Procedures for FIELD TRIPS

Prior to the trip:

· Make sure the Principal/Teacher has reserved a bus for the field trip.

· Check with the Teacher about the destination and have route planned.

· Confirm time schedule for trip.

· Confirm payment fees with teacher.

· Get seating chart.

· Try to pick up the bus the day before the trip to thoroughly inspect it.

Day of the trip:

· Thoroughly inspect Bus.

· Give school office Bus Driver’s cell phone #

· Load bus according to seating chart.

· Do a headcount.

· Review safety rules with passengers.

* Follow all driving / safety rules while driving to and from destination.

· Upon arrival of destination and after unloading, check bus.

· Do a headcount each time the bus is reloaded.

Back home:

· After unloading passengers, check interior of bus for trash / damages.

· Complete bus checklist.

· Refuel bus. 

· Return bus. 
