To Transportation Supervisors, and Others Responsible for School Transportation:

The model letter that follows is intended as an example of a communication intended for school and/or district administrators to help you explain the role of the transportation department in support of the educational program.  You’ll note that, occasionally, wording options are contained in brackets.  Choose the option applicable for your situation.

The model letter is also designed to help you get necessary information to assist you and your staff in providing safe transportation to students who are ready to learn.

Please read the letter with a critical eye to your own department’s needs, and modify the letter as you deem appropriate.  A supportive document which may help you in addressing the transportation of students with special needs is “Where Does It Say That?” found on the Resources page of our website, www.educationcompliancegroup.com.

I’d love to see your modified versions of this letter, and learn of your success stories resulting from its use!

Peggy
[date]

[school/ district name]

[administrator name]

[address]

[city, state zip]

Dear [administrator]:

It’s hard to imagine that [we’re well into the school year again] [school will be back in session in a matter of weeks].  [As the school year continues] [As the new school year approaches], the Transportation Department is, as always, ready to work with you to support academic achievement in a safe and productive learning environment.

[If there are new staff members or policies, you might introduce them here.]

It is our goal to provide safe and efficient service that meets the needs of your staff in a timely fashion.  Please consider these ideas:

1. We join with you in your commitment to safety, compliance, and students’ adherence to school and district policies and procedures.  Please talk with teachers and families about bus loading zones, student safety, and the importance of students’ following bus rules.  We know that the bus ride is an important component of a student’s day, and that school transportation can set the tone for the rest of the school day.  Our drivers appreciate your support and follow-up regarding bus discipline issues. We would be happy to work with you on for your school newsletter to urge parents to be partners with us in the safe transport of their students.

2. Our policies, training, and communication with parents, as well as applicable federal and state law [Requires appropriate FERPA notification, training for drivers], are aligned to support the provision of student information, of all types, to transportation staff members when that information would impact the school bus ride.  We urge you to make available to the Transportation Department all available information about individual riders that drivers and monitors ought to have to carry out their responsibilities.  This information will help us support our mutual goals of getting students to school safely and ready to learn.  We can assure you that our staff members have been trained regarding the importance of protecting the confidentiality of this information.  They have been instructed to respect the mandate that they use and disclose this information only in the context of providing safe and effective transportation to their riders.

3. We strive to meet your needs for all extracurricular transportation. If your faculty members will work closely with us in a timely fashion to identify dates when school buses will be required and any special needs of the students who will ride them, we can fully support these efforts to enhance the educational experience for our students. 

4. Throughout the summer, we were actively continuing our bus driver and substitute driver recruiting efforts.  [Include interview/hiring stats.]  Our wish is to provide excellent service not only for home-to-school and school-to-home transportation, but also for field and activity trips.  We welcome your [directing our way] [continuing to direct our way] any individual who you believe may make a great bus driver.

5. We'd be delighted to participate, either in person or by telephone, in preparation for any IEP or Section 504 meetings in which pupil transportation may be a topic.  By providing input regarding transportation arrangements for students with disabilities, we can help to support your goals of timeliness, customer service, and safe and appropriate access to school programs for all students.

6. We are actively engaged in on-going training for all school transportation professionals in many components of their work.  And, specifically, we seek to provide practical information to our staff members about the “how-to’s” of working with individual students with disabilities.  We welcome your input about such training, and look forward to working with other professionals in the school district and elsewhere, as necessary, to provide the best information to our staff.


Please feel free to contact me with any questions or concerns you may have with regards to pupil transportation.

Best regards,

[Name]

[Director of Transportation] [Special Needs Routing Coordinator] [Others]  

