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1

Do not just “go through the motions” with empty signs and child check
systems. You need to thoroughly check in and under every seat for
sleeping students. If the bus is parked in the garage, use your flashlight
for better vision. If a student is left on an empty bus, the consequences
will be grave. It can result not only in termination of employment but can
also result in criminal charges against you.

2

Cell phones are NOT to be used for talking or texting while driving a
school bus!!! If your phone rings while driving, you are not permitted to
even look at the phone to see who is calling.

Attendants are not permitted to use cell phones while students are on the
bus.
If you are on a layover, you may use your cell phone. The driver, though,
must get out of the driver’s seat to use the phone.

3

Be aware of the radio stations you are listening to with your students.
107.9 and other radio stations frequently play inappropriate music. The
students might listen to these stations at home, but should not listen to
them on the bus. Be careful of conversations going on between songs as
well. Sometimes these conversations are not appropriate on the school
bus.

4

5

The “Blindfolded Driver” is one who just drives the bus and doesn’t pay
any attention to the students on board. Safety is compromised for students
that ride on a bus with a blindfolded driver. This type of driver should not
be driving a Bedford school bus!!!
If you haven’t followed the ADI program all year and then get frustrated
about behavior problems in April or May, it may be too late for help.
Follow the program the first day on the bus and you will have support
from the ADI program.

6

Each school building has an ADI leader that helps drivers and attendants
at the school. ADI leaders have the right and responsibility to pull you
aside to offer help and suggestions. They also have the responsibility to
let the office know if there are issues on your bus. If your ADI leader
talks to you and offers suggestions, keep in mind that he or she only wants
to help and wants to see safe buses rolling through our district. That can
only happen if the students are behaving.
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8

9

ADI leaders have become an influential part of the school buildings.
Students see them as authority figures but not as enemies. They are
partnering with students, parents, teachers and principals to create positive
environments on the buses.

10

Don’t be upset with ADI leaders if they change a conduct report to
sentences or an essay. The idea behind the program is to improve student
behavior without overwhelming the principals with paperwork. The
principals appreciate that we handle a lot of things on our own. Because
of this, the principals are much more willing to help us with severe or
ongoing problems.

11

Try to minimize behavior problems on your own.
successful, ask your ADI leader for help.

If you are not

Greet your students as they enter your bus each day. You may be the first
friendly person they have encountered since they woke up. Say goodbye
to them after school. Your friendly goodbye might be the last friendly
word they hear until they see you the following morning.
Keep a seating chart so that children will know exactly where to go when
they get on the bus. Also, if there is any seat damage, you can narrow
down who may have caused the damage.

12

If you can call students by name, they are more likely to listen to what you
say because they realize you know who they are. Taking the time to learn
student names also sends the message that you care enough to learn who
they are.
Be a good role model. Do not expect more from your students than from
yourself. If they can’t eat, drink or chew gum, then you should not be
doing that either.

13

Do NOT argue with students. Instead, be a “broken record.” Repeat your
instructions to students if they are not complying. Repeat the instructions
again and again if necessary. They will often get frustrated that you are
not arguing with them and will then follow your instructions.
Be consistent!!! If you allow your students to do something that is against
the rules on one day, they will believe they can break that rule everyday.
If you want them to start following the rule that you previously allowed
them to break, you will have a hard time getting them to follow your
directions. You should always send the same consistent messages to your
students so that they understand your expectations.

14

Choose your words wisely. You never want to stoop to the level of a
misbehaving student by using words that judge.
Instead, focus
specifically on the behavior you expect.

Parents hate the words listed above and it is hard to defend a driver or
attendant that uses them. Again, choose your words wisely!!!

15

We are all human and make mistakes. If you do or say something that you
realize is inappropriate, please let a supervisor know as soon as you finish
your route. When a parent calls to complain about your mistake, we can
tell them that you realized you made a mistake and told us about it
already.
Parents are much more forgiving when they realize you recognized your
mistake and have told on yourself!

16

In Bedford, we turn on the dome lights for bus silence. This should be
used sparingly, though. You should not expect your students to be on bus
silence on a regular basis. They will revolt against this and you will see
their behavior become even worse.

17

If you confiscate a cell phone from a student, you MUST return the phone
before the student exits the bus at the end of the day. You should fill out
an essay or conduct report about the incident after your route.

The reason cell phones MUST be returned is that many students go home
to empty houses and are required to call their parents when they exit the
bus. Parents panic if they are waiting for a call and the student has no
phone to place that call.

18

NEVER make a warning about a consequence that you cannot follow
through with. For example, don’t tell students you will kick them off the
bus for poor behavior. Only the principal can do that. If you tell students
they are going to receive a conduct report or essay, you must follow
through. Warnings that you do not follow through with only reinforce
poor behavior.

19

The ADI program is in place to give consequences for poor behavior but
it is also designed to recognize good behavior. Students that are rewarded
for good behavior will often repeat that good behavior more often because
they know they will be recognized and rewarded.

20

Glendale and Columbus Schools use “You’ve Been Spotted” tickets.
Carylwood School uses “Super Hero” tickets and Central School uses
“Bearcat Bucks” tickets. These tickets are given to students that are
behaving appropriately on the bus. You can get extra tickets from the
Transportation Office or your ADI leader.

21

Handing out “You’ve Been Spotted,” “Bearcat Bucks” and “Super Hero”
tickets is NOT a choice. Drivers and attendants MUST use these tickets
to recognize good behavior. If students riding your bus do not receive
tickets but they see students on other buses receiving tickets, they will be
very unhappy. This situation is not fair to them, which is why ALL staff
must hand out these tickets.
You should hand out 2 – 4 tickets EACH BUS RIDE (morning and
afternoon) to reward good behavior. Make a big deal of it by announcing
who gets the tickets each day and make sure the other students on the bus
see who is receiving the tickets. This may encourage the other students to
behave on the bus.

22

“You’ve Been Spotted,” “Bearcat Bucks” and “Super Hero” tickets are
like cash to the students. They turn the tickets in to the school office for
rewards. Use them – they work!!!

When students that typically display POOR behavior have a good day,
DEFINITELY give them tickets. You don’t get to reward them often, and
the few days they behave may increase if they receive tickets.
Keep track of who you give tickets to. Make sure ALL students receive
tickets occasionally. Don’t forget the quiet ones that you rarely even
notice. They need to be rewarded, too!

23

At the beginning of the school year and after spring break, Central and
Glendale buses will receive a “Rule of the Week.” Drivers and attendants
are expected to review each week’s rule with their students at least once
each day. The school principals will make announcements about the rule
and teachers will reinforce the rule throughout the week.
REPEAT, REPEAT, REPEAT. It will help students remember the rules.
If we are at a time during the school year that we are not participating in
“Rule of the Week,” you should still periodically remind students of the
rules.

24

Review the posted bus rules with your students periodically. Students
often think rules are in place just to have rules. Explain WHY certain
rules are in place to help them understand. For example:

• Be at the bus stop 5 minutes early so that you won’t miss the bus.
Buses cannot run at exactly the same time everyday. Plus, students that
chase buses risk slipping and falling under the bus.
• Follow the driver’s directions. He or she is in charge, just like your
teacher or principal and gives you directions to keep you safe.
• Remain seated at all times. If the bus has to stop fast, you might fall
and hurt yourself if you are not sitting properly.

• Be silent at railroad crossings so that the driver can listen to be sure no
trains are approaching.
• Do not eat or drink on the bus. If you choke on something, there is no
one there to help you.

25

• No cell phones or electronic devices are allowed to be used on the bus.
This is the rule in school and is the same on the bus.
• Keep head, hands and feet inside the bus; otherwise, you could be
seriously hurt if something outside the bus hits you.

• Talk quietly so that the bus driver can hear the two-way radio, sirens
and other traffic.

26

Be sure to turn all completed paperwork to your ADI leader. Sentences,
essays and conduct reports create a paper trail of poorly behaving
students. Without the paper trail, the principal is not able to give students
appropriate consequences.
Late paperwork will NOT be turned into the principal. If it’s important
enough to write, then it should be important enough to write
IMMEDIATELY!
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30

Conduct reports should be created for serious problems such as fighting or
for behaviors that can potentially cause harm to anyone on or outside the
bus. Conduct reports are also used for continuing problems for which
essays and sentences have not been effective.

31

Never write another student’s name on the first page of the report. (The
first page is the copy that the parent receives.) If there is another student
involved, write that student’s name on the yellow copy (second page) of
the report.
All ADI papers need to be turned into your ADI leader immediately so
that they can be tracked in an Excel program.

32

Be sure you spell the name correctly and be absolutely certain you have
the correct student. There have been instances in the past where the
wrong student name was written on the conduct report. This is extremely
embarrassing to you, the principal and transportation office staff!!!

33

Fill in each of the gray squares completely. Do not write the stop location
under student address. Please list the actual student address.
Be sure you have the correct date, and circle whether the incident
happened in the morning or the afternoon. There have been instances in
the past where a child received a conduct report with the incorrect date.
The parent has then called to say the child did not even ride the bus on the
day of the incident. This is also embarrassing to you, the principal and
transportation office staff!!!
The “Reviewed By” square is signed by the ADI leader. If it is not
reviewed and approved by the ADI leader, it will not move forward to the
transportation supervisors for approval.

34

Be very specific in your report. If a student uses curse words or other
inappropriate words, you should write the exact words used. Do not
include your opinion of or feelings about the incident. Simply state
what happened.
The Conduct Report is an official school document. Without your
signature, it will not move forward to the school principal.

35

This section should be left completely blank. The ADI leader,
transportation supervisors and the principal are the only people that will
record information in this section.

Once the conduct report is signed by the transportation supervisor, neither
the driver, attendant or ADI leader has permission to write anything else
on the report.
Remember that the conduct report is a confidential document and should
not be shared with other staff, students or parents.

36

Floaters and substitutes are expected to follow ADI procedures just as
regular drivers and attendants. Otherwise, students will feel they have the
right to misbehave when a substitute is on the bus. Regular drivers should
follow through on reports from the floater or substitute when they return
to work.

37

If there is a major problem on the bus, hit the “panic button.” This will
make it easier for the office staff to find the location on your DVR when
the incident happened. (The panic button is the lit green button on your
dash. If the green button is flashing, the video system is not recording
properly and you should fill out a repair request for it.)
Videos are most often used to substantiate or refute claims made by
students, parents, drivers or attendants. Videos are not viewed on a
regular basis for typical daily problems.

38

If there is a fight on the bus, you must IMMEDIATELY call base on the
two-way radio. You must also REPEATEDLY tell the students to stop
fighting. You are NOT obligated to get in the middle of the fight to stop
it. If you are comfortable doing so, though, you can get involved to
physically pull the fighting students apart.
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