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	[bookmark: _GoBack]Responsibilities and 
Assignments
	System Manager – Overall responsibility for accuracy and completeness.  Oversees development and maintenance processes, when specifically delegated by the General Manager 
Customer Service Coordinator – Responsible for the development and ongoing maintenance of the route reference tables


	Procedures
	For initial posting prior to start of school year and summer session:
· A route reference table is created listing route information to include resident district, weather district, route number, school, etc. for all students assigned to the route.
·  Route reference table is sorted and configured to identify, by school and route number, the resident district and the weather district (district where school is located) for all students transported on that route.
· All routes are listed by school, by route number to be easily identified by families served.
· Route reference table is completed by transportation coordinator.
· Route reference table is checked for accuracy by Operations Manager or System Manager to ensure accuracy.
· Route reference tables are saved as separate AM and PM PDF files.
· An email is sent, with the AM and PM route reference table PDF files attached, to School Construction Finance Specialist requesting posting of updated reference tables to the transportation page of the RIDE website.  Removal of current route reference tables is also requested at this time.
· The website is checked by the System Manager to confirm posting of new route reference tables.

Throughout summer session and school year:
· All route changes are logged.
· Districts and schools affected by route changes are identified on log.
· Changes from log are made to AM and PM route reference tables by transportation coordinator.
· Changes are reviewed by System Manager.
· Route reference tables are saved as separate AM and PM PDF files.
· An email is sent, with the AM and PM route reference table PDF files attached, to School Construction Finance Specialist requesting posting of updated reference tables to the transportation page of the RIDE website.  Removal of current route reference tables is also requested at this time.
 The website is checked by the System Manager to confirm posting of new route reference tables.
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