Warrnambool City Council

Walking School Bus™
Volunteer handbook

Walking School Bus is a trademark of the Victorian Health Promotions Foundation (VicHealth)
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Walking School Bus Plus™ Program

Aims and Objectives.
AIM:

Role of Volunteers
Volunteers play an important role in community programs such as the Walking
School Bus. The program can only operate effectively with adequate and
enthusiastic volunteer support. Volunteers may assist with:



Walking School Bus Plus walking/cycling activities



Take on the role of driver and conductor



Be involved in support roles such as mentoring, co-ordination and
administration.

All Volunteers will be required to:



Assist children in walking and cycling activities.



Register as Warrnambool City Council volunteers- Undergo a working with
children/police check.



Follow the safety/school protocols and the guidelines outline in this manual.



Participate in initial and ongoing training as required
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Blue Volunteers will be required to:


Assist children to walk/ride safely to and from school.



Oversee the safety of participating children during the operation of the
Walking School Bus.



Follow the safety protocols outlined in this guide, including the wearing/use
of identification/safety equipment.



Understand and adhere to current road rules and encourage children to
develop an understanding of current road rules.



Liaise with the School and Warrnambool City Council staff concerning
program activities.



Maintain regular monitoring and reporting procedures as required for the
program- Sign the children on each time they use the bus (keep the
attendance checklists).



Assist in the development of a roster.



Encourage continual improvement of the program through their input and
feedback.
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PARENTS

The support of parents is essential to the success of the program and parents
should be encouraged to support the program as volunteers, or simply to
provide feedback and encouragement for the program. Parents must have faith
in the integrity and management of the program in order to feel confident when
entrusting their children to the program.

Role of Parents


Sign a consent form to permit their children to participate in the program,
including advising of any long term or temporary health issues, which may
affect the child’s ability to participate.



If traveling in the morning ensure their children arrive on time at the
designated bus stop.



If traveling in the afternoon ensure that there are arrangements for the
collection of their children, after school, from the designated bus stop.



Ensure their children sign, understand and follow the conditions of the
Positive Behaviour Agreement.



Ensure their children are dropped off at school and picked up from school
should they miss the Walking School Bus.



Notify the bus driver if their children will not be using the Walking School Bus
on a designated usage day by the nominated time.



Raise any concerns or issues they have regarding the program with the
school or with the Walking School Bus Co-ordinator.



Encourage continual improvement of the program through their input and
feedback.
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CHILDREN

As participants of the program children should be encouraged to provide
feedback and advice regarding the program. Without the support of the children
involved the program cannot succeed. Children not participating in the program
should be encouraged to support the positive benefits of the program for those
who do participate.

Role of Children


Sign a ‘Child Agreement’.



Follow the Child Agreement and rules of the Walking School Bus program



Listen to and respect the driver and conductor of the Walking School Bus.



Arrive on time at the designated bus stop.



Report to school staff and remain at the school office if they miss the bus
after school



Provide a positive image of the program particularly for those younger
children who will benefit from the safety aspects of the program.
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SCHOOL

The school has a vital role to play in promoting and encouraging trust in the
program. Without the support of the school parents and children are less likely
to see the program as a valuable asset.

Role of School


Show the commitment of the school community to the program.



Provide a supporting environment for the Walking School Bus by conducting
activities to promote and encourage its use.



Have the Principal (or a nominated person) oversee the program.



Appoint a Walking School Bus contact person for the program to support the
volunteers and to be a contact person for Warrnambool City Council.



Encourage the expansion of the number of children and volunteers
participating in the program.
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Warrnambool City COUNCIL

The council have a role to play in promoting and funding the program and also
in giving the program a degree of credibility in the community.

Role of Warrnambool City Council.
The council will:



Register all walking school bus volunteers as Council volunteers through
Volunteers@Warrnambool



Provide administration support for the program including, registration of
volunteers, processing and payment of police checks.



Provide Personal/Accident and Public Liability cover for volunteers
registered with Council whilst “acting in the capacity and within the scope of
the required duties” .



Arrange and conduct training for volunteers.



Support the schools and other program partners in the establishment and
promotion of the program.



Proved advice and administrative support to volunteers, parents and
schools.



Conduct safety audits of walking routes.



Maintain a role in supporting the program at the end of the funding.
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What do we expect of WSB Drivers and Conductors?
 Use common sense; make eye contact with drivers and other road users
 Don’t be afraid to use your voice to let the children know what you are
doing
 Choose safe places to cross the road - where you have good clear
visibility of traffic in all directions and where drivers can see you
 Always hold the hands of young children (9 and under)
 Always use the following ‘Stop, Look, Listen Think’ procedure – wherever
you cross the road
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STOP one step back from the
kerb or shoulder of the road.



LOOK in all directions for
approaching traffic.



LISTEN in all directions for
approaching traffic.



THINK about whether: you
have time to cross; traffic will
reach you before you are all
the way across the road; you
have looked everywhere that
traffic might come from; you
have a long way to cross; and
you will wait if there is a safe
place to do so in the middle
of the road.



Walk straight across the road.
Keep LOOKING and
LISTENING for traffic.

From VicRoads “RoadSmart: Children and Traffic Safety”  VicRoads 1997
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This section outline details of the day to day running of the Walking School Bus
Program:

Ratio of Volunteers to Children
Each Walking School Bus should have a minimum of two registered adult
volunteer to eight children. Where groups exceed 15 children additional
volunteers are required. For riding buses ratios will differ and a suggested ratio
is one adult to five children.

Where a volunteer is bringing other children with them “on the bus” these
children must be counted as part of the group of eight.

Increasing the ratio of children to adults will affect council’s ability to insure
volunteers and the program effectively. If it is deemed necessary to increase
the ratio of children to adult then Warrnambool Citys Councils prior approval
must be sought.

Volunteer Training
The council will provide appropriate training for the participating volunteers. The
training program shall be developed in consultation with education and road
safety professionals. The volunteers will be provided with induction sessions,
followed by safety and communication training.
This training will take place prior to the launch of the program. There will be an
on-the-job component of the training to ensure the volunteers understand their
role. Further training will be provided after evaluating the outcomes of the first
training session.
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If the bus involves cycling, at least the driver must have completed a Bike Ed
Assistant’s course

Volunteer Registration

All volunteers participating in the Walking School Bus Program will be required
to undergo a working with children check and a police check. The Warrnambool
City Council will organize this through Volunteers@Warrnambool. The
information on the Registration form and checks will be kept confidential.

Monitoring
The attendance checklist will be maintained by the volunteer to monitoring the
childrens use of the Walking School Bus. Attendance figures need to be passed
on to the Warrnambool City Council for dissemination to Vichealth and the
school community.
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Rules of the Walking School Bus™
program
The program deals with children, volunteers and safety these rules are not
negotiable and must be adhered to.


Every volunteer who participates in the program must undergo training and a
Working With Children check and any other nominated checks prior to any
involvement with the program.



Parents must sign a consent form in order for their children to participate.



All children must sign a Child agreement. If they do not adhere to the
agreement they may no longer be allowed to participate in the program.



Parents are responsible for their children until the Walking School Bus
arrives at their designated “bus stop” (morning) and to be present to collect
the children from the drop off point (afternoon).



It is the responsibility of children/parents to arrive at the designated stop
prior to pick up/drop off times.



Except in emergencies or for reasons of safety the bus must keep to its
agreed timetable and route.



Children and volunteers wear some sort of bright safety vest, hats or arm
bands.



Each Walking School Bus should comprise of 8 children or less.



Volunteers must notify the Warrnambool City Council officer is there are
hazards on the walking route.



Volunteers are not responsible for childrens’ behavior and any breach of the
child agreement will be referred to the school and appropriate action taken.
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Days of operation
Each Walking/Riding school bus will operate on days as negotiated between the
parents and volunteers.

It will be the responsibility of the volunteers in

consultation with parents to set criteria for operation on days of adverse
weather.

Guidelines for days when the bus will not operate need to be clear and specific
to avoid any risk of children being left to find their own way to school.

Inclusion
The Walking School Bus program is inclusive of all volunteers and children. The
program will attempt to cater for the needs of volunteers and children from all
groups, including:


Families with pre-school age children;



People from diverse cultural, ethnic and language backgrounds;



People with disabilities.

Where extra resources are required to meet specific needs, submissions will be
made to relevant funding bodies. Safety concerns must be addressed prior to
commencement.
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Bus Routes
All routes will be chosen based primarily on safety. All routes will be audited by
suitably qualified/experienced personnel prior to the program being established.
Any changes to routes must be authorized and audited prior to being adopted.
Should a situation occur where it will be unsafe to use a designated route then
the driver will alter the route temporarily using their local knowledge to elect the
most appropriate alternative.

Where the safety issue will affect more than one trip then the school and other
volunteers must be advised and consultation will take place regarding the
operation of the bus for the time of the disruption.

.
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Working With Children checks
All volunteers involved in the program will be required to undergo a Justice
Department Working With Children check. The purpose of the WWC check is
to provide a level of protection to the children and volunteers involved in the
program. WWC checks will be funded by Warrnambool Ciy

Council.

Any

volunteer whose WWC check is unsuccessful will be advised by a council staff
member that they are unable to participate in the program. Results of WWC
checks will be kept confidential.

Interviews
Volunteers wishing to be involved in the program will be required to attend an
interview. The purpose of the interview is to establish what role the volunteer is
suited within the Walking School Bus program. This is a good way to have any
questions answered about the program and how the volunteers skills can be
used.

Volunteer Registration
All volunteers must be registered with council. This ensures the volunteer and
council are covered by insurance. It also ensures that all who are participating
in the program have undergone the appropriate checks and training.
Registration is attained by completing a volunteer registration form which will be
available at training sessions.
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Confidentiality/Privacy
Volunteers must treat all personal information relating to children or families,
including other volunteers, associated with the walking school bus as
confidential and with respect.

Children may share information that is

confidential and that the family would prefer was not publicly discussed.
Children may also interpret things differently and care should be taken not to
discuss local families or situations when children are present.

When “off duty” it is also important to maintain the privacy of families.

For

example never discuss the children involved in the program in any way that may
identify them or a location where they may be.

In general it is acceptable to

“talk” about your volunteer role but never to provide details which may identify
individuals or time, place, etc.

Emergency Procedures
Volunteers must contact the appropriate authorities (000) and inform the school
in an emergency situation. The school with then contact council to report the
incident.
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Parent Consent Form
I, __________________ (parent/guardians’ name) consent to my child (ren)
_____________________________________________________________________________
_____________________________________________________________________________
Participating in the Walking School Bus program.

Address:________________________________________
Phone: (H)_______________________________ (W)________________________________
Email:_____________________________________________

I hereby give permission for my child (ren)
_____________________________________________________________________________
_____________________________________________________________________________
Class: (insert grade or teachers name)_____________________to use the (insert name of
school) ____________________________________________ Walking School Bus TM
He/she will join the Walking Bus at _________________________________________
on the days below:
Monday

Tuesday

Wednesday Thursday

Friday

Morning
Afternoon







I have read the walking school bus guidelines and understand and agree to comply with all requirements
of the program.
I understand and agree to the WSB volunteer to child ratio
I have explained the rules of the walking school bus to my child (ren)
I accept it is my responsibility to take my child (ren) to and from the bus on time
If my child misses the bus I will take my child (ren) to/from school
I nominate the following people to drop off/pick up my children

Name:_________________________________
Relationship to the child:

__________________

Name:__________________________
Relationship to the child:______________

In the event of any illness/accident and I cannot be contacted, I authorize the Walking School Bus volunteer to
consent to emergency medical arrangements on my behalf as deemed necessary by a qualified medical practitioner.

Name:_______________________ signature: _____________________
date:_______________
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Child Agreement Form
I, __________________ (my name) would like to join the Walking School
Bus!
I agree to arrive at the Walking School Bus on time so I don’t miss the bus.
I agree to listen to and follow the instructions of the Driver and Conductor
I agree to use my road safety skills
I agree to stay with the group and not run ahead or lag behind
I understand that if I do not do any of these things listed here I may not be
allowed to take part in the Walking School Bus.

The Walking School Bus should

Look like this

Sound like this

Feel like this

Signature:________________________________ Date:_____________
Name:___________________________________ Age:______________

C:\DOCUM E~1\nwood\LOCALS~1\Temp\notes3DBA66\Warrnamobol city council WSB guidelines.doc

Page 22 of 25

C:\DOCUM E~1\nwood\LOCALS~1\Temp\notes3DBA66\Warrnamobol city council WSB guidelines.doc

Page 23 of 25

C:\DOCUM E~1\nwood\LOCALS~1\Temp\notes3DBA66\Warrnamobol city council WSB guidelines.doc

Page 24 of 25

Volunteer ON-the-JOB
assessment
(this is just so the volunteer has the opportunity to clear any questions about their role, there is
no “wrong” answer)

Name:___________

The volunteer showed the following skills and knowledge:

Y or NY
Uses the Stop, Look, Listen, Think strategy when crossing the
road
Can identify hazards and safe crossing points
Describe the general expectations of children on the Walking
School Bus.

Can answer the following questions
Where do we sign in the children
Where are the emergency numbers
What are some of the skills that young children lack to keep
themselves safe near traffic
What is the maximum number of children that can be on the
bus?
What do you do if someone misbehaves?

Assessor:___________________

Date:_________________

Signature:___________________
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