 Transporting Students With Special Needs

JOB AID #6: 
Loading and Unloading
Responsibilities
1. School Bus Driver
· The school bus driver is the person who loads the student onto the school bus at the site, both pick up and school.  At the destination, the school bus driver unloads the student. 
· In some school districts, there is a monitor who is responsible for loading and unloading. Make sure that you know exactly who should receive the student in both places.

2. Parent or Caregiver
· Before school, the parent/caregiver makes sure that the student is at the curb on time with or in proper equipment.  The parent/caregiver supervises the student until the school bus arrives.
· After school, the parent or caregiver meets the student at the curb on time.

· A parent or caregiver may want to (or be required to) help with loading (helping the student onto the bus or fastening the seat belt or wheelchair positioning belt).  It is still the responsibility of the school bus driver to recheck and make sure the wheelchair and the student are properly secured before moving the school bus.

3. Teacher

· The teacher’s responsibilities are usually similar to those of the parent or caregiver: to meet the student upon arrival at school and to have the student at the pick-up site on time and supervise the student until the school bus arrives.  Teachers have the responsibility to ensure the school bus is an extension of the classroom.
4. Bus Attendant or Assistant
· Sometimes another adult assists the school bus driver.  These people may be called aides, monitors, attendants, or assistants.

· The attendant may be assigned to help all students or one particular student.
· While on the bus, the attendant is usually under the authority of the school bus driver.
· It is recommended that, during loading, the attendant walk behind the student when using the stairs.  When the student is unloading, the attendant should walk in front of the student.  If the student falls down the stairs, the attendant will be there for support.
Loading and Unloading With a Wheelchair Lift
5. General Guidelines When Student is on the Lift Platform

· The student always faces away from the school bus.

· The wheelchair brakes are locked.

· The roll stops must be in the completely “up” position.

6. Loading and Unloading Process

· Open and secure the lift door.

· Use the hand-held control to activate the unfolding of the platform.

· Lower the platform until it rests entirely on the ground.

· Unfold the outboard roll stop.

· Fasten the wheelchair seat belt around the student.

· Back the student onto the lift.  Always face the student away from the school bus.


NOTE: To Unload a Student with a Motorized Wheelchair

· The student should NOT drive onto the lift unless cleared to do so by the entire IEP team.
· Disengage the motor and push the chair onto the platform manually.
· Consult with a parent/caregiver, behavior specialist, or school transportation director about how to secure the chair on the lift.

· Lock the wheelchair brakes.
· Make sure the roll stops are in the completely “up” position.

· Turn off the wheelchair power.  In some cases, the motor must be disengaged to secure the wheelchair.  Ask the parent/caregiver or therapist for guidance.
· Have the student hold onto the handrails if able.
· Tell the student to keep arms and legs within the lift area and clear of moving parts.
· Operate the lift controls.  Stand next to the platform at the front corner.  Keep one hand on the wheelchair as it is raised and operate the controls with the other hand.
· When the platform reaches floor level, set down or hang up the controls.
· Release the wheelchair brakes and push the wheelchair into the bus.
· Set the wheelchair brakes.
· Fold the lift into the travel position.
· Position the student according to the IEP.  Either transfer the student to a regular forward facing school bus seat using proper lifting techniques or secure the wheelchair and the student.  


See Job Aid #8 (Emergency Situations) for proper lifting techniques.
When loading and unloading, remember:

Tell the student what you are 
going to do before you do it.

Securing the Wheelchair
· To protect the rider during a crash or sudden braking, and to minimize the likelihood of injury caused by contact with the vehicle, a seatbelt system with both pelvic and upper torso belts must be used.
· Always position the wheelchair and rider facing forward in the vehicle. Most sudden stops are in a forward direction and most crashes are frontal.  In emergency stopping situations, the student is thrust in the direction that the school bus is traveling.  The forward-facing student will bend forward, rather than sideward, reducing the risk of serious injury.

· The shoulder belt must be attached to the vehicle.  The lap belt can be attached to the wheelchair 4-point system or to the vehicle.
· When securing a WC 19 wheelchair, attach the four tiedown straps to the securement points provided on the wheelchair.  Tighten the straps and remove all slack.

· If you do not have a WC 19 wheelchair, it is best to attach the tiedown straps to welded junctions of the wheelchair frame or to other structural areas where the frame is fastened together with hardened steel bolts indicated by six raised lines or bumps on the bolt head.

· Do not attach tiedowns to adjustable, moving, or removable parts of the wheelchair such as armrests, footrests, and wheels.
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· When securing non-WC19 wheelchairs, choose structural securement points as close to the seat surface as possible to provide greater wheelchair stability during travel.  It is best if the rear securement points are high enough to result in angles of the rear tiedown straps between 30 and 45 degrees to the horizontal.
· If you have a non-WC19 wheelchair with a tilt seat, make sure to attach both the front and rear straps to either the seat frame or to the base frame.  Mixing wheelchair securement points between the seat and base can result in the tiedown straps becoming slack if the angle of the seat changes during a crash.

· It is best if floor anchor points for rear tiedown straps are located directly behind the rear securement points on the wheelchair.  If possible, the front tiedown straps should anchor to the floor at points that are spaced wider than the wheelchair to increase lateral stability during travel.

· If you can’t get the wheelchair attached properly, contact dispatch.
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Securing the Student
· In addition to securing the wheelchair, it is very important to provide effective restraint for the wheelchair user with a crash-tested lap and shoulder belt or with a child restraint harness.

· The lap belt should be placed low across the front of the pelvis near the upper thighs, not high over the abdomen.  When possible, the lap belt should be angled between 45 and 75 degrees to the horizontal when viewed from the side.

· A diagonal shoulder belt should cross the middle of the shoulder and the center of the chest, and should connect to the lap belt near the hip of the wheelchair rider.  The upper shoulder-belt anchor point or D-ring guide should be anchored above and behind the top of the occupant’s shoulder, so that the belt is in good contact with the shoulder and chest while traveling.

· Newer WC19 wheelchairs offer the option of a crash-tested lap belt that is anchored to the wheelchair frame.  If the wheelchair has an onboard crash-tested lap belt, complete the belt system by attaching the lower end of a shoulder belt to the lap belt.
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Other Notes

· Read and follow all manufacturers’ instructions.

· It is best to ride with the wheelchair backrest positioned at an angle of 30 degrees or less to the vertical.  If a greater recline angle is needed, the shoulder belt anchor point should be moved rearward along the vehicle sidewall so the belt maintains contact with the rider’s shoulder and chest.

· Maximize the clear space around the rider to reduce the possibility of contact with vehicle components and other passengers in a crash.  Cover vehicle components that are close to the rider with dense padding.

· Check WTORS (Wheelchair Tiedown and Occupant Restraint System) equipment  regularly and replace torn or broken components.  Keep anchorage track free of dirt and debris. 


Wheelchair Securement Checklist

· The wheelchair is forward-facing.

· The wheelchair is centered on the anchorage.

· Brakes are set and power is off.

· The wheelchair is anchored at 4 points using the manufacturer’s instructions.

· The straps are attached properly:

· They are at as close to a 45-degree angle as possible.
· The angle is no less than 30 degrees and no more than 60 degrees.
· They are not attached to the wheels or any detachable portion of the wheelchair.
· They do not bend around any object.
· They are away from sharp edges or corners.
· They don’t criss-cross.
· They are not twisted.
· There is no forward or reverse movement.

Seating Plan
7. Things to Consider
· Loading order

· Medical conditions: 

· Who is medically fragile?  

· Who is prone to seizures?

· Who is young or in a child safety seat or vest?

· Who has a respiratory condition?

· Who needs extra lower extremity support?

· Evacuation:  

· Which students can evacuate themselves?

· Which students need help?

· Which students could help others?

· Who is in a child safety seat or vest?

· Behavior: Which students are compatible and which aren’t?

· Supervision: Who needs to be monitored, either for behavior or for a medical condition?

8. Put the Plan in Writing
Safe Stopping Plan
9. Things to Consider
· Where to stop the school bus so the wheelchair lift operates properly

· Where to stop so that you can be seen by other traffic 

· How and when to use the warning systems

· Where to stop if the original site is not available

10. Put the Plan in Writing

Local Policy and Procedures
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