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	There are differences in the school calendars for each of the special education, private, catholic, charter and career & technical schools serviced by the Office of Statewide Transportation, and ongoing changes are common. Maintaining accurate school calendar data is a critical success factor for the statewide transportation program. The System Manager shall collect, monitor and track calendar information for each of these schools, and shall be responsible for all related adjustments to bus schedules and the timely communication of these changes to the bus operators.

	Procedures

	The school calendar data management process will be a constant requirement throughout the service year. The management of multiple school calendars with interdependent route and bell schedules within the requirements of the established billing process underlies the importance of adherence to the following procedures: 
1. An initial request for calendar information will be sent via email to the designated school contact person at every school concurrent with the opening of the registration process on or about April 1st. This email will be copied to the System Manager and RIDE. 
1. An information submission deadline date will be established no earlier than thirty (30) calendar days following the issuance of the request for calendar information.
1. Follow-up with schools failing to comply with the initial request for information will begin immediately after the deadline date and will follow this sequence until the information is received:
2. Follow-up email to the designated school contact from the System Manager’s office;
2. Telephone call to the designated school contact from the System Manager’s office;
2. Request for assistance from RIDE staff, as required. 
1. The original email request, all follow-up emails, and all replies received will be retained and stored electronically by the System Manager with date and time stamps in a separate, named email folder. Follow-up telephone calls and responses received will be stored electronically in a log. Both are for future reference and tracking purposes.
1. As school calendar data is received, it will be posted to the Private School Calendar or the Special Education Calendar and maintained in the System Manager's Office.  Ensuring the accuracy and completeness of this calendar will be the responsibility of the System Manager.
1. In addition to the Private School Calendar and the Special Education Calendar, a hard copy of all calendar information received will be maintained in a consolidated file by the System Manager and organized alphabetically by school.
1. The final Private School Calendar and Special Education Calendar will be completed by August 1st and submitted to each bus operator in support of route planning and service delivery.
1. Calendars shall be filed in electronic folders by school year, Private or Special Ed, and be available to all TransPar and RIDE staff via the Jdrive  after August 1st:
7. Once the final Private School Calendar and Special Education Calendar have been transmitted to the bus operators, the System Manager will send a follow-up email to each school establishing instructions for submitting alterations, changes, and special requests. The System Manager will be copied.
7. When changes are received, the System Manager will review and analyze for any potential adverse impacts before making a change to the Private School Calendar or the Special Education Calendar.
7. The System Manager will annotate and highlight the changes on the Private School Calendar and the Special Education Calendar and save the calendar as a new version with date stamp. The hard copy records will be similarly annotated and updated.
7. Each revised version of the Private School Calendar and the Special Education Calendar will be submitted to each bus operator, with the date of submission logged and retained for reference purposes.  The current practice emails an updated spreadsheet with calendar revisions, additions, or deletions, not a hard copy of each revised calendar.
Additional Notes:
Calendars that call for service in support of early dismissals after 12:00 PM may not be accommodated by the System Manager. The system has tiered routes, meaning they service multiple schools with different bell times. An early dismissal time after 12:00 PM may not provide sufficient time for service before the regular release time for other schools.
Accurate calendar information serves an important role in ensuring the accuracy of the statewide billing process. It is incumbent on all stakeholders including RIDE, the System Manager, and the schools to work together on ensuring calendar information is accurate, complete, and submitted in a timely manner.



