to enter with a bus or an area where we cannot turn
a bus around, in these situations we assign a bus stop as near to the residence as
possible.

* Next it is determined if an existing route is able to accommodate the new stop.
If not then a new route may need to be established, when this occurs it often
requires an extra 24 hours.

* Once the stop is placed on a route and all the computer editing has been
completed then it is time to send letters to the parents of all the students that will
have their pick-up/drop-off times altered as a result of these changes.

* It is at this point that you, the parent/guardian, will be notified that transportation
has been established and the pick-up/drop-off times will be given to you.

* Please note that this same procedure is repeated every time a pick-up/drop-off
location changes, such as when you move or change daycares.

The Special Needs Office invites you to feel free to contact us at anytime with any
concerns or questions. Your input as a parent/guardian is always appreciated.

The Denton Independent School District does not discriminate on the basis of race,
religion, color, national origin, sex, age or disability in providing education or providing
access to the benefits of educational services, activities and programs including career
and technology education programs, in accordance with Titles VI and VII of the Civil
Rights Act of 1964 as amended: Title II of the Americans with Disabilities Act of 1990;
and local Board policies. The Executive Director for Human Resources coordinates
compliance with the Individuals with Disabilities in Education Act (IDEA) and Section
504 (Student Issues) of the Rehabilitation Act of 1973.

The policies and guidelines set forth in this handbook are intended to be informational
and not contractual in nature. The District hereby reserves and retains the right to amend,
alter, change, delete, or modify any of the policies or guidelines set forth in this handbook
at any time, with or without notice in any manner that the Director of Transportation
deems to be in the best interest of the District. The contents of this handbook will apply
to all campuses within the Denton ISD and personnel in the District may not amend,
abridge or replace Board policies or Administration Regulations established by the
District.

Updated Fall 2015
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SPECIAL NEEDS TRANSPORTATION
OPERATIONS/POLICY HANDBOOK
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Special Needs Transportation assimilates all preparation and action taken to meet
each child’s needs while riding to and from school, in the interest of comfort and safety
for all those aboard the bus. For the exceptional students this means making a variety
of adjustments to accommodate each one’s individual needs without compromising the
safety of the riders or the primary role of the driver - to drive the bus.

Transportation for exceptional students is a highly personalized service requiring
thorough assessment of the child’s physical , social, emotional, and intellectual capacities,
and making allowances for existing impairments.

Successful transportation depends upon carefully planning for each child’s needs be-
fore assigning a bus, and then continually monitoring and adjusting throughout the school
year. This often requires an adjustment in the route and could mean a change occurs in
the times your student will be picked up and/or dropped off. It is important to recognize
that mutual respect, consistent communication, and cooperation between transportation
staff, parents, teachers, and other school officials will help ensure safe, reliable and com-
fortable transportation for your child.



RESPONSIBILITIES

The safe and efficient transportation of your student relies on
positive communication and cooperation among students,
parents and DISD staff. The following section outlines the
primary responsibilities of those involved.

A.  PARENTS

1.

Provide district staff with accurate student information
required to complete the ARD Transportation
Information Form. Incorrect or incomplete
information may delay the start up or change of
transportation services.

Inform the Supervisor of Special Needs Transportation
(940-369-0311) of medical conditions that might
affect the student’s safety or health on the bus.

Contact Special Needs Transportation Office (940-
369-0311) to update emergency or alternate drop-off
location information recorded on the Transportation
Information Form.

Drivers are not allowed to change bus routes without
prior approval of a supervisor.

To lessen a disruption in bus services. Change of
home address, pick-up or drop-off location will
require you to fill out a Bus registration form with
proof of residency @ DISD Transportation Office,
5093 E. McKinney, Denton, TX 76208, 940-369-
0300. Special Needs Tranportation may require up to
(3) three instructional days to process and schedule
bus services for a student. The Department will make
every effort to ensure that bus services start on or
before the (5th) fifth instructional day. The district
will make every effort to keep the disruption of bus
services to a minimum. Remember, a change in
schedule for one student will affect the other students
on the route.

Parents should be at the pick-up and drop-off location
each day. Parent’s that have authorized their child to
be left unattended via the ARD Transportation

-
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10.

Information Form must ensure the child has access

to the residence. Drivers will not leave students
unattended outside a residence to wait for a parent.

If a child is returned to their campus or to the
Transportation Office, it is the parent’s responsibility
to transport their child home that day. After a
reasonable amount of time, as outlined in the Districts
policy, the proper authorities will be contacted to take
possession of the child. (Refer to Appendix Part III, A
- Crisis Management Policy/Abandoned Child)

Students shall be prepared to meet the bus five
minutes before the scheduled pick-up time. Buses
are scheduled to arrive within a few minutes of

the estimated time each day. The bus driver is not
required to wait for more than two minutes past the
scheduled pick-up or drop-off time for LS and ALS
students only. All other students are to be at their
scheduled pick-up locations five minutes before
scheduled pick-up time. Delays affecting scheduled
pick-up and drop-off times will negatively impact
other students on the route. Drivers are directed not
to sound the bus horn upon arriving at designated bus
stops.

Parents are required to assist their student to and from
the school bus. Please remember that parents are not
allowed to board the bus.

PLEASE DO NOT REQUEST THE DRIVER

TO TAKE YOUR CHILD TO AN ALTERNATE
LOCATION. DISD Special Needs buses operate on a
firm and dedicated schedule. Changes to a bus route
must have prior approval from the Supervisor of
Special Needs Transportation (940-369-0311). In an
emergency follow Special Needs Alternate Drop-off
Procedures listed on page 9.

It is the parent’s responsibility to read and review the
bus rules with their student. (See Appendix Part III, B)



STUDENTS

1.

Obey the rules on the bus (Appendix III, B). The
safety of each student depends on how well all the
students follow the rules. Distracting the driver could
result in an accident.

Respect the rights of the other students and adults
on the bus. Having a positive attitude each day helps
everyone.

Be prepared to load the bus at the scheduled pick-up
time and location.

DRIVER/MONITOR

10.

11.

Ensure the overall safe operation of the bus.
Be on time for the pick-up and delivery of students.

Be familiar with each students disability, and all
special considerations in providing transportation
services.

Be prepared to provide appropriate first aid.

The Bus Monitor shall be seated in a designated
position inside of the bus that best provides for
observation and continuous supervision of the
students.

Maintain an emergency evacuation plan.

Be prepared to effectively and efficiently
evacuate the bus, in the event of an
emergency.

Maintain the privacy and confidentiality for the
students we transport.

Complete and submit an Incident/Bus Safety Report
form to the Special Needs Office if a safety, behavior
or irregular situation occurs on the bus. Report is to be
submitted to the Special Needs Office on the same day
the incident occurred.

Assist students on and off the bus as directed by the
Special Needs Office and the Training Department.
Please remember that parents are not allowed to board
the bus (even to assist in loading and unloading of
their student.)

Drivers are to remain with the bus at all times to
monitor and supervise students.
4.
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D. DISD CAMPUS/STAFF

1.

The ARD Committee shall determine a student’s
eligibility for Special Needs Transportation services.

The Diagnostician/Campus Staff shall contact the
Supervisor of Special Needs Transportation
(940-369-0311) to determine regular and special
service requirements for a student prior to a scheduled
ARD.

The Diagnostician shall fax the following information
to the Special Needs Transportation Office by the end
of the instructional day that the ARD is scheduled and
completed.

i.  Transportation Information & Eligibility Form
ii.  Behavior Intervention Plan (BIP)

iii. Relevant information from the IEP relating to
mobility, behavior, communications and
facilitators.

The Diagnostician shall notify the Supervisor of
Special Needs Transportation, by e-mail, that the
listed information was faxed. The Special Needs
Supervisor will e-mail the Diagnostician to confirm
receipt of documentation.

Upon receipt, the Supervisor of Special Needs
Transportation will begin processing the
Transportation Information & Eligibility Form.
Special Needs Transportation may require up to (3)
three instructional days to process and schedule bus
services for a student. The department will make
every effort to ensure that services start on or before
the (5™) fifth instructional day. This practice applies
in processing program, address or schedule changes
for special needs students. Incomplete documentation
may delay the scheduling of services for a student.
DISD will make every effort to keep the disruption of
bus services to a minimum.
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10.

Ensure that students are ready for dismissal at the
time established between the Campus Principal and
Transportation Operations.

Refer parent requests involving alternate
transportation arrangements to the Supervisor of
Special Needs Transportation at 940-369-0311.
Drivers are not allowed to change their route without
prior approval from their Supervisor. Emergencies
will be considered on a case-by-case basis.

Notify the Supervisor of Special Needs Transportation
of all changes in the student’s status (extended
absences, withdrawal, etc.) that would affect the bus
schedule.

Notify the Transportation Department of all

legal or procedural changes regarding Special
Education Policies and Procedures that would affect
transportation services, such as issues pertaining to
custodial rights, legal residence, etc.

Assist the Transportation Department by requiring
case managers to submit annual ARD Transportation
Information Forms in a timely manner.

Campus staff are required to escort and assist
their students to and from the school bus.

SPECIAL NEEDS TRANSPORTATION
DEPARTMENT

1.

The Supervisor of Special Needs Transportation
shall receive the following information from the
Diagnostician by the end of the instructional day that
the ARD is scheduled and completed.
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i.  Transportation Information & Eligibility Form
ii.  Behavior Intervention Plan (BIP)

iii. Relevant information from the IEP relating to
mobility, behavior, communications and
facilitators.

Special Needs Supervisor will e-mail the
Diagnostician to confirm receipt of all

documentation and begin processing and
assignment of the student to a bus route.

2. Assign students to special needs transportation.
Attend ARD meetings, as needed, to coordinate the
assignment of bus services to eligible students.

3. Develop and maintain route schedules that will ensure
safe and efficient bus transportation operations.

4. Address concerns from parents, school administrators,
drivers, aides and community regarding Special Needs
Transportation.

5. Follow DISD Transportation Procedures, Rules
and Guidelines. Adhere to policies and regulations
established by federal, state and local governments.

6.  Provide support equipment as directed on the DISD
Transportation Information Form.

7. Ensure driver staff are trained and oriented to serve
special needs students.

PROCEDURES

The following procedures were established by Special Needs
Operations to facilitate the safe, effective and efficient
transportation of Special Needs students. On occasion,
transportation operations receives request from parents or school
staff to deviate from established procedures. Special Needs
Transportation reserves the right to authorize or deny changes in
procedure based on the need to provide high-quality service for
those entitled to Special Needs transportation services.
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PICK-UP & DROP-OFF

Under most conditions, Special Needs Transportation
provides curb-to-curb service. The assigned bus will pick-
up and drop-off at the curb nearest to the student’s home
or day care when ever possible. The following are some
exceptions to this procedure:

1.  Inrare instances, the pick-up/drop-off location may
require the student to cross the roadway. Parent shall
escort the student across the roadway to and from the
pick-up/drop-off.

2. Due to road conditions (i.e., dead end, dirt/gravel or
narrow roadway, cul-de-sac, construction), there may
be a requirement to place the pick-up/drop-off site
at a safe location away from the home or day care.
Every effort will be made to locate the stop as close as
possible to the home or day care. Parent is required to
assist their student to and from the school bus.

3. Denton ISD Special Need buses do not enter gated
communities or apartment complexes. Students are to
be picked up/dropped off in a designated location near
the office area.

a.  Pick-Up and Drop-Off Times

i.  Assigned pick-up and drop-off times are
estimated times only. During the school year,
as students are added or deleted from the
routes, the actual pick-up and drop-off times
may change.

ii. A one-day notification will be given to the
parent of any change in the bus
schedule of more than 15 minutes.

iii. Bus routes are scheduled to accommodate the
arrival and dismissal times for each school,
and to maximize efficiency of transportation
for all students transported to and from school.
Transportation cannot honor requests to
lengthen or shorten a student’s bus ride to
accommodate day care or parent’s work
schedules.
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1v.

Drivers may wait up to two minutes past the
scheduled pick-up or drop-off time (for LS and
ALS students only. All other students are to be

at their pick-up location five minutes before

their scheduled pick-up time.) In the event that

a student does not board the bus, the driver

will notify the Dispatch Office and request
permission to continue on route. The Dispatch
Office will record the date, time, bus number and
student’s name. Information will be recorded as a
“No Call - No Show Incident.” (This will also be
noted on the “Riders Log” by the bus team.)

The bus schedule shall be maintained in order
to service all students and families in a safe
and efficient manner. Buses will not return to a
residence to pick up students that have missed
their scheduled pick-up time. Parents shall be
responsible for transportation if their student
misses the scheduled pick-up time.

Parents are responsible for notifying the
Transportation Department if their student

does not require bus services on a specific
date/day. Parents are to call and inform the
Transportation Department, at least 30
minutes prior to a scheduled pick-up time, if
their student will not be riding the bus. The
parent shall contact the Dispatch Office at 369-
0333 and provide student name and bus number.
Failure to notify and cancel bus service will be
recorded as a “No Call — No Show Incident.”
After (3) three “No Call — No Show Incidents,”
the Special Needs Supervisor will contact the
parent to determine need for services.

Alternate Drop-Off

Drivers are authorized to drop-off students only at
the school or designated drop-off as recorded on
the Transportation Information Form. If there is no
authorized person to accept the student at the
primary drop-off location other than the

school, the following steps shall be followed:

9.



ii.

1ii.

1v.

vi.

Vii.

The driver will notify Dispatch if parent is not
at residence to receive student. Student shall
remain on bus.

Dispatch will record information and driver
will proceed on route.

Parent will be contacted utilizing
information from the student’s records and
arrangements will be made for second
attempt to deliver student.

Driver will proceed on scheduled route and
make second attempt to deliver student.

Driver will notify Dispatch if a second
unsuccessful attempt is made to deliver the
student to the designated drop-off. Dispatch
will record the incident. After the second
unsuccessful attempt the student will be
returned to campus.

The student’s campus administrator will be
contacted and the student will be returned to
campus. In the event the campus

administrator cannot be contacted, the student
will be taken to Special Needs Transportation
Office. In the event no authorized person can
be contacted to take custody, the student will be
considered abandoned and will be turned over to
the proper authorities (See Appendix Part III,
A).

Parents must keep alternate location information
current by contacting the Supervisor of Special
Needs Transportation (940-369-0311) of any
changes in name, address, home or work phone
numbers. The Transportation Department is not
responsible for outdated information.
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c. Private Drives and Parking Lots

ii.

Denton ISD Transportation is responsible

to transport DISD students. The designated
pick-up/drop-off locations are always placed

on public roads or streets unless otherwise
approved by the Director or Assistant Director of
Transportation.

On occasion, condominium/apartment
management companies and business owners
deny school buses access to their parking lots.
In these cases, the pick-up/drop-off location will
be placed at a safe location close to the student’s
home or day care.

B. LOADING AND UNLOADING

1.  Pick-up & Drop-off Location

a.

The driver/monitor will load and unload students
at the pick-up/drop-off location. Parents are
strongly encouraged to communicate to the
driver/monitor all information about the student
that would help facilitate safe loading and
unloading.

The parent should not send students

to the bus with food or drink to be consumed
on the bus. This includes candy and gum. Small
toys or objects considered by staff to be
dangerous to the student during transport

will not be allowed on the bus.

Drivers may refuse transport of a student that
is sick, displaying an offensive odor or
displaying hostile or aggressive demeanor.

2. School/Campus

a.

To facilitate the safe transition of students on and
off the bus, designated school personnel may be



encouraged to assist with the loading and
unloading of ambulatory students. Campus
personnel may be asked to monitor students
during the period that driver staff are loading/off-
loading wheel chair students.

b.  School administrators and teachers should not
send students to the bus with food or drink. This
includes candy and gum.

3. Carrying Student’s On/Off the Bus - To avoid the
risk of injury to students or assisting adults, students
should not be carried up or down the bus steps during
loading and unloading. If a student cannot negotiate
the bus steps with a reasonable degree of assistance, an
alternate method of loading/unloading or transporting
the student will need to be resolved between school
administrators, parent and Supervisor of Special Needs
Transportation Operations. Such procedures are to be
documented in the student’s ARD.

4. Wheelchairs without Students - Unused/empty
wheelchairs can not be transported on the bus, unless
there is available room and the item can be safely
secured on the bus to be transported.

5. Walkers - Students using a walker will be assisted by
driver/campus staff to load and off-load the bus using
the bus steps. Use of the wheelchair lift for students
with walkers is prohibited.

STUDENT BEHAVIOR

The school bus driver and/or monitor are responsible for
ensuring that students behave in a safe and responsible
manner. Behavior that interferes with the safe operation
of transporting students will be dealt with in accordance
with applicable federal, state and local laws, policies and
procedures. Inappropriate behavior on the school bus will
be reported to the Supervisor of Special Needs and dealt
with in accordance with DISD Policy. Parents/Guardians
will be notified before any suspension occurs.
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1. Behavior on the School Bus

Unsafe behavior will be reported immediately
to the Dispatch Office and the appropriate
personnel will be notified. The driver will
complete an Incident/Bus Safety Report for the
Supervisor of Special Needs after the route, and
make parent contact (as directed by the Special
Needs Office.)

When the behavior of a student creates an
imminent serious danger to students and adults
on the bus, the driver will notify the Dispatch
Office with the proper emergency code. The
Dispatch Office will notify Transportation
staff and police to respond to the emergency, if
necessary.

Transportation personnel may refuse to transport
a student due to aggressive or disruptive
behavior at the campus or residence. Parents will
be responsible for transporting of their student
for this service period.

Texas Ed. Code 37.126 DISRUPTION OF TRANSPORTATION
$500.00 FINE (Refer to Appendix Part III, C)

D.  Child Passenger Safety Systems

1. Car Seats

a.

Many small students can be comfortably and
securely transported in approved child passenger
safety systems. Larger students may use

regular lap safety belts or a safety vest. Special
Needs Transportation Operations provides all
conventional child passenger safety systems
required to transport students.

Students who weigh less than 20 pounds should
be placed in a rear-facing infant car seat.
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c.  Students who weigh from 20 to 40 pounds and
are 26” —40” in height, should ride in a forward
facing car seat.

d.  Students who are under 50 Ibs. attending PPCD
or HS programs should be in a Q-vest for safety
purposes.

2. Safety Vests are designed for student use as an
alternative to seat belts.

Bus Evacuation Procedures- The Special Needs
Transportation office conducts practice evacuation drills
each year in accordance with federal, state and local
guidelines.

1. The driver and/or monitor will assist each student to
evacuate the bus during an emergency. The students
should know which emergency door to exit with
certain types of accidents or emergency situations.

2. Inthe event of an emergency, the driver will notify the
Dispatch Office and inform them of the situation and
seek instructions as necessary.

Bowel and Bladder Accidents

1. Bus drivers and monitors may not accept students for
transport with soiled clothes from bowel or bladder
accidents. If time allows, student will go back in and
change.

2. Ifabowel or bladder accident occurs during the bus
trip, drivers and monitors are instructed not to attempt
cleaning up the accident in route, but to proceed to the
scheduled stop at school or home.

Medication and Other Items

The driver and monitor are not authorized to handle any
type of medication or correspondence between school and
home. These items should be provided to the school directly
by the parent or vice versa. If these items are placed in the
student’s back pack or other carrying device, the driver and
monitor will not be held responsible for safe keeping during
the bus ride.
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H.  Summer Schedules and Activities
If your student is involved in an Extended School Year, the
schedule will be developed once transportation operations
receive a listing of all students attending the summer
session. The Special Needs Office will notify parent of
pick-up/drop-off times.

L Fall Scheduling
The bus routes for the new school year are developed during
the summer months. Once the new school year begins, and
the Transportation Information Form is provided to the
Special Needs Transportation Office, the student will then
be added to the appropriate route. Parent may be responsible
for providing transportation until they are notified of their
child’s bus schedule. Parent is responsible for notifying the
Special Needs Transportation Office (940-369-0311) of any
change in their work, home or cell phone numbers, change
in emergency contacts or any other information that is
required in providing transportation service for their child in
a timely manner. Incorrect information may cause a delay
or interruption in your student’s transportation service or his
or her safety.

Bus Student Access Card Program

During the Fall of the 2010-2011 school year Denton ISD
Transportation began implementing a “Bus Student Access Card
Program.” During the 2015-2016 school year Special Needs students
will begin implementing this same program.

Students who have registered for bus services have been assigned a
“Bus Student Access Card” as the program was put into service.

This program will allow the DISD Transportation Department to
promote student safety and security through the daily monitoring of
fleet operations and ridership.

The program will provide accurate information as to the location of all
school buses & where and what time a student gets-on or off the bus at
a bus stop.

Students will be required to carry their “Bus Student Access Card”
every time they ride a Denton ISD school bus. First time Card
assignment will be given along with a card holder to attach the Access
card to the students backpacks,

Protocols for Special Needs Students will be given as determined by
the Student Safety Office and Special Needs Office.
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II. APPENDIX

A. DISD CRISIS MANAGEMENT - ABANDONED CHILD

L.

2

POLICY

If a student is left at school:

. The school office staff will call the parent or
emergency contact.

. If a responsible adult can not be contacted for pick-
up, the principal may decide to:
o Wait with the student until transportation arrives.
o Call the police after a reasonable amount of

time has elapsed.

. Under no circumstances may a student be left alone at

school.

If a student is left at an after school event:

. The teacher/sponsor in charge of the after school event is
responsible for calling the parent or emergency contact.
. The administrator assigned to an athletic event is
responsible for calling the parent or emergency contact.
. If no responsible adult can be reached for pick-up, the

teacher/sponsor or administrator may decide to:
o Wait with the student until transportation arrives.
o Take the student home.
o Call the police after a reasonable amount of
time has elapsed.
. Under no circumstances may a student be left alone
after a school sponsored event.

B. BUS RULES

S e

Obey the bus driver and or monitor.

Sit facing forward with feet on the floor.
Keep your hands and feet to yourself

Stay seated while bus is in motion.

Obey safety rules for loading and unloading.
Respect the rights of other students and staff.

C. DISRUPTION OF PUBLIC TRANSPORTATION -
EDUCATION CODE 37.126

L.

Any student who disrupts the continuation of a bus route and
forces the driver to stop the bus due to unsafe conditions may be
guilty of Disruption of Public Transportation. Suspension from
the bus and/or fines may occur.

Parent’s are not allowed to board or attempt to board the bus at
any time. Any attempt may be construed as Disruption of Public
Transportation.
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