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	Responsibilities and 
Assignments
	General Manager 
-Responsible for system oversight on active monitor and aide assignments.
Responsible Staff Member 
-The routing staff member that makes the routing assignment of an aide or monitor.
-The staff member taking the call regarding an aide or monitors job performance.

	Procedures
	The Statewide transportation office is responsible for the routing of all Statewide PCCT and Special Ed students on their designated routes. As part of this routing process the need for an aide or monitor is assessed and the appropriate action is taken by the routers to ensure all routes that require an aide or monitor are staffed accordingly. 
Aides are bus staff that are designated to a special needs student to provide the transportation accommodation requirements outlined in the ERIDE request from the sending School district. 
Monitors are bus staff that are designated to PCCT students that are in grades K-5 to clear the dangers zones on the outside of the bus at every bus stop on the route.
In the event a Statewide route requires an aide or monitor the appropriate SW router will ensure that the route sheets contain the appropriate aide/monitor designations. This process will be has handled as follows:
1. Each student file contains an aide/monitor field that is populated by the SW router to contain the following options when the student file is created:
2. Monitor- PCCT student in grades K-5 and requires an monitor
3. Aide- Special Needs Student requires Aide
4. No Aide Required- Special Needs door to door/vehicle requirement only , student is in grades 6-12 and no monitor is required
5. Monitor Variance- PCCT students in grades K-5 are receiving a door to door pickup/drop/off and monitor variance request has been granted and no monitor is required
6. The Header of each bus route sheet provided to the bus vendors will include the direction to have a Monitors and Aide assigned to the route or if a Monitor Variance is in use.
7. Each updated route sheet sent to a bus vendor will contain in the body of the email specific information about the addition/removal of an Aide/Monitor or the use of a monitor variance on that particular route being updated.
The following is the process the bus vendor is responsible to use to identify the need for an aide/monitors on any given bus route on any given day. 
1. Routes received from the statewide routers contain “Notes” at top of page identifying that the route needs 1) monitor/aide 2) variance= no monitor needed using door to door stops or 3)blank = no monitor/aide needed
2. Please note : any given route can have a combination of Spec Ed, McKinney Vento and PCCT students and schools and for this reason in addition to the “Notes” section in the route sheet header, each student has the following data fields included on the route sheet: grade and monitor. 
3. In the monitor/aide field it will be populated with the following information.
· [bookmark: _GoBack]Monitor/aide- route requires a monitor/aide 
· No monitor required- meaning Spec Ed student who does not require monitor
· Variance- grades K-5 students with home door stop
· Blank -meaning student in grade 6-12.  
4. When a route has an early dismissal and only a portion of the route is being completed the bus yard personnel which include managers, dispatchers, drivers and aides need to use these addition student fields to identify whether a monitor is needed or not. 
5. If the students transported during an early dismissal are grade 6-12 or have a variance door to door stop then this early dismissal does not require a monitor and one should not be sent or added to the billing counts
6. If an Early Dismissal is after 12pm and the bus cannot go back to the yard before beginning its pm route then the route is not to be billed as an early dismissal because it is just a longer pm route. Under this circumstance only the monitor would ride the entire time of the extended PM run.
7. If the extended pm route then exceeds the 4 hours in total due to an ED please submit an overage request
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