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	OFFICE OF PUPIL TRANSPORTATION

44-36 Vernon Boulevard, Long Island City, NY 11101

Telephone:     (718) 392-8855

Fax:                (718) 482-3702



Information and Instructions for Schools Regarding 
Distribution of MetroCards FOR STUDENTS in Event of a School Bus Strike
The package that you have just opened contains MetroCards intended for use EXCLUSIVELY by students in the event of a school bus strike. This package should NOT have been opened and the MetroCards contained in this package should NOT be distributed without the specific authorization of the school’s principal. Assuming that authorization has been received, this letter contains information regarding the MetroCards that are to be distributed, to whom they may be given, and the record-keeping that is required in relation to these cards.

Information regarding the MetroCards shipped to schools in the event of a strike

According to the instructions given by the Chancellor, the Office of Pupil Transportation (OPT) is shipping MetroCards to schools at this time to provide public transportation (MTA bus or subway) to the following students:
· All K-6 GE pupils currently assigned in ATS or NPSIS to a GE bus route
· All ambulatory SE pupils currently assigned to either GE or SE bus routes
MetroCards are NOT being shipped for parents at this time and, if your school has parents who are deemed eligible to receive MetroCards, those cards will be shipped in a separate package. 
MetroCards are not being shipped for any GE pupil not currently eligible for GE busing, or for any pre-K student, or for any non-ambulatory SE pupil.
 The quantity of student MetroCards being shipped to each school corresponds to the number of students found in ATS or NPSIS on December 14, 2012, who are eligible for GE busing, plus the number of ambulatory SE students. 
The MetroCards contained in this package intended for student use are wrapped in a green wrapper that clearly says “Student MetroCards.” These cards appear to be the same as the “gold cards” that anyone might buy at a subway station or other retail outlet, however they have been encoded to perform like “regular” student MetroCards, meaning that they are only valid from Monday through Friday, can only be used between 5:30 AM and 8:30 PM, and can only be used for three trips and three transfers on any given day.
 These MetroCards are valid through the end of the school year.
(continued on reverse)
Record-keeping required for MetroCards shipped to schools in the event of a strike

If there is a school bus strike and it is necessary to open this package and distribute these MetroCards, one of the first things you should locate in the package, in addition to these instructions and the cards themselves, is an 8-1/2 x 11” form labeled “MetroCard Receipt.” This form should contain (in the upper left corner) your school code, school name and school address. In the middle of the form you should see a row of data indicating the number of student MetroCards contained in the package and the serial numbers of those cards, in sequence from lowest to highest. Before distributing ANY MetroCards, please confirm that this information is correct and matches the MetroCards actually contained in the package. If there is any error in this regard, contact OPT immediately at 718-392-8855 to report the problem. 

Assuming that you have received the MetroCards as indicated on the receipt, the next form that you should locate is an 8-1/2 x 11” form labeled “Distribution Record for Strike-Related MetroCards.” This blank form is provided to serve as your record for the distribution of these MetroCards. As you will see, the form contains lines to record data for up to 20 pupils, so you may need to duplicate additional copies depending on the number of pupils who are to receive the cards. In addition to the pupil identification and grade, record the serial number of the MetroCard provided to the student (the 10 digit number found on the back of the card) as well as the name of the person to whom the card was given (if not the student), and have the person who receives the card sign the form in the space indicated for signature. 
If any of these MetroCards are lost or stolen, that must be reported to the MTA so that they can be deactivated. The MTA no longer accepts the “bubble sheets” that have been used in the past. If you are familiar with the use of these forms, please discontinue their use and destroy any copies you may have in stock. To deactivate lost or stolen cards, please e-mail both of the following persons: 



Denise.Leid@nyct.com


Hung.Leong@nyct.com
The MTA would like to receive the email in this format: 

Date 

School code MetroCard number 

Example: 

05/13/2008 

31543    1265825662 

31543    1265825667

Should you have any questions concerning MetroCard usage or procedures, please call OPT’s Customer Unit at (718) 392-8855 and a staff member will provide assistance.
Thank you.

� All pre-K pupils should be under five years of age and are presumed to be under 44” tall and hence should be eligible for free passage on the subway or bus. Public transportation is believed to be inappropriate for non-ambulatory SE pupils.  





� If there is a school bus strike and you encounter a student who requires a “four-trip” card, contact OPT to request such a card.
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