Bus Transportation Policy AY 2022 - 2023

Safety and security policy for school
transportation

General Information:

e We have four (4) buses in Bright Horizon
International Kindergarten.

e Each bus drivers have submitted a complete
requirements with their full information.

e In the beginning of the school year, the bus
routes was arranged properly by the school
management.

e We have the bus list which has the student’s
name, area and parents contact numbers.

e In the bus list also we provide each bus
driver’s and bus attendant’s name and mobile.

Arrival and Departure Time:

e Buses should be in school at 7:15 AM.

e In the afternoon the bus need to leave the
school at 12:15 PM.

Responsible In charge:

e The Bus Driver will be supervised by a Bus
Transport Assistant (Bus T.A.).

e This bus attendant will supervise the bus
driver’'s performance and the student’s
behavior while in transit.

Pick-up and Locations:

e Official letter will be sent via Class Dojo and
SMS to parent with regards to the bus timing
and bus route (for the pick-up and drop off
time)

e Parents / guardian should prepare their kids
ready on the scheduled time.

e [f the student will be late in the morning, the
bus can only wait maximum of 5 minutes in
the waiting area.
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In the afternoon, Parents should be on time to
receive their kids in the bus. If they failed to
do that, students will be returned back to
school.
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their child in the bus.

Parents are responsible for the safety and
security of their children once the child exits
the bus.

If there is a change in the home address,
parents are to inform the school admin so that
their child can be placed on the appropriate
bus route (if there is a space available).

The school doesn’t allow parents to switch
buses unless only for emergency cases. Each
bus has limited seats only those were
arranged already in the beginning of the
school year.

Parents are responsible in taking their child
from the bus not the bus attendant.

Bus Attendant

The bus attendant is the one responsible
inside the bus.

The bus attendant has the list of all her
students in the bus. This is to ensure that no
missing student will be left.

If student is not behaving well during the
transit, the bus attendant has the right to
correct properly the student behavior.

The bus attendant need to be attentive not
only monitoring the students inside the bus
but also the bus driver’s driving performance.
The bus attendant is responsible in informing
the school admin or the school principal in any
situation inside the bus.
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e On time of their arrival to school, the bus
attendant will be taking out all the student’s
bag from the bus.

School Admin Staff and Teacher Assistants:

Morning and Afternoon Duty

e The School Admin Officer is waiting inside the
school to ensure that the bus arrived on time.

e They need to check if each student’s arrived
safe in school.

e As soon as the bus arrived, the school admin
will be taking the attendance for the students
in the bus to make sure that students are all
complete or if there is any absent student we
can follow up with the parents.

e |In the afternoon, we also have school admin
to check the attendance for the bus and
arranged them correctly before going inside
the bus.

e Checking each student upon arrival and during
departure is their main responsibility.

School Security Guard:

e Upon arrival of the bus, the school guard will
be the one to secure the bus parking and the
bus inside the campus before he close the
gate.

e |f the students are out of the bus already, the
school guard will be the last one to check the
bus to make sure every students got out and
no one is left inside the bus.
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Names of security & safety group for school transportation

Bus Drivers:

e Yussuf Ahmed Noor - Bus No. 1
e Abdelhafez Hamed Abdalla Abdelaal - Bus No. 2
e Mahammad Ali Husen Rain - Bus No. 3
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e Murtaja - Bus No. 4

Bus Attendants:

e Norhana Embil Darping — Bus No. 1

e Jeanne Cuya Lim — Bus No. 2

e Ruth Cherry Dela Cruz Loreto — Bus No. 3
e Hazel Bersabe Dapito —Bus No. 4

School Admin Staff and Teacher Assistants:

e Leslie Ann llustre Inciong - School Admin Officer

e Raoan Ahmed Farhan Khalil Daloul — School
Admin

e Rialeza Sagalot Angao — Teacher Assistant

e Mylene Malabanan Padios — Teacher Assistant

e Jawabhr Idris Ali — School Cleaner

School Security Guard:

e Dakshina Janakantha Arachchilage
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Responsibility of the School Principal

The School Principal (who may delegate to the Head of Admin), is overall responsible for implementing

this policy within the school. In particular, she will:

o monitor the effectiveness of the safety policy and the safe working practices described within it

and shall revise and amend it, as necessary, on a regular basis;
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° Ensure that regular safety inspections are undertaken. (a Health and Safety team will inspect all

School premises and property once a term);
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Responsibilities of Staff Towards Children and Others in their Care

All staff are responsible for the health and safety arrangements in relation to staff, children and
volunteers under their supervision. In particular, they will monitor their own work activities and take all

reasonable steps to:
° exercise effective supervision over all those for whom they are responsible.

° be aware of and implement safe working practices and set a good example personally, identify
actual and potential hazards and introduce procedures to minimise the possibility of mishap;
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