
TRANSPORTATION COMMUNICATION PROTOCOL 
 
 
 
This protocol is intended to be the guideline to be followed in the event of a student 
transportation emergency such as vehicular accident, medical problem with bus driver or 
passenger or loss of contact with a bus. Loss of contact is defined as a period of 10 
minutes in which the bus is unable to be reached via radio contact. 
 
ORGANIZATION: 
 
Each school and the Board Office will establish a Transportation Emergency Team 
having a minimum of 3 staff members. In the schools, the team will consist of the school 
principal as well as 2 other members to be chosen by the principal. The Board Office 
team will consist of: Superintendent of Administrative Services (liaison person), the 
Manager of Corporate Services and Communications Consultant. Unit Superintendents 
will become members as the circumstances dictate. 
 
The main purpose of the school and the Board Office transportation emergency teams 
will be to maintain lines of communication with key personnel and groups who require 
information to manage the incident and bring aid and comfort to the students and 
parents/guardians involved in the incident. Contact with members of the media will be 
the sole responsibility of the Superintendent of Administrative Services and the 
Communications Consultant. 
 
ACTIONS  
 
(A.M. Bus Trip Home to School): 
 
First Bus will: 
 

1. Contact police via 911. 
2. Contact the school with accurate and precise details of the emergency.  
3. Contact the school division liaison person at the Board Office with accurate and 

precise details of the emergency. 
4. As the phone calls described in steps 1 through 3 are occurring, place an 

appropriate message on the “Late Bus Phone Line”.  
5. Begin phoning parents to inform them an incident has occurred. (If First Bus 

personnel require assistance phoning parents, they will request assistance from 
the school.) 

6. Dispatch the Safety Officer to the scene, along with an additional bus as a 
precautionary measure. 

7. Ensure children and bus driver remain at the scene until cleared by the police to 
leave. Children will not be allowed to leave with anyone other than their own 
parent. 

8. Transport children to school once clearance is received from the police. 
9. Maintain constant communication with school division liaison person at the Board 

Office and school Transportation Emergency Team, supplying accurate and 
precise updates on the situation 

10. Contact parents with a follow-up phone call on the day of the incident. 



 
The school team will: 
 

1. Assist FirstBus with initial phone calls to parents to inform them an incident has 
occurred. 

2. Dispatch a team member to the site to give aid and comfort to the children. 
3. Ensure children and bus driver remain at the scene until cleared by the Police to 

leave. Children will not be allowed to leave with anyone other than their own 
parent. 

4. Maintain contact with parents, giving accurate and precise updates on the 
situation 

5. Ensure one or more members of the Transportation Emergency Team is 
available at the school to communicate with parents choosing to pick up their 
children.  

6. Alert Tragic Events Response Team, which will attend to the children, parents 
and school personnel as needed.   

7. Ensure that parents who are not communicated with in-person receive a follow-
up phone call on the same day as the incident.  

 
 
Board Office team will: 
 

1. Maintain open communication with FirstBus. 
2. Maintain open communication with the school. 
3. Ensure Board Chair and Director of Education are kept abreast of the situation. 
4. Direct any media inquiries to the Superintendent of Administrative Services 

and/or the Communications Consultant, who will have sole responsibility to 
communicate with the media. 

 
Parent/Legal Guardian will: 
 

1. Ensure school/First Bus always has most up-to-date contact information 
concerning your child/children.  

2. After learning of an incident, ensure he/she can be reached by telephone for 
information updates. 

3. Check with the FirstBus “Late Bus Phone Line” for up-to-date information.  
4. If choosing to have the child not attend school, pick up your child at school when 

cleared to do so. 
5. Provide written permission if another person is to pick up your child. 

 
 
 
 
 
 
 
 
 
 
 



 
ACTIONS: 
 
(P.M. Bus Trip - School to Home): 
 
First Bus will: 
 

1. Contact police via 911. 
2. Contact the school giving accurate and precise details of the emergency.  
3. Contact the school division liaison person at the Board Office providing accurate 

and precise details of the emergency. 
4. As the phone calls described in steps 1 through 3 are occurring, place an 

appropriate message on the “Late Bus Phone Line.”  
5. Begin phoning parents to inform them an incident has occurred. (If First Bus 

personnel require assistance phoning parents, they will request assistance from 
the school.) 

6. Dispatch Safety Officer to the scene, along with an additional bus as a 
precautionary measure. 

7. Ensure children and bus driver remain at the scene until cleared by the Police to 
leave. Children will not be allowed to leave with anyone other than their own 
parent. 

8. Transport children to school once clearance is received from the police. 
9. Maintain constant communication with the school division liaison person at the 

Board Office and school Transportation Emergency Team, supplying accurate 
and precise updates on the situation 

10. Contact parents with a follow-up phone call on the day of the incident. 
 
School team will: 
 

1. Assist FirstBus with initial phone calls to parents to inform them an incident has 
occurred. 

2. Dispatch a team member to the site to give aid and comfort to the children. 
3. Ensure children and bus driver remain at the scene until cleared by the Police to 

leave. Children will not be allowed to leave with anyone other than own parent. 
4. Maintain contact with parents giving accurate and precise updates on the 

situation. 
5. Ensure one or more members of the Transportation Emergency Team is 

available at the school to communicate with parents choosing to pick up their 
children.  

6. Alert Tragic Events Response Team, which will attend to the children, parents 
and school personnel as needed.   

7. Ensure that parents who are not communicated with in-person receive a follow-
up phone call the same day as the incident has occurred.  

 



Board Office team will: 
 

1. Maintain open communication with FirstBus. 
2. Maintain open communication with the school. 
3. Ensure Board Chair and Director of Education are kept abreast of the situation. 
4. Direct any media inquiries to the Superintendent of Administrative Services 

and/or the Communications Consultant, who will have sole responsibility to 
communicate with the media. 

 
Parent/Legal Guardian: 
 

1. Ensure school/First Bus always has the most up-to-date contact information 
concerning your child/children.  

2. After learning of an incident, ensure he/she can be reached by telephone for 
information updates. 

3. Check with the FirstBus “Late Bus Phone Line” for up-to-date information.  
4. If choosing to have the child not attend school, pick up your child at the school 

when cleared to do so. 
5. Provide written permission if another person is to pick up your child.  

 


