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	The overall efficiency and effectiveness of the RIDE Statewide Student Transportation System depends in part on maintaining accurate operational data for student ridership and a roster of Contractor staffing and asset information. Bus routes are planned and local school districts are charged for services on the basis of this information. Live counts of students riding each statewide system bus route, and reporting of related Contractor roster information shall be coordinated by the System Manager and completed by the bus operators.

	Procedures

	Bus Attendance Reports:
Student stop by stop attendance reports provide a week long view of student ridership on all statewide bus routes. Attendance reports (Form 020A) shall be completed by the Contractor assigned to the route in accordance with the following: 
· Student attendance shall be recorded at each bus stop on the Attendance Report form provided by the System Manager.
· Attendance will be reported for the bus service each day during the first full week of every month for every bus route operated by the Contractor.  
· The collection week will be adjusted by the System Managers for vacations and holidays as required.
· The Contractor Location Manager will ensure that all drivers understand the process and are given the Attendance Report for their route in advance of the monthly attendance reporting week.
· Contractor drivers will complete the Attendance Report for each student assigned to the route for each day of the entire attendance reporting week, indicating:
· Student in attendance on the bus with an “X” for the day.
· Driver will note any actual stop times that are different than indicated.
· Driver will note any riders not listed on the Attendance Report.
· The driver will submit completed attendance report to the Contractor Location Manager immediately after completing the final route of the data collection week.
· The Contractor Location Manager will review each attendance report for accurate completion and will submit all properly completed reports to the System Manager not later than the Wednesday following the attendance reporting week.
Contractor Bus Attendance Report information:
A completed Bus Attendance Report is completed by each contractor location during the first full week of each month during the service year.  The completed information must be submitted to RIDE by Wednesday of the following week.  Refer to sample Form 020 – Bus Attendance Report.



