
 

 

 

 

 

STANDARD OPERATING PROCEDURE (SOP) FOR BOARDING  

AND DEBOARDING AT THE BUS STOP 

 

Objective: 

 

To ensure the safety, security, and orderly movement of students during boarding and deboarding at the 

bus stop. 

 

Applicability: 

 

This SOP applies to all students, bus drivers, bus attendants, lady guards, and school transport staff 

responsible for student transportation. 

 

1. Roles and Responsibilities 

 

Role Responsibilities 

Bus Driver Drive cautiously; stop only at designated locations; follow traffic 

rules; ensure safe boarding and deboarding. 

Bus Attendant / Lady 

Guard / Duty Teacher 

Supervise students; maintain discipline; assist in 

boarding/deboarding; maintain daily attendance records. 

Parents / Guardians Ensure children reach the bus stop on time; inform school/transport 

in case of absence. 

Students Follow safety rules; board and deboard in an orderly manner; 

respect bus staff and peers. 

 

2.  Pre-Boarding Guidelines 

1. Students must arrive at the bus stop at least 5–10 minutes before the scheduled time. 

2. Students should wait in the designated safe zone away from the road. 

3. No running, pushing, or horseplay is allowed near the bus stop. 

4. Duty teacher or lady guard marks attendance before boarding. 
 

3.  Boarding Procedure 

1. Bus must stop parallel to the curb with hazard lights on. 

2. Students will form a single line and board in an orderly manner. 

3. Lady guard  will assist younger children and students with special needs. 

4. Entry Protocol: 

o Board one student at a time. 

o Use the handrail while entering. 

o Proceed to assigned seats promptly. 

5. Duty teacher or lady guard cross-checks attendance and ensures all students are seated. 

6. The bus departs only after the driver confirms that all students are safely seated and 

secured. 
 

4.  En-route Guidelines 

1. Seat belts, if available, must be fastened. 

2. Students must remain seated and avoid distracting the driver. 

3. No standing while the bus is in motion. 

4. Lady guard / Bus monitors constantly monitor student behavior, throughout the journey. 

 

 



 

 

 

5.  Deboarding Procedure 

1. Driver slows down and signals the bus stop. 

2. Attendant prepares students to deboard in an orderly manner. 

3. Deboarding Order: 

o Younger students and those with special needs exit first. 

o Students maintain a single-file exit. 

4. Lady guard ensures all students have safely deboarded and confirms with the driver. 

5. Students waiting for pickup must be handed over only to authorized guardians. 

 

6.  Emergency Procedures 

1. Accident / Injury: Duty teacher/driver/ lady guard follows the school’s emergency protocol 

and immediately informs the School Principal. 

2. Traffic / Route Issues: Driver reports to the transport coordinator while students remain 

seated and calm. 

 

7.  Documentation & Reporting 

1. Daily attendance is maintained by the lady guard under the supervision of the bus duty 

teacher. 

2. Any behavioral or safety incidents are documented and reported to school authorities. 

3. The transport coordinator reviews SOP adherence and identifies areas for improvement. 

 

8.  Safety Measures 

 Buses must be equipped with first aid kits and emergency contact numbers. 

 Students and parents are periodically educated on road safety and SOP compliance. 

 

9.  Training & Awareness 

 Annual safety drills during Parent-Teacher Meetings (PTMs) for students and parents. 

 Orientation sessions for new students and guardians. 

 Refresher training for drivers, attendants, and lady guards every six months . 
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