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Introduction 
 
This manual provides information about transporting students in preschool as well as students 
with a disability. It is not intended to be an inclusive guide to transportation services for 
Watertown-Mayer.  In addition to other polices, handbooks, and correspondence, information 
about transportation-related services can be obtained from the following policies: 
 
 Policy 707:  Transportation of Public School Students  

Policy 708:  Transportation of Non-Public School Students 
Policy 709:  Student Transportation Safety 

 
Directory 
 
Administrators 
 
Suzanne Busacker  SPED Supervisor / Coordinator  Office: 952-955-0279 
Nick Guertin   Elementary School Principal  Office: 952-955-0270 
Jon Anderson   Middle School Assistant Principal Office:  952-955-0207 
Scott Alger   Middle School Principal   Office: 952-955-0210 
Ray Kirch   High School Assistant Principal  Office:  952-955-0240 
Scott Gengler   High School Principal   Office: 952-955-0240 
Diane Johnson   Community Education Director  Office: 952-955-0208 
Karsten Anderson  Superintendent    Office: 952-955-0200 
 
Special Education Lead Teachers 

Greta Hansen Begg  Elementary School Special Education Office: 952-955-0279 
Amy Voss   Middle School Special Education Office: 952-955-0216 
Lynn Bandh   High School Special Education  Office: 952-955-0247 
 
Preschool Personnel 
 
Melissa Wilson   Young Royals ECSE Teacher  Office: 952-955-0277 
Cathy Hagel   Young Royals ECSE Teacher  Office: TBD 
Laurie Heid   Young Royals Teacher    Office:   TBD 
Greta Hansen Begg  Speech Teacher   Office: 952-955-0279 
 
Kids’ Company 
 
Julie Zahler   Elementary Kid’s Company  Office: 952-955-0275 
Julie Zahler   Middle School Club Middle  Office: 952-955-0275 
 
Transportation Safety Contact Person 
 
Karsten Anderson  Superintendent   Office: 952-955-0200 
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Midwest Bus Company 
 
Todd Hendricks   Director    Office:  952-955-1962 
        Fax: 952-955-1902  
        Cell: 612-790-7917 
        Home: 952-955-1273  
 
Gail Sommerfeld  Van Coordinator  Office: 952-955-1962 
        Fax: 952-955-1902 
        Cell: 612-518-2000 
        Home: 952-955-3333 
 
Mary Lobitz   ECSE Driver    Office: 952-955-1962 
        Cell: 612-710-2751 
          
Louise Babatz   ECSE Substitute Driver  Office: 952-955-1962 
        Cell: 651-246-0580 
          
Johnson Bus Company 
 
Neil/Susan Johnson  Directors   Office: 952-955-1866 

 
 
Helping Students On/Off Vehicles 
 
IEP or 504 Accommodation Plan decisions 
 
Decisions about determining how much assistance a school bus driver or bus assistant provides 
a student who is boarding or leaving the bus are made on an individual basis and specified in a 
student’s Individual Education Plan (IEP) or 504 Accommodation Plan.  Each driver and aide 
assigned to a vehicle transporting students must assist pupils with disabilities on and off the bus 
when necessary for their safe ingress and egress from the bus. (Reference:  M.R. 7470.1700 
Subp. 3C.) 
 
Helping students to the vehicle from home 
 
Parents are responsible for making sure their student is ready for the bus before its arrival.  They 
must have their student meet the school bus at the street, curb, or driveway, unless that 
responsibility has been modified and agreed to through an Individual Education Plan (IEP) or 
Section 504 process.  The district is not required to have the bus driver or bus assistant enter the 
student’s residence (e.g. house, apartment building).  School district policy can not limit or 
override special transportation accommodations identified in a student’s IEP or 504 
Accommodation Plan. 
 
If a student is not present at home, the driver will inform the individual who meets the child at 
school.  This person may be the child’s teacher/case manager or 1-1 paraprofessional who would 
then notify the child’s teacher or case manager.  The child’s teacher/case manager will then call 
the family and relay pertinent information to the bus company. 
 
Helping students on the vehicle from home 
 
Bus drivers place students into protective safety devices (such as car seats) as necessary and 
ensure they are in use and fastened properly throughout the ride in the vehicle.  On leaving the 
vehicle when pupils are in the vehicle, the driver shall stop the motor, remove the ignition key, set 
the brakes, and otherwise render the vehicle immobile. 
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Length of time on the vehicle 
 
The length of time a child with a disability is transported shall be appropriate to the physical, 
mental, and emotional well being of the child.  In general, a child with a disability should not 
spend more time in transit than a child without a disability except as may be required because of 
the unique location of the child’s education program. (Reference:  M.R. 7470.1600 Subp. 3.) 
 
Dropping off students at school 
 
District staff, if needed and identified in a student’s Individual Education Plan (IEP) or 504 
Accommodation Plan, meet vehicles at the school building.  If an aide is required for a particular 
student, the bus driver is not allowed to drop off the student unless a staff person is present. 
 
Bus drivers remove students from protective safety devices (such as car seats) as necessary.  
On leaving the vehicle when pupils are in the vehicle, the driver shall stop the motor, remove the 
ignition key, set the brakes, and otherwise render the vehicle immobile. 
 
District staff, if needed, escort students from the vehicle into the school building.  
 
Helping students on the vehicle from school 
 
District staff, if needed and identified in a student’s Individual Education Plan (IEP) or 504 
Accommodation Plan, escort students from the school building to the vehicle. 
 
Bus drivers place students into protective safety devices (such as car seats) as necessary and 
ensure they are in use and fastened properly throughout the ride in the vehicle.  On leaving the 
vehicle when pupils are in the vehicle, the driver shall stop the motor, remove the ignition key, set 
the brakes, and otherwise render the vehicle immobile. 
 
Dropping off student at home 
 
Parents must make sure that an authorized person, if needed, is present when the student is 
dropped off at the end of the day. 
 
Bus drivers are not allowed to drop off a student unless there is an authorized person at the 
designated location to receive the student.  If necessary, a parent can temporarily designate a 
person to receive a student by providing written authorization to the driver and/or teacher.   
 
Bus drivers remove students from protective safety devices (such as car seats) as necessary.  
On leaving the vehicle when pupils are in the vehicle, the driver shall stop the motor, remove the 
ignition key, set the brakes, and otherwise render the vehicle immobile. 
 
If students can not be dropped off at home, bus drivers will take elementary students to the 
elementary Kids’ Company program and middle school students to the middle school Club Middle 
program.  The bus driver will then contact a representative from the bus company who will 
contact an authorized emergency person to pick up the child.  If no emergency person is 
available, child protection or the police may be called.  
 
Students will remain at the program until an authorized person picks up the student. Parents are 
responsible for the costs of the care. 
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Length of school day 
 
The transportation schedule can not be used as a reason to shorten or lengthen the school day 
for students with disabilities.  The length of the instructional day for these students must be the 
same as the length for all other students of their age in the district.  In cases where a student’s 
Individual Education Plan (IEP) or 504 Accommodation Plan requires either shortened or 
lengthened school day, transportation must be provided at the times specified. 
 
Transportation arrangements on IEP or Section 504 Accommodation Plan 
 
Transportation is usually not addressed on the Individual Education Plan (IEP) unless special 
transportation is required because of the student’s disability.  Appropriate transportation 
accommodations must be specified and written into the IEP or 504 Accommodation Plan. 
 
Transportation staff at IEP or Section 504 Accommodation Meetings 
 
A transportation representative usually does not need to be invited to an Individual Education 
Plan (IEP) or 504 Accommodation Plan meeting.  However, if transportation services are urgent 
or unusual, a transportation representative with decision-making authority should be invited in 
order to provide information about transportation options and to be made aware of any need for 
special equipment or special training of bus personnel before transportation services begin.  
Services can not be denied in the interim. 
 
Age limits for transportation 
 
Children with disabilities are eligible for transportation services from birth or whenever 
transportation services are required by their IFSP, Individual Education Plan (IEP) or 504 
Accommodation Plan.  (Note: Most infants and toddlers who qualify for special education services 
are usually served in their home by special education staff.) 
 
Students who turn age 22 before September 1st are not eligible for program or transportation 
services.  Students who turn age 22 on or after September 1 are eligible for program and 
transportation services through the end of the school year, provided they have an IEP or 504 
Accommodation Plan and have not previously been granted a diploma. (References:  M.S. 
124D.68 Subd. 2 & M.S. 125A.03.) 
 
Transportation responsibilities during school closures 
 
If a resident district is closed because of a non-emergency condition, (e.g. teacher conferences, 
district holiday of choice), the resident district must transport students with disabilities attending 
other districts whenever the programs in the other districts are in session.   
 
However, if resident district schools are closed because of emergency situations (e.g. severe 
weather, icy roads), the resident district does not need to transport students to programs in other 
districts even though the schools or the programs in the other districts may be open. 
 
Field trip fees 
 
To participate in a field trip, parents of a student with a disability may pay the same student fee as 
all other students, even if it costs more to transport that student.  Parents are not required to pay 
for any special education services. 
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Revocation of bus privileges 
 
Student riders may have their bus riding privileges revoked, except for certain conditions.  Under 
state law, transportation to school is not a right, but a privilege that may be revoked for violations 
of school bus rules.  This provision of state law applies to all students, but there are some 
conditions that limit a revocation of this privilege. 
 
Transportation as a related service 
 
If transportation is listed as a related service on a student’s Individual Education Plan (IEP) or 504 
Accommodation Plan, the district must provide alternative transportation if school bus privileges 
are revoked.  A related service may not be taken away without due process, which means a team 
meeting and parent agreement. 
 
Behavior must not be a manifestation of a disability 
 
If a student’s Individual Education Plan (IEP) or 504 team determines the student’s behavior is a 
manifestation of a disability, it could be unfairly discriminatory to revoke all transportation options 
if the student could not attend school for more than 10 consecutive school days. 
 
Disciplinary action on the bus 
 
Disciplinary action by the bus driver or a bus assistant must comply with all provisions on a 
student’s Individual Education Plan (IEP) or 504 plan, if there are any such provisions.  Except for 
an emergency situation, the bus driver or assistant may not improvise their own disciplinary 
procedures that conflict with an IEP or 504 plan. 
 
Home schools 
 
Home schools are nonpublic schools.  Therefore, the school district’s responsibility for 
transportation is the same as it is for other nonpublic shared-time students. 
 
Requiring parents to transport 
 
Because transporting students who require special transportation is the responsibility of the 
school district, a district can not require parents to provide transportation.  However, 
transportation by the parents through a contractual agreement is one alternative that can be 
explored.  In some instances parents may be willing or even prefer to transport their child 
themselves.  If, however, the parents decline reasonable transportation arrangements, the district 
is not obligated to reimburse the parents for transportation. 
 
Use of parent’s personal vehicle 
 
If the parents agree to transport their child, the district should treat the transportation arrangement 
as it would any other contractual agreement.  Such a contractual agreement, however, does not 
eliminate the district’s responsibility to ensure safe transportation for the students.  It may be 
prudent to check the driving record of all drivers who might transport the student in the family 
vehicle.  Also, the district may require that the owner of the vehicle carry adequate and current 
insurance on the vehicle and its occupants. 
 
Driver’s license endorsement requirements 
 
Motor vehicle operators are not required to have a school bus endorsement to drive cars or vans 
if they have a manufacturer’s rated seating capacity of ten or fewer persons, including the driver.   
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Training for drivers and aides 
 
One of the competencies required of drivers by Minnesota Statute is an understanding of student 
behavior, including issues relating to students with disabilities.  In addition, each driver must: 
 
1. Be instructed in basic first aid procedures for the pupils under their care; 
 
2. Within one month after the effective date of assignment, participate in a program of in-service 

training on the proper methods for dealing with the specific needs and problems of pupils with 
disabilities; 

 
3. Assist pupils with disabilities on and off the bus when necessary for their safe ingress and 

egress from the bus; and 
 
4. Ensure that protective safety devices are in use and fastened properly. 
 
(References:  M.R. 7470.1700 Subp. 3 & M.R. 7470.1600 Subp. 6.) 
 
Bus assistants 
 
Decisions about whether or not to require a bus assistant on in a vehicle are made on an 
individual basis by the student’s Individual Education Plan (IEP) or 504 team.  Severity of the 
student’s disability, distance traveled, density of population, terrain, need to assist or control the 
behavior of student(s), and other factors may be considered.   
 
Transportation Cards 
 
Drivers are expected to have a completed “Special Education Transportation Card” for each 
student provided special transportation services.  The Early Childhood Coordinator is responsible 
for completing cards for preschool students and providing them to drivers.  Special education lead 
teachers are responsible for completing cards for students with disabilities and providing them to 
drivers. 
 
Emergency health cards 
 
Special education lead teachers are responsible for providing typed emergency health cards to 
drivers of special school bus routes (including trips associated with Young Royals).  The drivers 
will keep this information with him or her on the vehicle. 
 
1. The pupil’s name and address; 
 
2. The nature of the pupil’s disabilities; 
 
3. Emergency health care information; and 
 
4. The names and telephone numbers of the pupil’s physician, parents, guardians, or 

custodians, and some person other than the pupil’s parents or custodians who can be 
contacted in case of an emergency. 

 
It is also recommended that the emergency health care card include information on an alternate 
site where the student can be dropped off, if necessary.  It is further recommended that an 
emergency card be on all buses where there is a student with an identified health need. 
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Transporting parent and child to early childhood program 
 
The school district may provide bus transportation along regular routes when space is available 
for participants in early childhood family education programs and learning readiness programs if 
these services do not result in an increase in the district’s expenditures for transportation.  The 
costs allocated to these services, as determined by generally accepted accounting principles, 
shall be considered as part of the authorized cost for regular transportation for the purposes of 
this section.  Transportation may occur between the school and the home or daycare location.  
(Reference:  M.S. 123B.88 Subd. 12.) 
 
Transportation during the day 
 
If a student’s Individual Education Plan (IEP) specifies a program in another district that requires 
during-the-day transportation to an off-school site (e.g. for transitional activities specified on the 
student’s IEP), the resident district is responsible for transportation and can provide the service 
itself, or by contract with the providing district.  (References:  M.S. 125A.11 & M.S. 125A.20.) 
 
To transport during the day, the school district may use the traditional yellow school bus (Types 
A, B, C, and D), automobile or van with a maximum seating capacity of ten persons including the 
driver, public transportation, or family vehicle. 
 
Transportation outside school hours 
 
If an Individual Education Plan (IEP) or 504 Accommodation Plan includes goals that require 
transportation beyond the normal school day, the extended day becomes that student’s school 
day and the district must transport.  However, the district is not responsible for transportation 
inconsistent with the program plan.  Students who choose to extend their time at a program, such 
as a work site, are responsible for providing their own transportation.  
  
Vehicle inspections 
 
M.S. 169.451 requires that all district-owned and contractor-owned vehicles used to transport 
students be inspected annually.  Parents transporting their own children in the family vehicle, or 
teachers or administrators transporting a sick student home from school (emergency 
nonscheduled transportation), are not required to have their vehicles inspected. 
 
Selecting type of vehicle to transport students with disabilities 
 
The school district shall determine the type of vehicle used to transport pupils with a disability on 
the basis of the disabling conditions of those pupils. (Reference:  M.R. 7470.1600 Subp. 4.) 
 
Selecting special bus equipment 
 
Specially adapted seats, supports, and/or protective devices must be selected by the school 
district in consultation with the pupil’s parents and on the basis of the specific needs of the 
individual pupil with a disability.  (Reference:  M.R. 7470.1600 Subp. 6.) 
 
Wheelchair orientation 
 
Types A, B, C and D school buses manufactured after January 1, 1995, must have wheelchair 
securement devices in a forward-facing orientation.  Types A, B, C, and D school buses 
manufactured before January 1, 1995 may have either a forward- or side-facing wheelchair 
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orientation.  Type III school buses, no matter when they were manufactured, may have either 
forward- or side-facing wheelchair securement devices.  (Reference:  M.S. 169.4504.) 
 
Wheelchair tie-downs 
 
Whether side-facing or forward-facing, all wheelchairs must be securely fastened in a fixed 
position to prevent movement.  This securement system must utilize a four-point tie-down design.  
In addition, each wheelchair location must have an occupant restraint system.  This system must 
be attached to the bus body either directly or in combination with the wheelchair securement 
system.  (Reference:  M.S. 169.4504, subd. 3-4.) 
 
Selecting a car seat 
 
Every motor vehicle operator, when transporting a child under the age of four on the streets and 
highways of this state in a motor vehicle equipped with factory-installed seat belts, shall equip 
and install for use in the motor vehicle, according to the manufacturer’s instructions, a child 
passenger restraint system meeting federal motor vehicle safety standards.  This requirement 
may be waived if the child cannot, in the judgment of a licensed physician, be safely transported 
in a child passenger restraint system because of a medical condition, body size or physical 
disability.  The motor vehicle operator must carry a current typewritten statement from the 
physician, and the accommodation noted in the student’s Individual Education Plan (IEP) or 504 
Accommodation Plan.  (Reference:  M.S. 169.685 Subd. 5-6.) 
 
Because large school buses are usually not equipped with factory-installed seat belts, school 
district personnel should work with the parents to determine whether a car seat is safe and 
appropriate for transporting their child in a school bus. 
  
Two-way radios 
 
Type A, B, C and D school buses manufactured after July 1, 1995 must be equipped with a two-
way communication system.  The decision on whether to equip Type A, B, C, D and Type III 
school buses manufactured before July 1, 1995, rests with the school district.  (Reference:  M.S. 
169.4503 Subd. 6.) 

 
All vehicles used to transport disabled students shall be equipped with a two-way communication 
system.” (Reference:  M.S. 169.4504 Subd. 2.) 
 
 
 


