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INTRODUCTION

This manual is intended to bring together in one easily accessible :
document, all of the duties and responsiblilites of New York City Board of
Education school bus contractors. It expands upon and clarifies parts of
the contract which may have required explanation or interpretation, and
gives instructions on procedures and situations which are not discussed
specifically within the contract. It does not replace the contract.

This manual includes procedures and directives which were previously
distributed to contractors as memoranda. It documents procedures which
‘have been the ongoing policy of the Bureau of Pupil Transportation, but may
not have been previously set to paper as a whole.

The manual is contained in a loose leaf binder, so that additions and
changes can be made easily. If a procedure is changed or modified, you
will receive new pages to add to or replace existing pages. -

, Contractors are responsible for understanding and carrying out all duties
and responsibilities, set forth in this manual and in the contract and will
be subject to the deduction of liquidated damages when the procedures and
policies contained in the manual and the contract are not carefully
followed. _
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VEHICLE SPECIFICATIONS

All vehicles to be used and all transportation operations must comply with
the regulations of the New York State Departments of Education,
Transportation and Motor Vehicles, as well as with all applicable federal,
state or city laws and with regulations of any agency of the federal
government, State of New York or City of New York.

1. Vehicle types

Four different types of vehicles are required to perform the services
under this Contract. The vehicles must comply with the following
minimum standards.

1.1 Vehicles used for the transportation of non-handicapped pupils
must have a registered minimum seating capacity of sixty (60)
students excluding the driver, and have a capacity for
. transporting an additional twelve (12) standees.

1.2 Specifications for vehiéies used te transport handicapped pupils
are as follows: :

1.2.1 "Standard school buses" must have a minimum adult seating
capacity excluding the driver and escort for thirty-six
handicapped pupils with seat belts. 1In compliance with
Section 751-2.3, Title Z, Articie 51 of the Administrative
Code of the City of New York, all standard buses must be ,
equipped with doors on both the left and right side of the
vehicile.

1.2.2 "Hydraulic 1ift buses” shall be designed so that an escort
can assist the pupil in a wheelchair into and out of the
vehicle by use of the hydraulic 1ift without discomfort or
danger to the pupil and so that the escort can securely
anchor the wheelchair to the vehicle. The vehicle must
be able to safely accomodate various types of wheelchairs.
The minimum capacity with seat belts must be eight
wheelchair passengers and eight adult ambulatory passengers
exclusive of the driver and escort. These seating
configurations are subject to adjustment by removal or
addition of seats and wheelchair brackets as required by
the Director of the Bureau of Pupil Transportation. Upon
request, the contractor must make modifications needed to

. secure any type of wheelchair.
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VEHICLE SPECIFICATIONS

1.2.3 "Mini-bus station wagons" must have a minimum children's
seating capacity of fourteen (14) exclusive of driver and
escort for vehicles manufactured prior to January 1, 1979
and fifteen (15) exclusive of driver and escort for
vehicles manufactured on or after January 1, 1979,

1.2.4 "Mini-bus station wagons equipped with ramps to accomodate
wheelchairs" must have a minimum capacity for four
wheelchair passengers and minimum seating capacity for four
adult ambulatory passengers exclusive of driver and escort.

- These vehicles must be so equipped so that the escort can
securely anchor the wheel chairs to the vehicle. The
contractor must be able to safely accommodate various types
of wheelchairs. These seating configurations are subject
to adjustment by the removal or addition of seats as
required by the Director.

2. Seat Belts
In accordance with Section 751-2.3, Title Z, Article 51 of the
Administrative Code of the City of New York, all vehicles engaged in
transporting handicapped pupils must be equipped with seat belts for
each seat.

3. Vehicle ldentification

3.1 Bus number

Each vehicle shall be given an identification number. These
numbers shall be no less than four inches high and shall be
displayed on both sides, and on the front and rear of vehicles.

- 3.2 Name and address

Also displayed on each vehicle shall be the name and address of
the contractor providing the service in letters no less than three
inches high. The name displayed must be the name under which the
bidder was awarded the contract, unless use of a different name is
authorized in writing by the Director. ' '

3.3 Llettering

Numbers and letters shall be applied with black paint. If, in an
emergency, vehicles must be rented or borrowed_on a short term
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VEHICLE SPECIFICATIONS

basis, a temporary sign giving the name of the operator in letters
no less than 3 inches high shall cover any other name painted on
the bus.

3.4 Color

The color of all vehicles used in the performance of this contract
shall be National School Bus chrome yellow.

3.5 Run Number

The run number, assigned by the Bureau of Pupil Transportation,
shall be placed inside the front window of the vehicle. It shall
be sufficiently large so that it can be clearly seen from a
distance of not less than 15 feet. The run number shall not
obscure the driver's vision.

. 4. New York State Approved School Buses

A 1ist of bus bodies and chassis approved by the New York State
Department of Transportation for use as school buses can be obtained by
writing or calling:

Stephanie Konyk
New York State Department of FEducation
Bureau of Special Educational Management Service
Cuttural Education Center '
Empire State Plaza
Albany, New York 12230
(518) 474 3384
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OPERATIONAL PROCEDURES -

1. Days and Times of Service

Service is to be provided only on days when schools are open according
to the Board's official "Calendar". The Contractor may receive a copy
of the Board's "Brief Calendar® upon request. The contractor must
conform to time schedules of all the schools served, including any
special schedules or shortened or lengthened schedules. The Board may
thange the school hours or days of attendance at any time.

2. Period of Operation

2.1 Regular Service
2.1.1 Handicapped pupils

. Use of vehicle in the morning for a pickup no earlier than
 7:00 am and a drop-off at the school no later than 9:00 am;
and in the afternocon for a pickup at the school no earlier
than 2:00 pm and no later than 3:30 pm, until all students
are dropped off at their homes.

2.1.2 Non-handicapped pupils
Use of a vehicle in the morning for a pickup no earlier
than 7:00 am and a drop-off at the school no later than
9:00 am; and in the afternoon for a pickup at the school
ho earlier than 3:00 pm and no later than 4:30 pm, until
all students are ‘dropped off at their stops.

2.2 Extended Servicé-
2.2.1 Handicapped pupils

Use of the vehicle at any time between 9:00 am and 2:00 pm
in addition to the times given above for reguiar service.

2.2.2 Non-handicapped pupils

Use of the vehicle at any time between 9:00 pm and 3:00 pm
in addition to the times given above for reqular serivce,
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OPERATIONAL PROCEDURES
2.3 Additional use
2.3.1 Handicapped pupils' contract

Any assigned use of the vehicle before 7:00 am, or for an
afterncon pickup after 3:30 pm.

2.3.2 Non-handicapped pupils' contract

Any assigned use of the vehicle before 7:00, am or for an
afternoon pickup after 4:30 pm. :

3. Transportation of pupils

Pupils are to be provided with curb-to-curb sérvice unTess,the Director
or his designee determines that circumstances require that a pupil be
escorted to the door of his home or school.

3.1 Vehicles will load and unload at the school only at the point
designated by the site supervisor of the school.

3.2 Unless the contractor is otherwise instructed by the Bureau of
Pupil Transportation, no pupils will be picked up -prior to 7 A,M.
When a new pupil is added to the run, or the schedule of the run
changes, the driver is to give notice to the parents of pupils
already on the run if the time of morning pick-up or afternoon
return is changed. This notice must be given at least a day
before the change takes place unless the contractor is otherwise
notified by the Director.

3.3 Vehicles must arrive at school no more than 30 minutes nor less
than 5 minutes before the start of the school session: e.g. if the
school session starts at 8:40 AM., the vehicles shall arrive
anywhere between 8:10 and 8:35 A.M. o

3.4 Vehicles must not depart from school less than § minutes or more
than 30 minutes after the end of the school session, e.q. if the
school session ends :at 3:00 P.M., buses may depart with pupils
any time between 3:05 P.M. and 3:30 P.M.
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OPERATIONAL PROCEDURES

3.5 0On the trip to schoo] each handicapped pupil shall be picked up at
the curb as close to the front entrance of the home as possible.

3.6 Where a pupil lives on a dead-end street or where, because of
traffic regulations, it is impossible for the vehicle to pick up
at the curb in front of the pupil's home, the pick-up and drop-off
point must be at a location where curb access will be nearest the
Pupil's home. Where it is necessary for the pupil to then Ccross
the street, the escort must accompany the pupil across the street,
If the pupil is in a wheelchair, the escort must wheel the pupii
to the front of the pupils home.

3.7 Vehicles are expected to arrive at the pick-up point at the same
time daily and to wait exactly one full minute for the pupil,
After one minute the driver may leave unless the driver sees the
pupil approaching the vehicle. If the bus arrives at. the pick-up
point before the usual time, the driver is to wait until the usual
. time, plus one minyte. On bad weather days the driver shall aliow
additional time for the pupil to reach the vehicle from the
doorway of home or school, ‘

3.8 The fact that a pupil ‘'was not available for pick-up in the
morning does not relieve the contractor of responsibility for

bringing the pupil home even if the pupil has arrived at school by
other means.

3.9 In the case of a vehicle breakdown on the way to school, the
driver shall notify the contractor which, in turn, shall notify
the school administrators and the Bureau of Pupil Transportation
immediately. If the breakdown occurs after school closing time,
the contractor is to telephone parents and the Bureau of Pupil
Transportation to notify them of the delay.

3.10 Except in an emergency, or when scheduled by the Director or his
designee, no pupil will be required to transfer from one vehicle
to another vehicle either on the trip to school or on the homeward
trip.

3.11 AN handicapped pupils are to be met by a parent upon delivery
home from school, unless the parent has, in writing, designated
some other responsible adult, or given written permission for the
child to be left alone. In the event that a pupil is not met the
guﬁig is not to be left alone, The following steps are to be

aken:
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3.11.1

3.11.2

3.11.3

The driver will notify the dispatcher immediately, and

complete the run, dropping off the remaining pupils.

The dispatcher will notify the Bureau of Pupii
Transportation that no one is at home to receive the
pupii. :

After completing the run, the driver wili return to the
pupil's home.

3.11.3.1 If the parent is home, the driver will
immediately notify the dispatcher, who will
notify the Bureau of Pupil Transportation that
the child has been received by the parent.

3.11.3.2 If the parent is stil] not home, the driver will
“immediately notify the dispatcher, who will in
turn notify the Bureau of Pupil Transportation.
BPT will arrange for the safe kKeeping of the
pupil and will instruct the contractor
accordingly. The contractor will comply with
BPT's instructions concerning the safe keeping
of the child. o '

ISSUED: 6/1/82
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DRIVER AND ESCORT REQUIREMENTS

A1l drivers and escorts including all substitutes, temporaries and shapes,
must be approved by the Director before they begin work. This means that
they must meet all the requirements Tisted below; that all documentation
required must have been received by the Bureau of Pupil Transportation.
A1l documentation sent to BPT must show the name, social security number
and company of the driver or escort. The photo identification cards which
drivers and escorts are required to wear will not be issued until all
requirements have been met.

1. Driver Requirements

Drivers must meet all requirements of Section 156.3 of the Regulations
of the Commissioner of Education and of Articie 19-A of the Regulations
of the Commissioner of Motor Vehicles, as well as additional
requirements of the Board of Education, as specified in the contract.
Highlights of these requirements are listed in brief below.

1.1 Employment Appiication

A complete application on a form approved by the Bureau of Pupil
Transportation must be submitted for each driver.

1.2 Letters of Reference

For every driver who was first employed as a school bus driver
after July 1, 1963, three letters of character reference must be
submitted.

1.3 Fingerprints

A1l drivers must be fingerprinted by the Board of Education Office
of Personnel Security, 65 Court St, Brooklyn, New York. Call
596-5180 for an appointment. There is an intial fingerprinting
fee.

1.4 Driver's License
A class 2 license is required for drivers of vehicles which seat

more than 15 passengers. A class 4 license is required for
drivers of vehicles which seat 15 passengers or fewer.
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DRIVER AND ESCORT REQUIREMENTS

1.5 Driver Abstract

The contractor must obtain and review a copy of the Abstract of
the Driver's Operating Record, and forward a copy to the Bureau of
Pupil Transportation once each year. Abstracts may be obtained
from the

State of New York Department of Motor Vehicles
Empire State Plaza
Albany, NY 12228

1.6 Medical Examiniations

Drivers must pass a medical examination once each year. A form
completed by the examining physician must be submitted to BPT.
. Medical examinations may be arranged through ATU Local 1181,
: 845-5600, or the Board of Education Medical Office, 65 Court St.,
Brooklyn, 596-6050.

1.7 Training

A1l driver training must be received from an instructor certified
by the State of New York to give courses in school bus safety
practices. Certification that the training has been completed,
signed by the instructor, must be submitted to BPT.

1.7.1 Pre-employment training

Each school bus driver initally employed subsequent td duly
1, 1973 shall have received at least two hours of
instruction on school bus safety practices before beginning
work.

If the driver is transporting handicapped pupils, and was
initially employed after January 1, 1976, an additional
hour of instruction on the special needs of handicapped
children is required.
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ORIVER AND ESCORT REQUIREMENTS

1.7.2 Twenty hour training
During the first year of employment, each driver shall
complete a twenty hour course of instruction approved by
the Director and the Commissioner of Education.

1.7.3 Refresher courses
ATl drivers must receiVe a minimum of two hours of
refresher instruction in school bus safety at sessions
conducted prior to the first day of school and prior to
February first of each year.

2. Escort Requirements

2.1 Employment Application

. A complete application on a form approved by the Bureau of Pupil
Transportation must be submitted for each escort.

2.2 Letters of Reference

Three letters of character reference must be submitted for every
escort, _

2.3 Fingerprints

A1l escorts must be fingekprinted by the Board of Education Office
of Personnel Security, 65 Court St, Brooklyn, New York. Call
296-5180 for an appointment. There is an intial fingerprinting
fee.

2.4 Medical examination

Escorts must pass a medical examination before empioyment and then
once each year. A form completed by the examining physician must
be submitted to BPT. Medical examinations may be arranged through
ATU Local 1181, 845-5600, or the Board of Education Medical
Office, 65 Court St., Brooklyn, 596-6050.
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2.5 Training

2.5.1

2.5.2

2.5.3

2.5.4

A1l escorts shall complete a seven-and-one-half hour basic
training course concerning the transportation of
handicapped pupils. Any escort who is returning to work
after an absence of 3 years or more must repeat the
training course.

Contractors must give the names of all new escorts and
escorts returning to work after an absence of 3 years or
more to the Director or his designee within one week of
their beginning work on vehicles transporting pupils for
the Board of Education. These escorts must then attend
training sessions to which they are assigned by the Bureau.

Any escort who has completed the basic training program may
be required to attend refresher training sessions or
advanced training at the discretion of the Director.

The training sessions shall be scheduled by the Bureau of
Pupil Transportation. If required by the Bureau of Pupil
Transportation, the contractor must furnish the premises

required for the training of the escorts at his own cost.
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DRIVER AND ESCORT RESPONSIBILITIFS

Orivers and escorts are responsible for carrying out the service
requirements listed in the operational procedures section of this manual,
as follows: '

. Drivers and escorts must be courteous at all times and avoid the use of
brusque, impatient, defamatory, abusive, impolite, vulgar or obscene
Tanguage with pupils, school personnel, parents, or the general
public.

2. The driver or escort must advise the parent of the anticipated time of
arrival for the vehicle, both for pick-up in the morning and return in
the afternoon, if there is a change in the bus route which will cause
the bus to arrive late. The driver or escort must notify the parent at
least two days in advance of any changes in the bus route which will
cause the bus to arrive at the stop either earlier or Tater than the
usual time,

‘l' 3. Drivers and escorts shall not allow pupils to enter or leave the
veticle while it is in motion.

4. Drivers and escorts shall not allow pupils to thrust any part of theijr
bodies out of open windows, or throw objects out of windows.

5. When the vehicle has stopped to pick up or discharge a pupil, the
escort shall assist pupils in boarding or leaving the vehicle to the
extent that required by each pupil's disability. Escorts and drivers
are not required to to ]ift pupiis.

6. Pupils will be assisted according to their individual needs:

6.1 For pupils who are in wheelchairs the driver and escort shall

divide the following duties as most practical in each individual
circumstance: :

6.1.1 A7 thildren shall be wheeled to and from the front door of
- the home when necessary as determined by the Principal or
- Bureau of Pupil Transportation upon request by the parent.

6.1.2 A1l wheelchairs shall be loaded and unloaded by placing the
chair on the 1ift parallel to the vehicle so all wheels fit
on the Tift, permitting the Tift gate to be closed.

6.1.3 The gate protecting the chair from tfalling off the Tift
. must be locked into place before raising or lowering the
Tift,
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6.1.4 When a chair is on the 1ift, an escort must be positioned
to hold the chair until the 1ift has been raised into the
. vehicie when loading and until the 1ift has been Towered to
the ground and the driver has taken over assisting the
pupil off the vehicle when untoading.

6.1.5 Child shall be secured in the seat by a safety belt and the
wheel chair secured into brackets on vehicle before the
vehicle moves. ‘

6.1.6 Pupils shall be wheeled both to and from the door of the
school, as required. The escort shall not be required to
enter the school.

6.2 For pupils who are not in wheelchairs but who cannot use the steps
of the vehicle, the escort shall:

. 6.2.1 Assist pupils both to and from the front door of home when,
necessary as determined by the Principal or Bureau of Pupil
Transportation upon request by the parent.

6.2.2 Assist pupils onto 1ift and maintain their balance while on
1ift. Only the bus driver shall open and close the doors
of the hydraulic 1ift. Only one pupil shall be placed on
the 1ift at a time.

6.2.3 Strap pupils into seats with safety belts pro\/ided.

6.2.4 Assist pupils both to and from the door of schook, as
required. The escort shall not be required to enter the
school.

6.3 For pupf]s who can use the steps of the vehicle:

6.3.1 When vehicle has stopped to pick up or discharge pupils
the escort shall step from the vehicle and assist the pupil
about to enter or leave the vehicle to the extent that is
required. '
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teacher in charge. If after intervention by the teacher, the
pupil's disruptive behavior continues, a written report must be
submitted by the driver to the Principal and the Bureau of Pupil
Transportation. -

10.2 Incidents involving physical harm while the bus is on route shall
be reported immediately to the Principal "and the Bureay of Pupil
Transportation, '

10.3 A11 corporal punishment is forbidden.

10.4 The driver and escorf have no authority to exclude a pupil from
transportation.

11. Drivers shall be familiar with the vehicle and traffic laws, :
, . regulations of the Commissioner of Motor Vehicles and regulations of

12. Drivers shall make a full stop at all railroad crossings and at state

railroad crossing where a police officer or a traffic control signal or
sign directs traffic to proceed, .

13. Drivers may not wear earphones attached to radios or other stereo or
F.M. equipment while operating school buses.

14, For additional duties and responsibilites:
14.1 Escorts should refer to:
Assistant Drivers Trainee Study Guide, School Bus Driver

Instructional Program, the University of the State of New York,
the State Education Department, 1980,

14.2 Drivers should refer to:

Trainee Study Guide, New York State School Bus Drive Training
Program, The University of the State of New York, The State
Education Department, Albany, 1977, and any subsequent updates.




(ity School District of the City of New York NO: IV
Bureau of Pupil Transportation PAGE: 5

SCHOOL BUS CONTRACTOR'S MANUAL ISSUED: 6/1/82
OF PROCEDURES AND REQUIREMENTS

DRIVER AND ESCORT DUTIES AND RESPONSIBILITES

14.3 Drivers and escorts who transport children in the Track IV program
should be familiar with the manual entitled Advanced Training for
School Bus Escorts/Drivers, Track IV Program, Dianne Gevirtz and
Michelle Lattman, Bureay of Pupil Transportation, New York, 1981,

15. The driver is in Charge of the vehicle at all times. The escort shall
work under the driver's supervision.

16. Drivers and escorts shall wear uniform attire supplied by the
contractor, and shall wear photo identification badges on the outside
of their uniforms, which show clearly the name, escort or driver
identification number assigned by the contractor, and the name of the
contractor which employs the escort or driver, ‘The, identification
badge should be visible from a distance of ten feet,



City School District of the City of New York NO: V
Bureau of Pupil Transportation PAGE: 1

SCHOOL BUS CONTRACTOR'S MANUAL ISSUED; 6/1/82
OF PROCEDURES AND REQUIREMENTS

FIELD TRIPS, EXTENDED SERVICE, AND ADDITIONAL USE
1. Field trips

Vehicles not otherwise in use for midday service wil] be assigned, as
needed, to take handicapped or non-handicapped children on field trips.

1.1 WNotification

Contractors will receive notice of a field trip assignment on the
form at the end of this section. In most cases, notice will be
mailed at jeast one week in advance of the scheduled trip,
However, in some Cases shorter notice may be given, and some trips
may be scheduled by telephone.

1.2 Confirmation

Schools are asked to confirm the trip with the bus company one day

prior to the scheduled trip. However, the contractor shouid not

assume a trip is cancelled if it is not confirmed by the school.
. Liquidated damages will be deducted for any field trip not

served,

1.3 Inguiries

ATl inquiries concerning field trips should be made to the Field
Trip Office at /84-4707.

1.4 Routing

1.5 Tolls and Parking

ATl tolls ang parking fees, if no free parking is available, must
be paid by the teacher. If two routes to the destination are
possible, one requiring a toll, and one not requiring a toll, the
toll-Tess royte should be chosen, unless the other route is

preferred by the teacher,
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6.1.4 When a chaip is_on the Tift, an escort must pe positioned

6.1.5 Child sha!? be secured in the seat by a safety belt and the

6.1.6 Pupils shall be wheeled both to and from the door of the
school, as required, The escort shall not be required to
enter the school.

6.2 For pupils who are not in wheeichairs byt who cannot use the steps
of the vehicie, the escort shall;

. 6.2.1 Assist pupils both to and from the front door of home when
necessary as determined by the Principal or Bureay of Pupil
Transportation upon request by the parent.

6.2.2 Assist Pupils onto 1ift and maintain thejp baTance while on
Vift. Only the bys driver shail open and close the doors
of the hydraulic Tift. Only one pupil shall be placed on
the Tift at 'a time.

6.2.3 Strap pupils into seats with safety belts proVided.

6.2.4 Assist pupils both to and from the door of schook, as
required. The escort shall not be required to enter the
school,

6.3 For pupiis who can use the steps of the vehicle:
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2. Extended Service

3. Additional Use

Hours of use which constitute an "additional use" assignment are given
in Chapter 11, Operational Procedures, of this manual. Additional yse
assigmnents are not Timited to the carrying of students, byt may be for
any use specified by the Director, Reimbursement for additional use
will be at the rate of one-tenth of the daily rate for extended service

per hour of additional use.
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1.6 Escorts are required to accompany field trips if this is noted on
the field trip assignment form, or if requested by the Field Trip
Office,

1.7 F%e?d trips are a regular part of a bus company's work. Drivers
and escorts are expected to be courteous and considerate. During
a field trip the teacher is in charge.

1.8 Lateness

Buses should arrive at the school for the field trip as soon as
possible after the last morning dropoff. Liquidated damages will
be assessed for jateness. :

If the teacher and students are late returning to the bus for the
trip back to school, the driver should call his dispatcher who
must call the Field Trip Office. The Field Trip Office may

. authorize the bus driver to return without the teacher and
students, if the lateness will interfere with the regular
afternoon dismissal schedule. Teachers risk having field trip
privileges withdrawn from their school if they delay the return to
the school unnecessarily,

Under no circumstances is a class to be left at the field trip
destination without specific authorization from the Field Trip
Office.

If the bus will be late for its regular afternoon dismissal
because the class has not returned to-the bus, the dispatcher must
call the schools which will have late pickups, as well as the
Field Trip Office.» Violations which result from afternoon pickup
lateness due to failure of the field trip class to return to the
bus on time, can be waived only if the lateness has been reported

to the Field Trip Office.
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Field trip assignmént form

BUREAL OF pupIL TRANSPORTATION
28-11 QUEENS PLAZA NORTH
LONG ISLAND CITY, NEN YORK 11191

Print or type ai} parts of this form - press hard

Date sent s District no. Dvision of Special Education? YES ho ‘
School Number Class Number

School Address Date of Trip

Boro and Zip Alternate Dates

Destination:

Destination Address:

For Non-Special Education Classes For Special Education Classes
. Total number of pupils Total number of pupils
Total number of agults - Total number of wheelchairs

Total number of adults
) If special hookups for wheelchairs are
Schoo] trip coordrator = Phone 7o, required, please specify: .
(Please Print) :

District Trip Coordinator = Phonie Ho, Class IFip toordifator = Fhone np.
{Pieasa Print) {Please Print)

Departure from schoo) {no eariier than g:35 am)
€lass must return to school by
Return to schoe] unnecessary .

Do not write bejow tine N
CONFIRMATION OF TRIP
Trip not scheduleq; Trip scheduled: Rumber of
: Vehicles:
Insufficient Date approved for trip
time for gro. Buses
cessing., Aliow Bus company and ryn ne. .
weeks, . Minig
Reschedy e, Bus company phone no,
Lifts
No vehicles. Please cail. bys company to confirm trip at
available gp Teast 3 days before date of trip. Ramps
requested dates, -
Reschedyie, School must pay peking fee at this site, -t Mo

THIS IS TO CERTIFY THAT TRIP waS COMPLETED SATISFACTORILY AND BUREAU OF puprL
TRANSPORTATION IS HEREBY AUTHORIZED To PAY THE VENDOR.

SCHOOL AUTHORIZATION T0 PAY:
. S1gnature of Schoot oPFTeiaT
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1. General Information

Contractors shouid clearly understangd the distinction between vehicle
assignment and vehicle routing. Each contractor is assigned a certain
number of vehicles tg operate, This is the number of vehicles for
which the board originally contracted with the company, plus or minys
additions and deletions as per Section XIII of the contract The route
that the vehicle wil] service is called a run. Runs are constantly
being adjusted and revised, Students and schools may be added and
subtracted, session times changed, or the run changed from a reguiar
Service run to an extended service run depending on the needs of the
students. Runs may be assigned field trips or other work during the

. During the course of the summer, due to the many changes that take
place in the student population, all runs are totally revised. The
number of vehicles required to begin the school year is decided upon by
BPT. Each contractor Will keep the same number of vehicles operated in
the previous year to the extent that they are needed to provide service

decrease provision of the contract. The run pick held at the beginning
of the school year combines the assignment of numbers of vehicles with
the assignment of routes to the vehicles, The pick gives contractors
the opportunity to choose the runs which are the most advantageous to
them. Within each item, contractors wil] be allowed to choose the
number of runs assigned to the Towest-priced contractor first,

If additionai vehicles are required during the course of the school
year, additional "picks" ar? held.
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2. Yearly Run Pick.

2.1 Pick previeyw.

Please note tﬁat:

- The "preview" runs are tentative and subject to revision,
change and modification prior to the formal Pick.

- Runs may be added or deleted before the pick; if required.

'~ Extended runs may be changed to regular runs, and vice

. _ versa,

- The Board wili not be held responsible fgor any Contractor‘s
decision based on this tentative preview,

2.2 Authorization to pick runs,

Your company may attend the pick by principal or other
representative. If You send a representative who ig not Tisted in
BPT's records ag a stockholder, officer or partner of the company,
he or she myst bring a pProperly filled out Authorization Form,
These forms wil) be sent to the contractor with the announcement
of pick dates and times. The form must be filled oyt by an
official-of-record of the company, and ejther notarized or
impressed with the corporate seal,

Separate authorization is required for each contractor and
designee. Thus, if three affiliated companies each designate two
authorized representatives, six forms are required. These forms
must be presented on the day that You select youyr runs. No one
other than the officials Tisted above will pe permitted to choose
runs withoyt an_Authorization Form.
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2.3. Sign-in procedures.

At the pick, Contractors will stgn in and receive a time stamped
appointment verification card. As always, the 10west~dai?y~
weighted-average-priced Contractor in each item will be scheduled
first, then the next lowest, etc. It is extremely important to tome
on time, and sign in, If contractors are late for their

appointment times, higher priced Contractors.who are on time may
pick ahead of them., 1In addition, we wil] check official mailing and
garage addresses angd phone numbers at the sign-in-desk.

2.4 Pick Procedures

. 2.4.1 Runs to be served by “contract" vehicles and runs to be
served by "additional" vehicles will pe picked separately,

2.4.1.1 Contract vehicles are-Vehic]es which were
originally awarded under the contract,

2.4.1.2 Additional vehicles are any vehicle above the
nRumber originaily awarded, which have been
subsequently assigned to the contractor
pursuant to the increase provisions of the
contract,

2.4.2 Picking contract runs,

Wnhen the contractor's appointment time is reached, he

will have 1/2 hour to review the runs available and to select .
runs for his contract vehicies, The contractor will he told
the number of extended service and regular service runs to
Pick at this time, (See 2.4.4 below). The numbers of the
runs chosen wiil be recorded, entered intg the computer, and
the contractor will be given a listing of each run chosen,
The contractor or the authorized representative will then
sign for the runs. BPT 1inspectors will be available to
supervise the pick and to answer any questions about the
runs,
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2.4.3 Picking additional runs,

After runs have been picked for al} contract vehicles in an
item, contractors will choose runs for additional vehicles,
The ]owest-weighted-average—priced contractor in each item
will choose fipst, Each contractor wit] have 10 minutes to

at the start of school as the contractor was operating at
the close of school the previous June. If fewer vehicles
are required, they will be deducted first from the
contractor with the highest~daiiynweighted average price,
. as specified in the decrease provisions of the contract.

If additional vehicles are réquired in an item, they witi
irst be restored to contractors whose vehicles have been
reduced below the number originally contracted for, then

offered to contractors in order, Iowest-da11y~weighted

average priced contractor first,
2.4.4 FExtended runs

Extended runs in an item will pe allocated equally in
proportion to the number of contract runs a Contractor has

in an item.

Examg]e #1

Item X has 10 contractors, each with 20 contract
runs (200 runs in the item). If 20% of The runs
are "extended" (40 runs), each of those
contractors myst choose 4 extended runs as pari of
tiis 20 Contract runs.

{
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Example #2

Co. 15
Co. 15
Co. 15
Co. 15
Co. 10
Co. 10
Co. 10
Co. 5
Co. 5

I--cICD'T?mUC")Uab

The total number of contract runs in item Y is
100. If 20% of the runs are "extended" (20 runs),
then contractors A, B, C and D must choose 3
extended runs each as part of their 15 contract

. runs, contractors E, Fy and G must choose 2
extended runs each as part of their 10 contract
runs, and contractors H and I must choose 1
extended run each as part of their 5 contract

runs., .

2.4.5 Adjacent items

When all contractors in an item have refused additional
work, remaining vehicles required in that jtep are offered
to contractors ip adjacent items. If this occurs during
the picky a 7ist of items declared "adjacent" to the item
of the vehicie being offered wil] be prominently posted on
the day of ‘the pick. Contractors in those items will have
the opportunity, in price order, to pick those runs,

3. Vehicle Assignment During the School Year

If additional vehicles are required during the Course of the school
year, after the initia) run pick, they wilj be distributed in the
following fashion:
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3.1 Restoration

3.2 Additional vehicleg

Once restorations to contract Jevels are made, al] additional
vehicles wilj be'avai]ab]e to be picked by Contractors in the
item. The Towest-priced Contractor wi7] have first choice, then
next lowest-priced contractor, and 50 on.

additiona)l vehicles are required. Contractors may call 786-6131
before the hour of the pick to hear a recorded massage giving the
number of vehicjes required in each item, If vehicles are
available in hig item, the Contractor myst be at the Contract
Compliance Office, 28-1]1 Queens Plaza, North, 3rd floor befgre

:00 a.m. in order to Participate in the pick. Contractorg
arriving after 10:0g a.m. run the risk of missing their typn to
pick in order of price. '

Contractorg will be allowed to review the runs which wil] be
assigned to the vehicles prigr to 10 a.m.

4, Change orders

Contractors witj receive change orders as officia] confirmation of
additions and deletions of vehicles, Check the change orders Carefully
and retain them, They are the basis upon which adjustments in Payment
are made. (See Section XI'of thig Handbook).
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AUTHORIZATYT 10N
M

County of ) ss:
State of New York } '

.. be’irzg duly swarn,
says:
I am the of .
(oF T Tcer tTETe) [nime o company or corporation
The bearer of this authorization y is

] \name of bearery
. authorized to select runs for In items that have baen awarded to thig

cempany/corporation. The bearer-(is) (is not) authorized tg accept

additional vehicies,

STgnature o7 Lorporate Uftcer

STonaturs ot Authorized Representativa

Subscribed ang sworn before ment thig day of

“"”'“*'““'"“‘““TEEEEF§“565T7ET_”k

If Corporation, rotarization is not required,
but affix corporate seal nere. . -
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Change Order Form

Board of Education
Bureaa of upi} Transportation
28-11 Queens Plaza North
long Island City, MNew York i1m

DATE OF AWARD naTe
a8 Twamnmm

CHANGE ORDER NMBER FFECTIVE DATE n¢ ruawss ngneq

NAME OF CONTRACTOR

ADRESS

CPWRRC? NO. - VENDTR Ccope ITEM Np,

———
s

. ﬂ!og g omé:nn AMENDED TOTAL  rucrease NEW AUTHORTZER
‘ VEHIC CONTRACT A 243)} nECREASE 107,
o g yem——— DKTF"WW 4 ) L
SH-STATION mon; = ==

LB-LIFT Bus
RAYP WASON N

This CHANGE ORDER duthorizes you to INCREASE/DECREASE the nusber of vehicles which ™ are
Erasentlyv oroviding undes the: tarms &nr ewmditions of the shoye numharat contract, The Tact
change was authorized hy: - ' :

CHANGE mNER Ng, bare: FFFECTIVE

In accordance with that sectiuon of vour contract entitled *Payment of 941148 yoyp
compensation witt he -INCREQQEOIDE.EREASE'! g follows:

i

K0, OF VEHICLES NRILY RATE prg VEHICLE INNEJ&WI'PECRFHE‘
EXOLANATION
AppFovéd By
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1.

Violation reports

Contract violations are officially reported on violation forms (see end
of this section} which may be filled out by school or Bureau of Pupil
Transportation personnel. When a violation form is received by BPT,
two copies of the form are forwarded to the contractor.. The contractor
is expected to return one copy of the form to BPT, with an explanation
of the circumstances which lead to the violation and to keep one copy
for his records.

Review of violations

Violations are reviewed, and the contractor is given a chance to
explain the reported violation. Liquidated damages are deducted in
accordance with Section XXI of the contract only after a conference has
been held with the contractor to review the alleged violations. The
review of violation reports is handied as follows:

2.1 Borough Supervisors review all alleged violations.

2.2 Borough Supervisors make initial determinations of the extent of
the contractor's responsibility. If the Borough Supervisor
determines that the complaint is not the fault of the contractor,
the alleged violation will be dismissed and liquidated damages
waived., The Borough Supervisor is unable to consider the
contractor’s response to the violation report 1t the contractor
has not returned his copy of the violation form.

2.3 If the Borough Supervisor determines that a violation has occured,
he will assign it to one of the following categories:

2.3.1 Liquidated Damages to be Deducted.

The contractor is sent a notice of the amount of liguidated
damages to be deducted from payments due, and is given two
weeks in which to arrange an appointment with the
Administrative Review Officer to discuss any mitgating
circumstances which he feels warrant a reduction in the
amount of liquidated damages.
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If there is no response from the contractor within two
weeks, the 1iquidated damages will be deducted from the
next regular monthly payment.

2.3.2 Administrative Review

- Where the Borough Supervisor finds that there are, or may
be, mitigating circumstances, he may refer certain
violations to the Administrative Review Officer for a
conference with the contractor. The contractor will be
given written notice of the referral, and will have two
weeks to schedule a conference with the Administrative
Review Officer, and to submit a statement of mitigating
circumstances in writing on the violation form, with any
supporting documentation, if this has not already been

. ' . “done.
‘ The Administrative Review Officer can be reached af
784-3313, ext. 260,

2.4 Failure to either schedule a conference or to appear at the
scheduled time will lead to deduction of Tiguidated damages from
the next payment due the contractor. If the first appointment is
cancelled with a suitable explanation, it may be rescheduled at
the discretion of the Administrative Review Officer.
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Viotation Form

v

e — BOARD OF EDUCATION ASKLSRL, LML

SRELTOR 0F fRawamgmtaTion eamesT T ARD .
e e HUREAU OF PUPIL TRANSPORTATION .

AV ASOL-T-O

THE GITY QF ntw ramK

Jez.4383.9 EB:1) QUEENS ALAZA NOATH
LONG SLANS GITY & ¥ 1non

NOTICE GF VIDLATION - PUPIL TRANSPORTATION

SHGOAL M RCHG h
U LT PO 3

Schoot Name Schoot Number | 1ochoo? AdGress Schoo! Sesson
' from hi=3
Dote of | Tramportatign Company Yahigie Run Qpa Jervice -
V‘U‘i‘mﬂi Number | Number} ™™ gpouiee 7 Spes, Ed. T Open Ervolliment
i Glasses Classes Classes
Authonted wgnature of school otficial ang titie Telephone Numiteer

CHECK APPROPRIATE VIGLATION AND EXPLAIN VIOLATIONS MARKED WITH ASTERISK * IN SPACE BELOW

SCHEDULE DEFICIENCIES
Scheduled vehicie dost not arrsve ar school
Mehicls arrives more then 30 min. befere stant of tesslon « time of arewal | |
Vehicie arrives less then 5 min, bafore stort of sestion - time of arnval | ]
Vahizie arrives afier stant of session - time of arrivel | )

Vehicle falls to serve scheduled pick-up point”
Vehigte 15 overtoaded - grads of pupils | 1 registered cepacity { )
)

Phpils carvisd [
. Vehicls deperts mora_than 30 min, after and of semsion - tme of dsparture | }

Vehicle fxlls to provide schieduted fisld 1rip of required rumber of vahicies®
Vehicle srrivas axcessively late for fisld trip - tims of aerival { )]

INADEQUATE OR NON-PERFGRMANCE OF DUTIES 8Y TRANSPORTATION COMPANY

Zscort oot provided on vaniels dor handicappad pupis

Compeny dict not provide telephone sceessability to schoot or pereat”

Ccmu?nx did net notify pefent or school of more ther 7% hour schecule delay on normal werther <hay of mores enan
i

Pupil not allowed by compahy 3 board trecsportation vahicla®™

Vehicle operating in hazardous manner or falis to use appropriste signais®
Driver or company falted 10 notify parent in advence of schedule chenga®
Pupil left unsctanded at home or school stop without proper authorization®

Drivat {eaves vehicle improperly secured with pupils on the vahicia® -
BTIVeT Of REG0F Wi RGT :;qg;imwu L] miucung eThargenty drdi or making the vghicie dveiable for iessons im

framportation during the

mpany or emplovses 1l 1o perfomh otlier qUBos dataileq In "DUDIl UTBNEPOITAtION HANGROOR numiser 177 or TRuglt
SrAPOrtation hao numshar 3

iIMPROPERLY EQUIPFED VEHICLE QR EMPLOYEE B

Drivar has no opsrators loome or an explirsd operelor’s license y
Driver or sscort do not_have ghoto identification cards
Vehicle has inad spat beits, wheslchair brackets or otter defects’

Vahicle hat ne fire sxtinguisher or first afd kit
Oriver ot steort do not have appropriste uniforms”

Explain violatlons marked with mtarik * or report othar viclations not Hsted above

VIOLATION [H3POSITION . FOR TRANSPORTATION COMPANY AND BUREAU USE

Action 1gken by iransportation company

Action taken by the buresu of pupil tramportazion

. Penalnes - D assessaci G wavad lexploin resson for waving penatty]

RETURN THIS COPY TO THE BANIZAU CF PUPIL TRANSPORTATION FOR RESPOMISIE
TO THE SCIIOCL ON ACTION TAKEN
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1. New York State Department of Transportation Inspection

A1l vehicles operated in school bus service under contract with the
Board of Education must pass inspection by the New York State
Department of Transportation (DOT). Vehicles which have not passed DOT
inspection are considered to be UNSAFE for the transportation of
pupils. The operation of these vehicles in school service is a serious
violation of the contract. Contractors must immediately notify the
Bureau of Pupil Transportation of any vehicle, regular or spare, which
has failed a DOT inspection. Any such vehicle must be taken off the
road until the vehicle has passed DOT inspection, and a valid 6 month
DOT inspection sticker has been affixad.

2. Preventative Maintenance

Preventative maintenance programs and facilities are required both by
. the regulations of the Commissioner of Transportation, § 720.21 and
§721.21, and by Section XIV of the Contract. The following
preventative maintenance program is mandated by the Director, and will
be monitored by both the Bureau of Pupil Transportation and the State
Department of Transportation. Modification of this program will be
aliowed only if specifically approved in advance by the Director.

2.1 Vehicle file

The contractor must maintain a file for each vehicle, spare or
regular, in his garage. The vehile file must contain, but need
not be limited to, the following: ' '

2.1.1 PM inspection forms for the vehicle (BPT form PM1l, included
at the end of this section.) :

2.1.2 Driver's Daily Reports for the vehicle (sample included at
the end of this section.)

2.1.2 Any other appropriate documents or records concerning the
vehicle, including, but not Timited to repair and parts
replacement records.

Each file must be maintained to make it easily accessible to DOT
and BPT inspectors. '
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2.2

2.3

Preventative Maintenance Procedures

- 2.2.1 The PM1 form serves as a guide for the mechanic to conduct and

record the PM inspection,

2.2. 2 PM inspection is to be conducted every 1500 miles or 6 weeks,
whichever comes first. This applies to spare vehicles as well
as to regular vehicles.

2.2.3 The manufacturer's manual is to be consulted for determining
the correct tools, adjustment, and replacement parts required
for proper maintenance,

2.2.4 The supervising mechanic is to sign each PMl form upon
completion of inspection and maintenance procedures.

Driver's Daily Report Procedure

2.3.1 The driver completes the first two sections of the form for
his/her vehicle prior to the beginning of each day's run.

2.3.2 The driver checks off each item, indicating proper operation or
functioning of that specific item. Check off the item on the
form only after the item has been examined and found to be in
satisfactory condition.

2.3.3 Any defects MUST be reported as discovered. Use appropriate
section to describe defect(s)}.

2.3.4 ALL breakdowns and/or accidents are to be recorded on the
Driver's Daily Report form. This in no way alters existing BPT
accident reporting procedures {see Section XV of this manual.)

2.3.5 Road hazards (construction detours or potholes, for exampla)
encounterd by the driver must be reported on the form.

2.3.6 The form must be filed in sch a manner so that 1t is read11y
available for DOT and BPT inspectors.

2.3.7 It will be the responsibility of the contractor to duplicate
the Driver's Daily Report forms and to maintain an adegquate
supply of these forms. -
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2.4 Accident/Breakdown Report

2.4.1 A1l accidents MUST be recorded on the accident report form (see
sample form at the end of this section.)

2.4.2 The dispatcher will record pertinent infomation as it is
received.

2.4.3 Reports are to be maintained in a separate binder or folder and
must be made readily available for DOT and BPT inspectors.

2.5 Forms
It will be the responsibilty of the Contractor to duplicate the sample

PML, Driver's Daily Report, and Accident/Breakdown Report forms and
to maintain an adequate supply of these forms.

e 3. Vehicle Storage Locations

At least three weeks before the beginning of each school year, contractors
are to report to the Chief Inspector of the Bureau of Pupil Transportation,
all locations (garages, lots, driver's homes, etc.) where vehicles are to
be stored overnight.

Designate, by vehicle identification number, the vehicles to be stored at
each location.

Report immediately to the Contract Compliance Officer each change in
vehicle storage location, and the purchase, sale or disposal of any vehicle
identification numbers.

4. Rear Axle Assemblies

A1l drivers are to be instructdéd to be on the alert for rear axle assembly
breakdown, the most common of which is a shifting of the rear axle and
springs causing the bus body to be out of alignment,

If the driver notes any shifting while the bus is in service, the driver is
to bring the vehicle to an immediate halt. If a visual inspection confirms
that a shift has occured, the vehicle must be brought to a complete stop
immediately, and the passengers transferred to a spare vehicle, The
vehicle may not be used for school service again until repaired.
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Preventative Maintenance Form - front side

. Farm Pl
1500 MILE ~ 6 WEEK PREVENTATIVE MAINTENANCE INSPECTION
S S T L ARANTENANCE INSPECTION

COMPANY : MILAGE: DATE: -

: VEMICLE ¢
Raview driver's and maintenance records:
1) por expi'ratiou date:
2) Frevious P.N. inspection: Date:
3) tocation of [nspection:
4) Last Brake Reline:

FRONT: Oate: Milage: REAR: Date: Milage:

Milage:

" Except as otherwise apted, mark Torm as Follows:
ITEM IS OK (v"); ADJUSTMENT MADE (@ ); REPAIRS MADE describe on raverse ff )

CRIVER'S ARER INTERIOR BN INER WHINLE
Steering play, inches Clamlitness Belts Staering bk
. Stearing roises Uphotstary Hoses Te rods ant enids
Erergency brake Glass Water pump Wheet boarings
Pedals | Mindow Jtichws/fraves torminals King pin play = fnches
Boor pontrols Floor covertng Battery hold-down BaTl jofmes play - frches] |
Bames Steps Afr clommr” Whee) ol igumen .
Switches Paely & Stanchios 2C¥ vaive wheel stops .
© Lights Coiling and yalls Water Tonks . Drive shaft | Jotms
Hirrors Screws and rivets 11 losks Drv. shaft ctr. beard -
Horp Emeroercy dooe alams Pt Tk " > yokes e gla
S visor window siavess Accelerstar 1inkagn i - Flaxe bolts
Hesters Sot belts Gowerror setting - RPW T
Defroster Wheal chair breackoks Electrical conections lete exhst
Fas Brer, refloctive trimg)  hargiy-Systen Sorings & shaskles
Mipers Fire edinuisher _Igrition systen U boits toroue o FE.Tos | |
Kashers TIRES Tiltes o straivers Shock wsorbers
Low vaciam alam m" - UNBER VERIQLE : Body boits and sijls
LW alr alam pressire Rewe 1hs. Libicat i Chassis & cross muhers
Atr gw, ot in cut ot Trexd darth in 32n0s o Broke
Driver's sax bait LF.  RF. LR, “ET%% Lining Trom
Moster cylinder boot LAF _RR.O. RR.I Travsntssion Lining rem~
EXTRIR FLIID (EVELS oy B8 L s 2o Tihes
e e et oster oyl ity
Al Yignts Crankcae < 211 losks W] cylinders
Lamsas ofHaster Clinder oz, Tranguission Tesks _....,._Cx..._,_,_cm and drs
Headitght adjustmert Pover stoering oz, Rear ale losks ""‘m"-“"g,u
Reflectors Steerim o ar. sgter losks B?‘&?M
Mirvor froms Engine mounts Theck valves
Fuit] tark e Windshisid washer Ciutch A" et
Lettering Raci abor Cletch 1t axi
Body corelitton Prtifroezs brake Vining A tirks
Lift (hanicapoed veiricTos] brake Tink
R (Rendfctpped veicles) | Ererency brae adfust.
Woel Jug torged to Ft'igi

ROAD TEST Mechanic’s signature:
. ODIMETER CHEEX i
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SCHOOL BUS CONTRACTOR'S MANUAL ‘ ISSUED: 6/1/82
OF PROCEDURES AND REQUIREMENTS

VEHICLE INSPECTION, MAINTENANCE AND SAFETY

Preventative Maintenance Form - back side

REPAIRS
['TEM:
PATE COMPLETED:
ETEN;
DATE COMPLETED: .
ITEM:
DATE. COMPLETED:.
ITEM:
DATE COMPLETED:
ITEM:
DATE COMPLETED:
ITEM:

DATE. COMPLETED:

. IF MECESSARY, USE ADDITIONAL SHEEY AND ATTACH TO THIS FORM
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VEMICLE INSPECTION, MAINTENANCE AND SAFETY

Driver's Daily Report Form

It is recommended that this form be printed on the back of the driver's
trip cards.

DRIVER'S DAILY REPORT

Bus #: Date:
Iriver:
Gal. Sas: Q. 011 Odometer
Check One: [ M
TEST CHECK
. Brakes L Tires
© Steering Wheels
Lights €ooling System
Signals Accessories
Maotor . Fuel

Safety Equipment

{ ) Bus has no defect { ) Bus has defect as Follows
{Exptain below} -

Road Hazards:

Accident/Breakdown:

Defects:

SIGNED:

. \river)



City School District of the City of New York
Bureau of Pupil Transportation

SCHOOL BUS CONTRACTOR'S MANUAL
OF PROCEDURES AND REQUIREMENTS

NO: VIII
PAGE: 7

ISSUED: 6/1/82

VEHICLE INSPECTION, MAINTENANCE AND SAFETY

Accident/Breakdown Report

ACCIDENT/BREAKDOWN REPORT GARAGE :
DEFECT/ MECHANICS |-
BUS | RUN ACCIDENT | REPL.] MECH- | SERV. REPGRTED TOWED | TIME 1IN
DATE | TIME[ HO. | RO. [ LOCATION REPORTED | BUS | ANIC VECH, PROGBLEM BY GARAGE
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STUDENT MISBEHAVIOR AND WEAPONS POSSESSION

1. Student Misbehavior

Contractors should be aware that the special problems of handicapped
students often result in behavior which would seem otherwise
unacceptable. Drivers and escorts of handicapped students should make
a special effort to work with these students and their teachers to help
them to overcome or control their behavior problems. However, for the
safety of everyone on the vehicle, it is most important that students
behave apprpriately while riding on the bus. The following procedures
should be followed for all students, handicapped or non-handicapped.

1.1 As a first step the bus driver or escort should speak to the pupil
about any dangerous or inappropriate behavior, and attempt to
solve the problem by working together with the pupil. '

1.2 If a pupil continues to misbehave, the driver or escort should
submit a behavior report (see forms at end of this section) to the
. pupil's teacher. Copies of all behavior reports should be kept by
the company for their records.

1.2.1 Begin by using the "Note to Teacher" form to enlist the
classroom teacher's assistance in improving the pupil's
behavior. The teacher should work with the pupil to
correct the problem and may suggest specific techniques the
driver or escort can use with the pupil.

1.2.2 If the pupil's inappropriate behavior is serious, or
continues, the bus driver or escort should use the
"Behavior Report to Teacher" form. This form describes the
specific behavior problem in detail. The driver or escort
may use this form to ask the teacher to schedule a
conference with the pupil's parents to attempt to improve
the situation.

1.3 In addition to making written reports of pupils' behavior
problems, the driver or escort must discuss these problems
directly with the teachers or transportation coordinator, so that
they can work together to control the problem.

1.4 If the misbehavior is very serious, or there are repeated
incidents, the driver and/or escort should consult with the
principal about the pupil's behavior.
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1.5 If, after repeated written behavior reports and repeated
consultation with the school personnel, or if the misbehavior is
of an extremely serious nature, i.e. an assault in which another
pupil is injured, the company should inform Fran Klein at the
Bureau of Pupil Transportation. In reporting repeated, serious
misbehavior, the company should be able to provide copies of
behavior reports previously submitted to teachers, and the names
of persons at the pupils school who have been consulted about the
behavior problem.

CONTRACTORS MAY NOT BAR STUDENTS FROM TRANSPORTATION, however,
if the serious nature or persistance of a pupil's misbehavior
warrants, the Bureau of Pupil Transportation may arrange to have
the pupil suspended from transportation, or depending on the
pupii's abilities, may arrange for an alternate mode of
transporatation for the pupil.

. Foul language, refusal to keeb the seat belt fastened or to sit
: quietly in the seat do not constitute behavior which would warrant
suspension, or notification of BPT.

2. Weapons Possession

If the school bus personnel find a pupil in possession of any of the
weapons listed below, they must immediately call the police. Depending
on the circumstances, the driver or the police will confiscate the
weapon. Regardless of whether the pupil is arrested, the driver must
report the incident to the school principal as soon as possible.
Companies are expected to press charges, as a matter of course in
incidents of this type. ‘

2.1 Forbidden weapons include:

Firearm {including pistol, handgun and any gun small enough to be
concealed on the body), firearm silencer, and electronic dart
gun; .

Shotgun, rifle, machine gun, or any other weapon which simulates
adaptable for use as a machine gun;

Switchblade knife, gravity knife, and cane sword {a cane that
conceals a knife);
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STUDENT MISBEHAVIOR AND WEAPONS POSSESSION

Billy (club), blackjack, bludgeon, chucka stick, and metal
knuckles; )

Sandbag and sandclub; _

Sling shot (small, heavy weights attached to a thong);
Explosive, incediary bomb, and bombshell;

Dagger, stiletto, dangerous knife and straight razor;

Air gun, spring gun, or other instrument or weapon in which the
propeiling force is a spring or air, and any weapon in which any
Toaded or blank cartridge can be used {such as a BB gun).

2.2 The following items are also forbidden:
. Acid or other deadly or dangerous chemical;
Imitation pistol; loaded or blank cartridges and ammunition.

Any deadly, dangerous, or sharp pointed instrument which can be
used as a weapon (such as broken glass, case cutter, chains,
wire); ‘ '

2.3 All of the above items must be confiscated immediately and turned
over to the school principal who will take any necessary
disciplinary action.

2.4 A1l weapons possession incidents should be reported immediately by
telephone to Fran Klein at BPT. Any pupil found to be in :
possession of a weapon may be permanently suspended from
transportation by BPT. A Weapons Possession Report {included at
end of section) must be completed the same day. The white copy
must be sent to the Bureau of Pupil Transportation; the yellow to
the school principal. The pink copy is for your own records.
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Note to Teacher Form

Use for less serious misbehavior and first incidents. Be sure to note
pupil's name on stub before giving form to teacher,

DATE SCHODL ATTENDING

HANDICAFPPING CONDITION STATED OGN RUN

TYPE INCIDENT CHECKED BELOW RUN NUMBER

. NOTE TO TEACHER — DBSERVATION

Please note that
exhibited inadequate behavior patterns an the schoo!
vehicte. Would you wark on improving this behavior in
the classroom?

7] BOARDING BUS DIRECTLY

[] GOING TO.SEAT

[J KEEPING SEAT BELT FASTENED

{J STAYING IN SEAT

£ KEEPING HANDS & ARMS IN 8US

0 FiGHTING

{3 rHRoOWING OBUECTS

£ SHOUTING & SCREAMING

[J USING ABUSIVE LANGUAGE

[ SMOKING-LIGHTING MATCHES

[0 ANNOYING OTHER CHILDREN

) OTHE? - Describe

[

Thank you.

ESCORT SIGNATURE

BUS COMPANY

RUNNUMBER

. 100M3/00 e 124
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STUDENT MISBEHAVIOR AND WEAPONS POSSESSION

Behavior Report to Teacher Form

Use for serious misbehavior and repeated incidents. Be sure to note
pupil’s name on stub before giving form to teacher.

001
Date Scheol Attending Handicapping Condifion Stated on Run
Type of Incident Run Rosber

..................................................

BEHAVIOR REPORT TO TEACHER

Student's Name:

. . Address:

Schoo1 Attending:  Date:

The Incident:

Escort Reporting Incident:

bDear Teacher: Please note that there is a behavior problem on the bus with one of

your students ’

It would be heipful if you could work with him/her in correcting this behavior.

Please advise parent’s of the
(name}

seriousness of this problem.

Your help is appreciated in training

in proper behavior in the transpertation setting.

Escort Signature:
Vehicle Run Number:

. 300M-12/78 <APow
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STUDENT MISBEHAVIOR AND WEAPONS POSSESSION

Weapons Report Form

Obtain forms from Mrs. Klein at BPT.

BUREAU OF PUPIL TRANSPORTATION
28-11 QUEENS PLAZA NORTH
LONG ISLAND CITY, N.Y. 11101

WEAPONS POSSESSION REPORT

t. Notify school principal of incident.

2. Report incident by telephone to Fran Klein at
784-3313, Ext, 204.

3. H#aill copy one of this form to the Birector of the
Bureau of Pupil Transportation at the above address,
. Deliver copy two of this form to the school principal.

Bus Company ____Run Number Date

Driver's Name

Escorts Kame

Name of Pupil{s) Carrying Weapon

Address

School

Weapon
Were police summoned? 1 ves [] we

Was an arrest made? ] Yes [T #o

'Name of responding/arresting officer

Badge # Precinct

. Name of school offictial to whom incident was
~ reported

In whose custody was the weapon left?

Please describe the incident briefly:
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RIDERSHIP REPORTING

Once each week, contractors are required to submit a report Tisting the
students who have not been riding on the bus for 5 consecutive days and
wnose parents have not informed the company that the absence is temporary.

1. The forms to be used are included at the end of this section.

1.1 The "Driver's Sheat" is to be filled out by the driver of each
run on the last day of the week, and submitted to the
contractor.

1.2 The "Master Sheet" summarizes the 1nfokmation on the "Driver's
Sheet, and is to be filled out by the contractor and submitted to
BPT.

1.3 Do not send "Driver's Sheets" to BPT,

2. A form should be submitted every week, whether or not there are any non
. riders to report. :

3. Each run should be Tisted on the report form, whether or not there are
any children on that run who have not ridden for the five consecutive
days.

4. Until the contractor receives written notice that the child has been
deleted, transportation is to be resumed at the reqguest of the parent.

5. When transportation is resumed after the pupil has been reported to BPT
as a non-rider, BPT should be informed immediately.

6. Reports are to be submitted on the Wednesday after the week being
reported upon to Fran Klein at BPT.
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RIDERSHIP REPORTING

Driver's Report Form

DRIVER'S SHEET

Oriver:

Run #:
Badged:
Week Ending:

List belaw the name, address, and school of any student who has not
been picked up by you for the past {(5) days. If none, mark *HONE®,
This 1ist must be returmed to the dispatcher on the }ast day of the
Wwork waek, after you have completed your days work. Do not semd this
sheet to the Bureau of Pupi} Transportation.

NAME ABDRESS . SCHOOL
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RIDERSHIP REPORTING

Company's Master Report Form

MASTER SHEET

U e vt

COMPANY: DISPATCHER
WEEKING ENDING:

LIst below the rust, name, ID#, address and_school of a}l students who have
#ot ridden on their assigned runs for {5) consecutive days. AJT runs
assigned Lo you must be accounted for. If on A run there are no students
missing for (5} consecutive days, 1ist tha rup # and "NONE" marked next to
1t. A1l master sheets must be returned to Fran Klefn at the Bureau of Pupil
Transpartation no later than 1:00 p.m, Wednesday of next week.

RUN_# NAME 1.0, ¢ ADDRESS SCHOOL
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BILLING AND PAYMENTS

1. Generail Information

1.1 A11 bills must be submitted on Form 0.D. 14 - Official Invoice for
Goods and Services.

1.2 One bill must be submitted for each item number awarded, If more
than one item was awarded under a contract bid serial number, you
must bill separately for each item.

1.3 Each bill is composed of several parts:

A summary page

A detail page for vehicles awarded under contract
A detail page for vehicles added to, or deleted
from, the contract number via Change Order(s)

A detail page for extended service and additional
use

- *

bt =
¥} Lo o L
= [N ]

1.4 Bills will not be accepted prior to the actual performance of
service e.9. September bills should be dated and submitted on
October Tst or thereafter. Bill us on a menthly basis only.

1.5 It is the responsibility of the vendor to submit correct and
error-free bills. Whenever possible, the Financial Office wil]
correct billing errors after notifying the vendor and gaining
his/her consent. If the Financial Office is unable to correct the
error(s), or the vendor wishes to resubmit the bills, the original
bills will be returned to the vendor, along with the reason(s) for
return.

1.6 For purposes of applying the 2%/30 day payment discount, the date
of receipt of the correct and error-free bills will be used, i.e,
if the original bills is returned to the vendor, the date of
receipt of the corrected bills will be ysed.

1.7 Billing for vehicles added or deleted from the contract number
should be based on official Change Orders received from the Bureau
of Pupil Transportation. If no Change Order has been received do
not bill for the.vehicle.
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BILLING AND PAYMENTS

NOTE: If vehicles have been added with the
approval of the Contract Compliance
Office but no Change Orders have been
received, contact the Contract
Compliance Office. Adjustments can be
made on subsequent billings once the
Change Order is received., The Financial
Office should be contacted concerning the
foremat of the billing or other pertinent
information.

1.8 The Financial Office should be contacted prior to billing for any
items other than contract vehicles or the addition or deletion of
vehicles., This will ensure that payments have been authorized and
that the billing format is correct.

. 1.9 Any adjustments made by the Financial Office for: liquidated
.damages, for 10% net retainage, 2% discount for prompt payment
etc. will be entered on the summary billing (Page 1 of bill), A
copy of Page 1 will be returned to the vendor, along with an
explanation of any adjustments made and the appropriate payment
information, i.e. tickler number, date vouchered, expected date of
payment, etc. '

2. Specific Billing Instructions

NOTE: Examples of both Handicapped and
Non-Handicapped and Open Enroliment
billing are attached as visual aids.
However, refer to the instructions below
when preparing your billing so as to
ensure that 1t is correct and error-free,.

2.1 Page 1 - Summary Bage
Enter the following information:
2.1.1 Page number - in upper right hand ccrner

2.1.2 Date of invoice - must be subsequent to date(s) of
servige

. 2.1.3 Vendor's invoice no. - your invoice no.
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2.1.4 Board of Education order number - enter the number
of the purchase order issued for this bid serial
number

2.1.5 Date of order - enter date from bottom of purchase
order

2.1.6 Contract series no. - enter bid serial numer of
item

2.1.7 Contract no. - enter contract I.D. number
2.1.8 Vendor's name and address

2.1.9 Item no. - enter the item number for each line of
billing

. 2.1.10  Description

2.1.10.1 Enter the word "Summary" and the type
of contract i.e. Handicapped or Non-
Handicapped and Open Enrollment.

2.1.10.2 For each line of billing enter the
appropriate description i.e. Contract
Vehicles, Additional Vehicles or
Deleted Vehicles, extended service
and additional use from the detail
- pages.

2.1.11  Total cost of item - for each line of billing,
enter the dollar amount from the detail page.
Thent total the Tines and enter this total below.

NOTE:: Please leave several lines blank
under the total for the use of the
Financial Office.

2.1.12  Code
2.1.12.1 For handicapped contracts enter
“0-1006-779".
| . 2.1.12.2 For normal and open enrollment
contracts leave blank.
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2.2 Page 2 - Contract Vehicles Detail Page
~Enter the following information:
2.2.1 Follow Steps 2.1.1 - 2.1.9, above
2.2.2  Description
2.2.2.1 ‘Enter the words "Contract Vehié]es“ and
the type of contract, i.e. Handicapped

or Non-Handicapped and Open
EnrolTment.

2.2.2.2 Enter "Service performed for the
month of * and the number of
days of service.

‘ 2.2.2.3 On the next line, enter the number of
vehicles under contract.

2.2.2.4 Multiply by the weighted average
daily rate per vehicie (as awarded).

2.2.2.5 Multiply by the number of days of
service.

2.2.2.6 Total cost of item - enter the total
cost of contract vehicles as
calculated above.

2.2.2.7 Code - same as for Page 1, Step
2.1.12. ;

2.3 Page 3 - Additional or Deleted Vehicles Detail Page

NOTE: Page 3 need only be prepared when
' vehicies have been added to or deleted
from the number awarded under the
contract. Billing should not be done
unless official change orders have
been received from the Procurement
Office.
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Enter the following information:
2.3.1 Follow steps 2.1.1 - 2.1.9 above.
2.3.2 Description:

2.3.2.1 Enter the word “Additional or "Deleted
Vehicles" and the type of contract i.e.
Handicapped or Non-Handicapped and Open
Enroliment ~

2.3.2.2 Group the vehicles by date of addition
or deletion e.g. if three vehicles were
added during September, one on the 17th
and two on the 24th, they are shown as
two groups ‘

. - 2.3.2.3 For each group of vehicles, enter the
number and type of vehicle, the number
of days of service in the month and the
specific dates of service

2.3.2.4 Below each group of vehicles enter the
number of vehicles

2.3.2.5 Multiply by the rate shown on the change
order(s) for the vehicle(s)

2.3.2.6 Multiply by the number of days of
service

2.3.3 Total cost of item - for each group enter the dollar amount
as calculated @bove. Then total all the groups and. enter
this total below '

2.3.4 CLode - same as Page 1, Step.2.1.12
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2.4 Page 4 Extended Service and Additional Use

NOTE : Page 4 need only be prepared if the number of
vehicles used for extended service (either for
regularly scheduled extended service, or for field
trips) exceeds the contract percentage for
extended service vehicles -- 40% for standard
buses for non-handicapped service, 25% for
standard buses serving handicapped children and
10% for mini-vans, 1ift gate buses, and ramp
wagons; or if additional use has been required.
See Section 2, Operational Procedures for
definitions.

Enter the following information.
2.4.1 Follow Steps 2.1.1 - 2.1.9 above.
2.4.2 Description

2.4.1.1 Make separate entries for regularly scheduled
extended service, field trips, and additional
use.

2.4.1.2 Under the field trips entry, list the dates
of all field trips

2.4.1.3. Make entries only for the number of vehicles
used, on a daily basis, above and beyond
contract percentage of extended service
vehicles.

Exampie:

Contraétor A has 7 contract mini-vans. His
percentage number of contract vehicles is
.7. He has one vehicle which has a regular
midday run, and did 10 field trips this
month. Under regularly scheduled extended
service he will bill for .3 vehicles, and
under field trips he will bill for 10 trips.
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BILLING AND PAYMENTS

2.4.3

2.4.4

Contractor B has 5 contract mini-vans. His
percentage number of contract vehicles is .5. He
has no vehicles assigned to regular extended
service runs. He did only 9 field trips during
the month. This is less than the contract amount,
or less than half a field trip each day. He
cannot bill for extended service.

2.4.1.4 For regularly scheduled extended service vehicles,
multiply the number of vehicles, times the number
of school days, times the difference between the
regular service rate and the extended service
rate. :

2.4.1.5 For field trips, multiply the number of trips
times the difference between the extended service
rate and the regular service rate. ‘

2.4.1.6 For each day of additional use, multiply the
number of  hours of additional use times 10 percent
of the extended service rate, for each vehicle.
Remember, additional use of vehicles are alsg
billed as extended service vehicles.

Total Cost
tnter the dollar amounts for extended service, field trips
and additional use, as calculated above, then total all

groups and enter this total below.

Code - same as for Page 1, step 2.1.12
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3. Submit the original copies of all bills to:

Bureau of Pupil Transportation
Finance Office

3rd Floor

28-11 Queens Plaza North

Long Island City, QUEENS, NY 11101

4. Discounts for Prompt Payment

A two percent discount for prompt payment is taken if our payment is
made within thirty days of the date on which the correct bill was
submitted to BPT. The payment date is the date of the Comptroller's
payment check. ‘ :
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0. D. 14 Official Invoice Form - sample of summary page

BOARD OF EDUCATION OF THE CITY OF NEW YORK
QFFICE OF MUPIL THANGPORTATION

- QFFICIAL INVOICE

FOR GODDS AND EERVICES
YENDOR COMPLETE SECTION BELOW
DATE OF VENDOR'S | BOARD OF #BUCATION CATEGF  [SCHOOL REGN.| CONTRACT | CONTRACT | 140 no
INVOICE. INVOISE NO. ORDER NUMBER ORDER NUMBER SERIES NO, NO, " o
f%/f?f 2 F ‘ . ooe & aafaf 2b
- PAY TO: )('7"2_ e.ﬁ./ A
VENDGOR'S NAME *
AND ADDRESSE:, /;7 8‘ ;’OZ&‘S S. ?_:
BRLys., Al sr236
. - SHIPPED TO:
© SCHOOL/OFFICE: . ADDHRESS:
Soe | e DESCRIPTION . weasune| Lers | mee | - TBRLERT
BOHWIB| SorpRY Slnin e APED
£
HoarTH OF. HatH 1 FPrr
1 . i 2 .
Conpcy VEHCLES | JFI70. g
A2 TioNg . VEHICLES ‘ 9 F0.00
EXTENDED SeRyses ‘ | £/ E.00
A Tiond(. (Js&E 7 o/ 4. 00
R , td
Fostd T2 fs / 0¥9 oo
Il
o T4l , 7.2 654 o0
;
YEAR | COBE PEooe | Som: | ThgwEct | omec
1t is ourtifient that ther & by bkibadt have by ived, il sonct Foumch £ by 0OrTOOT, S %0 Guentity sed olelity,
Tt

. . Dater rovsivesl gonas: D
‘ HE/CPT 9602 (11/78)
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SCHOOL BUS CONTRACTOR'S MANUAL ISSUED: 6/1/82
OF PROCEDURES AND REQUIREMENTS

BILLING AND PAYMENTS

0. D. 14 Official Invoice Form - sample of contract vehicles page

BOARD OF EDUCATION OF THE CITY OF NEW YORK
OFFICE OF PUPIL TRANSPOATATION

. QFEICIAL INVOICE

_ FOR GOUDS AND SERVIGES
VENDOR COMPLETE SECTION BELOW
DATE OF VENDOR'S | BOARD OF EDUCATION | - DATEOF  |SCHOGL REGN. CONTRAGT | CONTRAST TAB, NO
INVOICE INVGICE NO, ORBER NUMBER OADER NUMBER | SERIESNO. |  NO. B, NO.
s/ilfe- '
PAY TO: Xy= Qe., sue.
VENDOR'S NAME — .
AND ACDRESS; IRT T Farsd g
Bl<tys, My  fr236
SHIPFED TO:
SCHOOL/OFEICE: : ADBRESS:
LINE TEM UNITOF | ToraL | uwmit
NO, NO. DESCRIPTION . . |MEAsuRe] units | emice Tog: .‘v‘éﬁ’.“
BRI ConiTRbT priattbccen M1 eA R
PlonTH OF prippop’ /rL—
/e lé%%jég,r,?fz oo XJ_B)MS ) . 5?5,76.0::
28 IAL 5 <, by

£y, " EuND BUDGET DIST, PROJECT OBJECT
YEAR CODE CODE cODE CODE CODE

unemmuu-mm-mmmmmmnmaum,ummmml

Shpe Thie:

Orate reosived yooély: _ [>15%9

. BEAOPT 9802 (11779)
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BILLING AND PAYMENTS

0. D. 14 Official Invoice Form - sample of additional vehicles page

BOARD OF EDUCATION OF THE CITY OF NEW YORK
OFFICE OF MGPIL TRANSPORTATION

OFFICIAL INVOICE

FOR GOODE AND BERVICES
VENDOR COMPLETE SECTION BELOW
DATE QF VENDDR'S. BOARD OF ERUCATION RATE OF SCHOOL REGN.| CONTRACT | CONTRACT TAB. NO
INVOICE INVOICE ND, ORDER NUMBER CGROER NUMBER SERIES NO. NO, " "
J7i/Ee 2F
PAY TO: Xy2. Ra., s/,
VENDOR'S NAME
AND ADDRESS: D F BeIF O
BRLya., NS 02306
SHIPPED TO: . :
SCHOOL/OFFICE: ADDRESS:
LINE ITEM NIT OF | TOTAL UNI
NO. _NO. DESCRIPTION - n:‘na'was URITS PRIBE‘ Tog: h‘é?nﬂ
Il 42D Frond . VEMelES o1 Qo APED
LPowH o F Shke b, /3
{ve# X Refo.0o X 23 3405 LEALITS
wh
LU X240 00 X s F a5 #3 20,00
ToTat g f //0 1)
F.¥. FUND BUDGET g, PROJECT ORJECT N
YEAR CORE CODE CODE | CODR COCE

1% e cartifac that the itants a8 shove Bllked hvws e raveived, Etmecired and fownd to be carieot, st quasstiey wd sunlity.,

Signatures

Thie:

Dt POl

Cats

BE/OFT 9602 {11/76)
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X1
NO: .
PAGE: 12

ISSuED; 6/1/82

0. D. 14 Official Invoice Form - sample of field trips detail page

BOARD OF EDUCATION OF THE CITY OF NEW YORK
QFFICE OF PUPIL TRANGFORTATION

QFFICIAL INVOICE

FOR GOODS ANG BERVICES
VENROR COMPLETE SECTION BELOW
DATE OF VENDOH'S | BOARD OF EDUCATION BATEOP  lSCHOOL REQN{ CONTRACT | CONTRAGT | vam. o,
INVOICE IRVOICE NO, ORDEN NUMBER OROER NUMBER | SERIES NO. NO, - NO.
v e 28 e e BueiAas
PAY TO: Xy oz Co., A
VENDOR'S NAME .
AND ADDRIESS: Rz & JFoirt &7
. o .
£
, B rial® AJ—Z/. 7236
. SHIPPED TO:
. SCHOOL/OFFICE: ADURESS:
‘LINE ITEM UNIT OF TOTAL UNET "TOTAL C
ap, NO. DESCRIFTION MEASURE! uniTS | rRIcE oF .m%‘“"
- wé’_ngé. GECD R s PEUSAMED ous ploy Vi
0 & MdRcpt s9Fr o
LI T -
J“dfé"/. X(',Zémﬁ,__.:do--a) x rl/"f.f Loc.oo
£ N
3 Y&t ¥ 25. 00 X I ppels 3o, oo
>
vt X, an =2 %0\ o
H e X Ao, 2 Z 2t Yo .00
T TAL. /0. 05
FY, FUND BUDGET DIFT, racJECT | omiect
YEAR CODE CODE COOE CO0E CODk

m.mumhmummlmm'mW’mfmmumm.ummﬁwwqmﬁw.

Tithe:

Crete

Dww oo
. BE/ONT 9802 {1119)
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BILLING AND PAYMENTS

0. D, 14 Official Invoice Form - sample of extended service detail page

BOARD OF EDUCATION OF THE CITY OF NEW YORK
OFFIGE OF PUPIL TRANSPORTATION

OFFICIAL INVOICE

. FOR GDODS ANG BERVICES
VENDOR COMPLETE SECTION BELOW
DATE O WOLDORG | BOARDOF EDUCATION | . DATEOQF [SCHOOL EGN| CONTRAGT | SONTHACT a8, NG
INVOICE INVOICE NO, ORODER RUMBER ORDEA NUMBER | SERIES NO, NG, - NG,
J‘"/r/d"?w’ z§ ‘ CENC NS YRS
fAY TO: Xy o, ,alc.
mm | ;
‘ P72 EL ot &
. !
.?KL)'A/ * s AL 236

. SHIPPED TO:

SCHOQL/OFFICE: ! } ADORESS:
‘LINE FFEM N
o NO, DESCRIPTION . MEasonE| Units | mal | ToTALcost
BOutedt\ Exines Sdevios ons A DI Ca PP p
VER e £ 2N
#.zo.u;. \ .
JVE%)@A.“-J@&.:) X 3 hAS 770, on
H30.00 ! ' , .
L G X (2t maglaroa X /2 Rboioa
ToIAL, ALY
lf
FY, FUND BUDGET | migT, PROUEGT OBJECT
YEAR CODE CODE COhE CGODE CODE

ubmmmm-mmmu-mwn-mmu.mmumm-dquﬂw.

Tice:

Dt roceivast g Ditm approved:
. BE/OPY 8802 (1178)
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BILLING AND PAYMENTS

0. D. 14 Official Invoice Form - sample of additional use detail page

BOARD OF EDUCATION OF THE CITY OF NEW YORK
QFFICE OF PUPH. TRANSPORTATION

OFFICIAL INVOICE

FOR GOODA ANG SEAVICES

VENDOR COMPLETE SECTION BELOW
DATE OF VENDOH'S BOARD OF EDUCATION DATE OF SCHOOL REGN.| CONTRACT | CONTRACT

INVOIGE INVDICE ND. GROER NUMBER CGRDER NUMUEN | SERIES NO, NO, TASB. HO.
f/f/f“" -5 ' ool 5::070/2..
FAYTO: ?'“z— Co., smc-

VENDOR'S NAME

AND AGDRESS: /;7 &. 3 o727 S’/ :
3/(4741 AT 236
. SHIPPED TO:

SCHOULIGFKICE: ) ADDRESS:

o | e - oEscRPTION . MEAsURE| UniTs | eice | T ofriom
By | AoniTionpt JSE  on Alped, cAGAED
Ve (=8
HonTH _oF /aﬂe/»‘,/ FF 2
A ‘ o ' '
W‘%X-Io/ o arTzAﬁEﬂaﬁ#f X 23 2 Jif a0
Wt X 2600 X Y5 #8, X23 Spys 275 00
[veh X226.50 X ,Vq HRX 18 o4 (/700
ToTAL 1 roshen
3 -
vern | GobR | SBSET | S | rRgEcT | o

Gt is cartfod thar the s ss siove bies huse bmen raaeived, sxcasninad st fowor t0.bn SOrTaat, as 19 aumtity s quskty.

> - | Thiet

Date [ Date

. BE/GPT 0832 (117790
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SCHOOL BUS CONTRACTOR'S MANUAL ISSUED: 6/1/82
OF PROCEDURES AND REQUIREMENTS

SCHOOL BUS SAFETY DRILLS

Section 3623 of the State Education Law and Section 156.3(h) of the
Regulations of the Commissioner of Education reguire that school districts
conduct three School Bus Safety Drills each year. The schools provide the
instruction for these drills, but the Bureau of Pupil Transportation must
supply buses. '

1. Contractors' Responsiblities:

1.1. Contact every school to which you transport students and arrange
a schedule with the principal for conducting these drills.

1.2 Each vehicle should he able to accomodate a class of 35 students
every half hour between 9:30 and 11:30 on safety drill dates.

1.3 Drivers distributé Certifications of School Bus Safety Drills to
each principal.

. 1.3.1 A sample certificate follows this section.

1.3.2 Certificates will be distributed to each bus contractor
at start of the school year.

1.3.3 Additional certificates may be obtained from the Contract
Compliance Office.

2. Payment for vehicles used

If more than the contract percentage of extended service vehicles for
the type of vehicles supplied are used for school bus safety drills,
payment for the additional vehicles used will be at the extended
service rate, -

3. Safety dri]]s‘mandatory

These drills are to be considered field trips and are subject to
liquidated damages as per Section XXI. A. 2. of the contract.

4. Guidelines

The guidelines for conducting school bus safety drills are inciuded at
the end of this section.
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SCHOOL BUS SAFETY DRILLS

Instructions for school bus safety drill (Regulation of the Chancellor No.
A-806.

This instruction sheet is to assist teachers in conducting school bus
safety drills. Buses will be assigned to each school in order to
facilitate conducting the drill. Every child in the school is required to
participate in the drill whether or not he/she regularly receives school
bus transportation. Each class should be allotted thirty minutes to
practice on the bus. The instruction provided during this drill can
prepare all school children to act quickly and safely in an emergency.

Guidelines for conducting school bus safety drill.

1. Explain the concept of an emergency: a dangerous situation requiring
immediate action. :

2 Review situations that would create an emergency: fire, threat of
explosion, accidents, bus in an unsafe position. :

3. The teacher shows the children how to evacuate the bus safely.

3.1 The teacher demonstrates opening the rear emergency door (by
1ifting the handle and pushing out), the operation of the
emergency windows and the location of the overhead escape hatch.
The teacher instructs the children to remember the location of the
signs saying, "Emergency Escape Window" and "Emergency Door".

3.2 The operation of fire extinguishers and the use of first aid
equipment is simulated as part of the drill instruction.

4., The instruction emphasizes spécific hazards encountered by children
during snow, ice and other inclement weather: slippery road conditions,
poor visibility,

5. Emphasize the following'safety rules:

Boarding the Bus

5.1 Wait for the bus on the sidewalk. Do not step into the street.

5.2 Board the bus directly without pushing or shoving.
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SCHOOL BUS SAFETY DRILLS
5.3 Use the handrail if provided.

Orderly Conduct on the Bus

5.4 Remain orderly throughout the ride.
5.5 Talk quitely to your friends on the bus; do not shout'or scream.
5.6 Keep hands, arms, legs, and heads inside the‘bus.
5.7 No objects are to be thrown on the bus or from the windows.
5.8 Behave considerately toward the other children.
5.9 No fighting or wrestling on the bus.
. 5.10 Keep the books and other objects out of the aisle.

5.11 Do not play with door handles or windows.

Exiting the Bus
5.12 Walk directly to the sidewalk when you get off the bus.

5.13 If you must cross the street when you get off the bus, cross only
at the corner after making eye contact with the driver. Cross at
least ten feet in front of the bus. Be careful of oncoming
traffic. -Go directly to the opposite sidewalk. ‘
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Certification of School Bus Safety Drills Form

‘Keep one copy of this form in schoo] fﬂés. Return one copy to:
Bureau of Pupil Transportation
28-11 Queens Plaza North
Long Island City, New York, 11101

ATTENTION: Contract Compliancé

Drills mest be held during these periods; .

st Dri11 - Within first five days of school
2nd Oril} - Between 11/l and 12/31
Ird ritl - Between 3/1 and 4/30

: I CERTIFICATION OF SCHOOL BUS SAFETY BRILLS

I hereby certify that a schogl bus safety drill, as required by Section
156.3(h) of the Regulations, of the Commigsioner of Education, was
conducted at: )

SCRGAL ADDRESS BATE

[Z1  only those students that are transported to school
participated in the dritj.

[ A1) students participated in the dritl,

[ Students that are not transported were given classroom
instruction, )

UATE PRINCTPRL OF SCHOOL

Buses used for drill: Give Company & Number
#

3

L
¥
#
£

e g oo G

COMMENTS :
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ROUTING PROCEDURES FOR HANDICAPPED CHILDREN

Routing of handicapped children is done by the Bureau of Pupil
Transportation. Requests for transportation are sent to the Bureau, where
information on each pupil is entered into our computer, The information on
the student's needs is then forward to an inspector who finds an appropiate
route for the student. Contractors should be aware of the following:

1. Routing

1.1 A student is routed by an inspector asssigned to the borough in
which the students school is located.

1.2 Except at the beginning of the school year when new runs are
assigned to all vehicles, contractors are informed that a student
is added or deleted from a run by means of a copy of an
Application for Transportation of Handicapped Pupils by contract
carrier (form BPT-77). These forms give the pupil's address,
school, handicapping condition and the ambulatory status, i.e.,
whether the student is in a wheelchair, needs a hydraulic Tift or
can use the steps of the vehicle.

- 1.3 The date on which service is to begin is given on BPT-77 fornm.

1.4, Parents are informed by letter of the contractor's name and
telephone number, run number, type of vehicle and first day of
service, .This information is provided when a pupit is newly
routed, or there is a change in the pupil's run.

1.5 If a run, or group of runs are completely revised, the company
will be provided with new listings.

1.6 The cdntractor may request a revised, printed run listing from the
inspector when needed.

1.7 If time is short, inspectors may request by telephone that a
student be added to a run. A written confirmation of the
assignment of the student to that run will follow.

‘ \ _
1.8 Since'letters informing parents of the transportation arranged for
their children go astray from time to time, the contractor is
asked to call the parent and the schocl before picking up the
student for the first time, to confirm the transportation

arrangements. :
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ROUTING PROCEDURES FOR HANDICAPPED CHILDREN

If a newly added student is not ready at the address provided on the
first day on which transportation is scheduled, check with the school.
If the pupil cannot be found by the third day of service, call the BPT
inspector.

2. Adjustments
2.1 No routing changes are to be made by the contractor,

2.2 If there is a problem with a run, such as overcrowding or
inadequate time between schools, discuss the problem with an
inspector immediately. The contractor should feel free to
recommend changes which will improve his runs.

2.3 The driver or bus company may not unilaterally refuse to serve a
‘ child because of a routing problem. All pupils assigned to a
contractor must be taken to and from school. BPT will attempt to
resolve al] problems as quickly as possible. :

3. Schedule changes

Schools may wish to make adjustment in their schedules of arrivals and
dismissals from time to time. The school must make such changes
through the Bureau of Pupil Transportation. Contractors are to make no
changes 1in arrival or dismissal scheduTes without specific instructions
from BPT.

4, Student's change of address

Contractors are not auphorized to make any change in the address at
which a pupil is to belpicked-up. Parents who plan to move must inform
the school, which must send a change-of-address to BPT. Bureau of
Pupil Transportation will arrange to pick up the student from his new
home.



City School District of the City of New York
Bureau of Pupil Transportation

SCHOOL BUS CONTRACTOR®'S MANUAL
OF PROCEDURES AND REQUIREMENTS
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BPT 77 Application for Transportation of Handicapped Pupil Form

NO:
PAGE:

ISSUED

X111

3
:6/1/82

APPL!CAT!ON FOR TRANSPORTATION OF HANDECAPPED PUPIL BY CONTRACT CARR!ER

{Print below name or number and full address of school pupnl will attend,)

SCHOOL NAME AND NUMBER

PREPARED BY

SCHOOL ADOHESS AND 2P CODE BRTE
NEW DELETE CHANGE CHANGE PREVIOUS SCHOOL NAME AND NUMBER OTHER
DMIT SERVICE ADDRESS SCHODL CHANGES
= o oo e —————————
HILD'S :
tENTi FICATION SCHOOL HANDICAR
NUMBE R CODE CODE
DIST, SCHOOL LOC.
PUPIL BIRTH
NAME DATE
FIAST NAME M LAST NAME MONTH DAy YEAR SEX
PARENTS
NAME IF
DIFFERENT FIRST N.AME LAST NAME EMERGENCY/BUS. PHONE
HOME zZip
ADDRESS ‘ CODE
HOUSE NUMBER STREET NAME OR NUMBER"
HOME 1Ses Birsctions TARENT'S START STOP AMBULATORY
BORO for Boro Codes) PHONE #£ TIME TIME STATUS CODE
MORNING MORNING PICK-UP ] SERVICE
ROUTE R VENDOR SEQUENCE STARTS
AFTERNOON AFTERNOON DROP-OFF !
ROUTE#= VENDOR SEQUENCE FORM BPT 778 20M 5/81

BPT COPY
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ROUTING PROCEDURES FOR HANDICAPPED CHILDREN

Letter to Parents - front

2811 Queens Plaza North
Long Ialend Chty, N. Y, 1110}

New York City
Publle Schools

Framk {. Mocehiaroks
Chenesller of Schools

Buteu of Pupt! Tromaporiation

Diear Parents:

The Bureau of Pupil Transportation has
arranged bus service for vour child.
Pleass hava your child in front of
your home at 7:15 a.m. on the first.
day of service. Ask the driver for
the regular pick up time for the rast
of the yesr. Save this letter! It
containe information concerning bus
company, route number and
identification number on the reverse
side. L

If you have any questions, call the bus
conpany £irst. Call the Bureau of Pupil

Transportation, only 1if further
information is required.

Plesse complate the enclosed card and
give it to the bus driver on the first

day of service. It will provide valuable

information in casa of an emergency,

Sincerely,

;)?q/tb“‘»/*' y
icholas £, Borg

Director

Estimados Padres:

La Oficina da Transportacién a
programado transportacién para su
niffo/niBa. " Por favor tenga su
nifio/uifia alfrenta de lu casa & las
7115 deme el primer dfa del
servicio. FPregunteld al chofer a
qué hora llegard el wutobds durante
el alib. Guarde esta cartal

b2 informecién de la compahia
ntizerc de la rute el nﬁiu de
identificacidn utfn al otro lado de
SALA  CHITH. .

81 tiene algunas preguntss llace a
li compaiifa primero. Llsme a 1a
Cficine da Tranaportacidn si
necesita nis ssistencia,

Por favor complete el sobre que
contiene la carta v desalo al

chofer el primer dfa de servicio
pars poder atender a sv ni¥o/uifa an
cano de emergencia.

Sinceranente,
Nicholas E. Borg
Director

PLEASE TURN PAGE
* (AL OTED LADO)



City School District of the City of New York No: XIII
Bureau of Pupil Transportation PAGE: 5

SCHOOL BUS CONTRACTOR'S MANUAL ISSUED: 6/1/82
OF PROCEDURES AND REQUIREMENTS :

ROUTING PROCEDURES FOR HANDICAPPED CHILDREN

Letter to Parents - back

Family Nasa: CARGILL Kombre de 1a Familia: CARGILL

Student's Kame: ANTHORY Rombre da Estudiante: ANTHONY

Address: 1000 GRAND CONCOURSE Dirasccion: 1000 GRANO CONCOURSE
BRUNX NEW YORK 10451 GRONX NEW YORK 10451

Identification #1 AOA4300 Identificacion #: ACA43BO

[You must use this oumber [Usted necesita este numsrc para el

for quick earvice when calling servicio mas rapido, cusndo llame

sbout transportation]. sobre 1 transportacionl.

First day of service: S/03s82 Primer dia de servicio: 5/703/82

School: 10024-pg 24 Encuelas )C024-PS 24

School hours: 8.40 TO 3.00 Horario de clames: S.40 HASTA 3.00

Type of bus: MINI-WAGON Tipo de busy  MINI~WAGON

Morning Bus Compamy: <COLUMBIA TRANS. Companis por 1s ganana:  COLUMBEA TRANS.

Route #1 X509 Ruta: 509
Telaphone #: 2125436548 : # de telefono: 2125436548
Afternoon Bus COIPIE!R COLUMBIA TRANSe Compania por la tarde: COLUMBIA TRANS.
Routs #:  XS09 Ruta: xs09 -
Telephona #: 2 2-B4 35548 ¢ ds telafono: 212~-543-6548
Bursau of Pupil Transportation Ix Oficima de Transportacion
Telaphons #: # de telefonos
Z12-392-80%55 212-392-885%

PARENTS OF ANTHONY CARGILL

1000 GRAND CONCOURSE

BRONX +NEW YORK 10451
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ROUTING PROCEDURES FOR NON-HANDICAPPED CHILDREN

Routing of buses for non-handicapped students is the joint responsibility
of the Bureau of Pupil Transporttion and the contractor.

1. Routes

The Bureau of Pupil Transportation sets up routes. Each route is a
series of stops at which students attending a particular school are to
be picked-up. Contractors are to make pick-ups and drop-offs only at
these authorized bus stops. . '

No students are to receive door-to-door transportation

No stops are to be added or changed without authorization from
the Bureau of Pupil Transportation. Schools must request all
changes from BPT, not from the contractor.

. There are two types of routes:

1.2 Regular routes may not extend more than 5 miles from the
school. Stops on these routes are approximately four
blocks apart. '

1.3 Open enroliment routes may be of any length, and serve
students who are given the choice of going to a school
other than their regularly zoned school for the purpose of
improving racial balance in the receiving school. Open
enroliment routes usually pick up students at or near
sending schools and take them to the receiving schools
without intermediate stops.

Route Tistings are provided by the Bureau of Pupil Transportation to
the contractors. These route 1istings give the address, grades, and
session times for each school, the locations of the stops and the
number of students to be picked-up at each stop. Numbers of
kindergarten students are given separately if they attend half-day
sessions. \
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ROUTING PROCEDURES FOR NON-HANDICAPPED CHILDREN

The route 1istings also show under the heading "vendor
route numbers", the BPT run number for the bus serving the
school each time the stop is served.

2. Runs

The contractor need not follow the routes provided by BPT in setting up
the actual bus runs which will pick-up the students and deliver them to
school. Not all stops on the same route are necessarily serviced by
the same bus. The stops may be served in any order which is convenient
and efficient. Students need not be segregated by school on each bus.
Contractors are required to set up schedules of bus runs which will
serve all the stops and meet all session times, using as few vehicles
as possible,

“ Contractors must report 'to BPT which buses serve which stops at which
times and inform BPT immediately when any changes are made in which
- buses serve which stops, so that our files can be updated.

3. Session times.

Bus companies are to provide service for arrivals and dismissals at the
times specified by the Bureau of Pupil Transportation. Any adjustment
in these schedules must be requested by the school from BPT which will
inform the bus company if the adjustment has been authorized.
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Sample of Reqular Route

NDISI=STH 2L~ HS Jus 14 BURO=  QUEFMS SESSIUNSs 1~ B. 3% T 2.55

L]

' .

N FET=78"77%TH GRIVE TT35% AS TF LY& LT _i.
7] ‘ . . g
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SCHOOL BUS CONTRACTOR'S MANUAL 1SSUED: 6/1/82
OF PROCEDURES AND REQUIREMENTS

ROUTING PROCEDURES FOR NON-HANDICAPPED CHILDREN

Sample of Open Enrollment Route
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City School District of the City of New York NO: "4
Bureau of Pupil Transportation PAGE :
SCHOOL BUS CONTRACTOR'S MANUAL 1ssugp; &/1/82

OF PROCEDURES AND REQUIREMENTS

ACCIDENTS AND EMERGENCIES

1.

Accidents

A11 accidents involving pupils on the vehicle, or in boarding or
leaving the vehicle, and all vehicular accidents shall be handled as
follows:

1.1 As long as there are pupils on the bus, the escort shall remain on
the bus to insure the safety of the passengers.

1.2 when the severity of the accident warrants, the driver will call
911 and request police and ambulance service. :

1.3 The driver must notify the contractor who must immediately notify
by telephone school administrators and the Bureau of Pupil
Transportation Hotline, 392-8855, of the location, extent of the
accident, names of pupils involved with a description of their
injuries, run number, bus number and schools affected.

1.4 The contractor shall assist the school administrators in
contacting parents and providing them with information on their
children, when requested by the school.

1.5 The contractor shall prepare accident reports for.the State
Department of Motor Vehicles, State Department of Education,
State Department of Transportation, Bureau of Pupil Transportation
and their insurance company, within 24 hours, using appropriate
forms. A1l copies of the three part accident report forms are to
be sent to Angela Addamo, Field Trip Office, Bureau of Pupil
Transportation, 28-11 Queens Plaza North, Long Island City, NY
11101. Ms. Addamo will forward copies.to the appropriate state
agencies. Keep a copy of the accident report form for your own
files.

1.6 Report forms may be obtained from the Field Trip Office,
784-4707. o

Medical Emergencies

If a child is injured on the bus on the way to school, or becomes i1l
enough to require medical attention, it is the responsibility of the
contractor to make sure that necessary medical attention is obtained.
Liquidated damages will not be assessed for lateness due to a medical
emergency. '
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OF PROCEDURES AND REQUIREMENTS

ACCIDENTS AND EMERGENCIES

3.

Parent Emergency Telephone Numbers

Each contractor must maintain a current file of the name, address,
handicapping condition, home telephone number, emergency telephone
number, and school of each handicapped child transported, so that
parents can be reached in case of emergency. -

Included in the letter which each parent receives when handicapped bus
service begins, and whenever there is a change in route, is a card on
which the parents are to fill out the name and telephone number of a
person to contact (other than at home) if there is some emergency
concerning the child while on the school bus. Parents should give
these cards to the bus driver on the first day of service. Be sure to
have the driver collect these cards from every parent.

Disasters or Public Emergencies

In the case of a disaster or public emergency the contractor must
notify the Bureau of Pupil Transportation of the location of the
vehicie., The Director may order any vehicle to deviate from its
assigned work to provide emergency service. All drivers should be
instructed to call their dispatchers upon first notice of large scale
or localized emergency with information on their whereabouts or how-
they may be reached. '
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ACCIDENTS AND EMERGENCIES

Accident Report Form
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SCHOOL BUS CONTRACTOR'S MANUAL
OF PROCEDURES AND REQUIREMENTS

ACCIDENTS AND EMERGENCIES

Parent Emergency Telephone Number Card

NO: XV
PAGE: 4

ISSUED: 6/1/82

NAME (NOMBRE):

ADDRESS (DIRECCION):

HOME PHONE ({TELE.}:

EMERGENCY TELE. # (# DE EMERGENCIA}: .

CONTACT PERSON:

{(PERSONA CON COMUNICARSE)

PLEASE GIVE THIS CARD TO BUS DRIVER ON FIRST DAY OF SCHOOL.

(DESELO AL CHOFER EL PRIMER DIA DE LA ESCUELA).
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OF PROCEDURES AND REQUIREMENTS

NET RETAINAGE, PERFORMANCE BONDING AND INSURANCE

1.

Net retainage and performance bonds

1.1

1.2

1.3

1.4

Contractors operating 15 or fewer contract vehicles do not need to
provide a performance bond, nor will any net retainage be held.

Contractors operdting between 16 and 25 contract vehicles may
choose to provide a performance bond for all vehicles operated or
to have BPT hold net retainage for all vehicles.

A contractor operating more than 25 original contract vehicles
under the same bid serial number must provide a performance bond
for all vehicles.

For contractors whose original contract amount is below 26, . and
who subsequently are assigned additional vehicles, performance
bonds are required only for the twenty-sixth vehicle and above
operated under the same bid serial number contract. '

Insurance

The Board of Education must be named as insured in the policies
required by the Contract. Notices of Cancellation are sent by the
insurance companies to the Board of Education. If insurances are not
maintained as required by the Contract, the contractor will be
immediately held in default of contract.
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SCHOOL BUS CONTRACTOR'S MANUAL 1ssuep: 6/1/82
OF PROCEDURES AND REQUIREMENTS

SCHEDULE OF REQUIRED REPORTS AND SUBMISSIONS

1. Weekly, on Wednesdays
1.1 Crew sheets
1.2 Ridership report Master Sheets
2. Monthly |
Billing for vehicles and escorts L
3. As required during year - each addition, chahge, renewal, or incident
3.1 Documentation of driverrand escort requirements

3.2 Changes and additions to information on equipment (.see EQUIPMENT,

‘ P. 4 of contract.)

3.3 Changes in garage.and mailing addresses, and telephone numbers
3.4 Behavior and weapons repﬁrts |
3.5 Accident reports
3.6 Change in non-handicapped bus routing
3.7 Insurance renewal |
4, Yearly

4,1 Before start of school: information on equipment (see above)fin
use, and place of vehicle storage. : '

4.2. October 15: Non-handicapped routing

4.3 Befofe-April 1: Proof of performance bond (if required) for
following year. ‘ : -



