RIDE/STATEWIDE SYSTEM MANAGER’S OFFICE
255Westminster Street
Lower Level Room 006
Providence, RI 02903-3400
Alternate Stop Approval Request
(Instructions for completing the form)

The Alternate Stop Approval Request form is used for requesting a temporary, alternative stop location for school bus transportation under the RIDE/Statewide program.  To the extent possible, approvals will only be granted if space is available on the bus.

Each form should be completed by a school representative.  It must be signed by a school representative to confirm that the parent/guardian has authorized the request being submitted for approval. 

[bookmark: _GoBack]This form should be submitted a minimum of two (2) days prior to the effective date requested.  The completed form should be emailed to RIDE’s System Manager’s office, Attn:  Nicole.Martin@ride.ri.gov. with a cc to swplanningrequest@ride.ri.gov. 

The Office will review the form for accuracy and completeness (incomplete forms will be returned to the school) to determine if the request can be approved and processed for transportation.  The processed form (approved or denied) will be returned to the contact person indicated on the form via email. Please allow 48 hours for requests to be received, reviewed and processed, contractor terminal notified, and the request returned to the school. 

Instructions

Section A:	Enter all information for the student who is regularly assigned to the route and stop requested as an alternative stop. 
Section B: 	Enter all information for each student who is requesting the temporary alternative stop indicated as a current stop in Section A.   Do not list multiple stops in Section A.  Each stop must be on a separate form.  Make sure the box is checked if the student’s requested stop is to a school different than he/she is normally assigned. 
Section C:	Enter the date and signature of the school contact.  If applicable, include the signature of the Special Ed Department Contact or Director. 
Section D:	Enter a description, of the temporary alternative stop change, .i.e., AM only or PM only.
Section E:	Enter the reason for the temporary alternative stop change.
Section F:	The System Manager will check the approved or denied box after reviewing the request; sign and date the form, and return it with all signatures to the school contact listed via email. Requests that do not meet the criteria will be denied by the System Manager and submitted to RIDE for further review.
Section G:	RIDE will review requests that fall outside the normal criteria and make the final determination.
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