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	An Alternate Bus Stop Request is defined as a request made to the System Manager by a responsible party requesting that an eligible student be permitted to ride to or from an alternate bus stop on a statewide school bus route.  A responsible party is defined as the designated school representative at the student’s school of attendance, presenting the request on behalf of the student’s parent or legal guardian. Such requests shall be considered by the System Manager in accordance with these established criteria and procedures.

	Procedures

	1. The school, once receiving a request from a parent/guardian, must submit the following information via email to the System Manager’s office. The request must be submitted a minimum of two (2) business days prior to the requested date of alternate service. The information must be received for both the requesting student as well as a current student assigned to the alternate stop.
· The full names of the students 
· Students’ address
· Students’ school of attendance
· Students’ grade
· Parents’ name and contact information
· Assigned bus route and bus stop for both students
· Description of the request
· Reason for the request
· Start and end dates for the requested alternate service
· Contact person at the school submitting the request
2. Approval of the request will be predicated on the request meeting the following criteria:
· The request was made by the school in accordance with these procedures; and
· The alternate bus stop requested is an existing stop on the same bus route to which the requesting student is assigned
OR
· The alternate bus stop is on another bus route serving the same school and town, and does not create overcrowding on this bus route. 
3. The System Manager will review every request received and will provide a written approval for requests meeting the above criteria to the school within two (2) business days of receipt by the System Manager. 
4. Requests that do not comply with the above criteria shall be considered on a case-by-case basis, with a recommendation from the System Manager made to and approved by RIDE.  Examples of instances where a case-by-case review will be required include, but are not limited to:
· The request is for a student not already eligible for service in the statewide system;
· The requested alternate bus stop is on a different bus route serving a different town; or
· The request would require establishing a new bus stop.
· The request was submitted with less than two days’ notice.
5. Once any additional required information is received, the analysis will be completed by the System Manager and submitted to RIDE with a recommendation. RIDE will make the final determination and the school will be notified of the result.
6. The costs of approved alternate stop bus service shall be reallocated for long term changes in assignment. Costs shall not be reallocated for single day or other short term requests, unless otherwise pre-approved by RIDE.
  






