
REQUIRED STUDENT TRANSPORTATION REPORT

General Instructions for Data Collection

2007–08
The purpose of the School Bus Route Log (Form SPI 1022A) is to determine the straight-line distance between school bus stops and destinations and the mode of the number of students transported from each stop to their destination.  Straight-line distance is determined with latitude and longitude using a Global Positioning System (GPS) or a Geographic Information System (GIS) reported in decimal degrees (47.04260().  The log requires the total mode for each stop and the total or part mode for the proper destination.  The count is to be completed for five consecutive school days.  

The required School Bus Route Count Sheet (Form SPI 1022D) supporting and validating the total mode on the School Bus Route Log (Form SPI 1022A) must be maintained in the school district for a minimum of six years (refer to your district’s retention schedule).  All School Bus Route Count Sheets must remain in the school district.  Do not send these forms to the regional transportation coordinator or the Office of Superintendent of Public Instruction (OSPI).  The count should be completed in sufficient time to submit the reports to the regional transportation coordinator no later than October 31, 2007.  Administrative personnel shall complete route logs (Form SPI 1022A).  The daily counts of students boarding buses shall be recorded and signed in ink by school bus drivers on Form SPI 1022D.
ROUTE CATEGORIES.  Data will be collected in the following 16 categories:

1. To School—BASIC PROGRAM (Route Type A)—this category is that daily set of routes that exist to transport students from home to school for their basic education, including those students transported for open enrollment, desegregation, to school (exclusively) midday kindergarten, district-operated Head Start, Early Childhood Education Assistance Program (ECEAP), and other early education programs.  Vehicles used on these routes are school buses.  Special education, gifted, bilingual, and homeless students who are transported along with basic program students shall be counted as basic program students. Data will be collected for TO SCHOOL routes only.
2. To School—SPECIAL PROGRAM (Route Type S)—this category must include that daily set of routes that exist to transport students who, due to the nature of their educational programs, require special transportation from home to school.  Special education students are those who have been determined to be eligible for special education services pursuant to Revised Code of Washington (RCW) 28A.155.020 and chapter 392-172 Washington Administrative Code (WAC).  Students determined to have a disability under Section 504 of the Rehabilitation Act of 1973 and requiring specialized transportation shall also be included.  Also included are students who require special transportation to special education, gifted, bilingual, or homeless programs located outside their basic transportation service area or at an alternative program time. This category also includes home to school transportation required by the McKinney-Vento Act for homeless students.  DO NOT include gifted, bilingual, homeless, or special education students who ride basic program routes.

3. COMBINED TRANSPORTATION (Route Type J)—this category is a special transportation route which basic program students are allowed to ride from home to school when all of the following conditions are met:

a. The primary purpose of the route is to provide special transportation services.

b. The transportation for special program students has been provided first and there are seats available for basic program students.

c. The maximum number of basic program students allowed is ten (regardless of bus type).
d. The “J” route follows the corresponding “S” route in the state route number sequence. 

4. MIDDAY T
RANSPORTATION—FOUR OR FIVE DAYS (Route Type K)—this category is that set of routes that exist to transport only basic education kindergarten, district-operated Head Start, Early Childhood Education Assistance Program (ECEAP), and other early education program students during the midday.  Data will be collected for midday take-home routes or routes that take home and pick up at the same time.  Route Type K is for four or five days per week midday transportation.  Midday special education to school routes is to be reported as Route Type S. 
5. MIDDAY TRANSPORTATION—ONE, TWO, OR THREE DAY (Route Type M)—this category is one, two, or three day(s) per week midday transportation.  Submit one M route for each day that transportation is provided.
6. SHUTTLES—BASIC PROGRAM (Route Types B, C, D, E)—this category is that set of routes that exist to transport students between school and learning centers for instruction specifically required by statute.  Also included in this category are those routes that exist to transport students from school to another school or learning center during the regular school day pursuant to an interdistrict agreement provided for under RCW 28A.335.160.  Transportation may be provided on school buses or transit vehicles.   Students riding transit shuttles are counted only if they are provided with passes or tokens separate from those provided for T routes.  Do not include transportation by public transportation if such transportation is free of charge to the school district.  Complete a separate school bus route log for EACH ONE-WAY trip.
Route Type B—Basic Transportation Shuttles (operating four or five days per week).

Route Type C—Basic Transportation Shuttles (operating three days per week).

Route Type D—Basic Transportation Shuttles (operating two days per week).

Route Type E—Basic Transportation Shuttles (operating one day per week).

7. SHUTTLES—SPECIAL PROGRAM (Route Types W, X, Y, Z)—this category is that set of routes that exist to EXCLUSIVELY transport:

a. Special education students between schools and learning centers for instruction contained in the student’s individualized education program (IEP) as required by chapter 392-172 WAC.

b. Gifted or bilingual students.

c. Any combination of the categories in a. or b. above.

Complete a separate school bus route log for EACH ONE-WAY trip. 

Route Type W—Special Transportation Shuttles (operating one day per week).

Route Type X—Special Transportation Shuttles (operating two days per week).

Route Type Y—Special Transportation Shuttles (operating three days per week).

Route Type Z—Special Transportation Shuttles (operating four or five days per week).

8. PRIVATE PARTY CONTRACTS (Route Type P) AND IN LIEU CONTRACTS (Route Type I)—this category addresses those students who are transported home to school by private party (Route Type P) or are paid in lieu (Route Type I) of transportation.  Enter names and destination codes for school buildings as well as latitude and longitude.  List the latitude and longitude for each location.  A contract should be in place prior to the end of count week.

9. TRANSPORTATION BY PUBLIC TRANSIT (Route Type T)—this category addresses those students who are provided transportation to and from school on regularly established public transit routes.  Report only those students who attend school for three days of the five-day count week.  Prepare a school bus route log by destination/building code, listing the school name, building code, and latitude and longitude.  Also list the latitude and longitude for each stop location.  A separate line on the log sheet must be used for each stop.  Do not include transportation by public transit if such service is free of charge to the school district.
ADDITIONAL INSTRUCTIONS FOR ROUTE CATEGORIES
TRANSFERS—students who board one bus at their original home bus stop location and then transfer to another bus en route to their school destination require special attention as follows:

1. WITHIN DISTRICT FLEET:

a. Students that must transfer from one bus to another to reach their final destination shall be counted from their home bus stop to their final destination on the school bus route log of the first bus they board.

b. Students that must transfer from one bus to another to reach their final destination shall not be counted by the second or subsequent bus (students are to be counted only once).  Nontransfer students boarding at the same bus stop as transfer students shall be counted as though the transfer did not exist and the mode for those students entered for the appropriate stop and destination.

2. BETWEEN DISTRICT FLEETS—when students board a bus at their original home bus stop location and transfer to another school district’s bus en route to their school of destination, enter the word “TRANSFER” on one of the destination columns provided for school name and enter the student mode in that column at the appropriate stop number(s).  This transfer point will be treated as the destination as far as the original bus is concerned.  The bus from the receiving district will treat the transfer point as a pick-up stop on its route and assign a stop number as though it were a home pick-up.

NONHIGH SCHOOL DISTRICTS—transportation of students from nonhigh school districts requires special attention depending on which school district is doing the transporting, as follows:

1. HIGH SCHOOL DISTRICT PROVIDES ALL TRANSPORTATION FROM HOME TO SCHOOL AND RETURN.  The nonhigh district DOES NOT report these students.

2. NONHIGH SCHOOL DISTRICT PROVIDES ALL TRANSPORTATION FROM HOME TO SCHOOL AND RETURN.  The nonhigh district completes a column for each school of attendance.  The high school district DOES NOT report these modes.

3. BOTH NONHIGH SCHOOL DISTRICT AND HIGH SCHOOL DISTRICT TRANSPORT PART WAY.  The nonhigh district completes a separate column labeled “H.S. Transfer” and reports the transfer point stop as a destination.  The high school district will treat the transfer point as a stop on that route and assign a stop number to the stop as though it were a home pick-up.

INSTRUCTIONS FOR COMPLETING FORM SPI 1022B

(FORM SPI 1022B) KINDERGARTEN THROUGH FIFTH GRADE (K–5) ENROLLMENT ROUTE LOG.  

The kindergarten through fifth grade (K–5) enrollment route log is used to determine the number of students in Grades Kindergarten through 5 that are eligible for funding.  

1. On line 1, enter the total number of K–5 students who reside within one-radius mile of their school of enrollment during your ridership count week.
2. On line 2, enter the number of special route K–5 students whose bus stop is within one radius mile of their school of enrollment and are reported for transportation funding.  
3. The school district transportation administrator must sign the Form SPI 1022B.

4. School districts should maintain documentation on the process and the calculations used to determine the numbers entered.

INSTRUCTIONS FOR COMPLETING FORM SPI 1022D
(FORM SPI 1022D) SCHOOL BUS ROUTE COUNT SHEET (actual boarded students).

1. Drivers are to enter the route stop pick-up counts by school bus stop number.  The School Bus Route Count Sheet (Form SPI 1022D) is designed to collect counts of students boarding at each stop, completed in ink, for five consecutive school days. Enter the count of students actually boarding at each stop under the appropriate day.  If no students boarded at a particular stop, enter a zero on the school bus route log for that stop on that day.  Repeat this process for each day of the data collection period.  

2. Drivers must complete and sign each original count sheet in ink.  Corrections by the bus driver should be lined out and the correct number added and initialed.
INSTRUCTIONS FOR CALCULATING MODES
ROUTE STOP PICK-UP MODES (actual mode for boarded students).

1. The mode is the most frequently appearing number of students who were picked up at each stop during the five count days reported from the school bus route count sheet.  If there are two pick-up counts that each appear twice, use the larger pick-up count as the total mode for that stop.  If no pick-up counts appear more than once, determine an average from the number of days and round up to the nearest whole number.  Count all days students are picked up to determine the average; DO NOT count or calculate days with zero students.  Enter the total mode for each stop.

2. It is suggested that one person be assigned the task of calculating the modes on the school bus route count sheet (1022D) and transferring them to the “Total Mode” and “Part Mode” columns of the school bus route log (1022A).  It is also suggested that a separate individual check the calculations.  This task should not be assigned to each individual driver.  
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divided by 3 days)

INSTRUCTIONS FOR COMPLETING FORM SPI 1022A
(FORM SPI 1022A) DATA ENTRY INSTRUCTIONS for ALL ROUTES (except district car).  
1. This log is to be used to record the latitude and longitude of each bus stop location and destination and the total mode and part mode(s) for each stop(s).

2. For the School Year field
Verify current year is being reported (e.g., 2007–08).

3. For the Co/Dist No. field
ENTER the five-digit county-district number



(e.g., 01109, 13019).

4. For the Dist. Name field
ENTER the district name.

5. For the Dist. Bus No. field
ENTER the district bus number.

6. For the Dist. Route No. field
ENTER the district route number.

7. For the Route Type field………………
ENTER the appropriate route type as described 

in the Route Categories section.

8.
For the State Bus No. field
ENTER the state bus number (no letters).



For routes not on school buses enter 99999.

9.
For the State Route No. field
ENTER a numerical number only (no letters).



Number the routes consecutively beginning with one.

10.
For the Degrees Latitude column
ENTER the degrees latitude in decimal degrees 



(e.g., 47.04260() for each stop.

11.
For the Degrees Longitude column
ENTER the degrees longitude in decimal degrees



(e.g., 122.12345() for each stop.
12.
For the Total Mode column
ENTER the total mode for each stop (as calculated for the


five consecutive days on each school bus route count 


sheet).

DATA ENTRY INSTRUCTIONS FORM SPI 1022A (continued)
13.
For the Name field
ENTER the name of the destination for the route.

14.
For the Bldg. No. field
ENTER the official four-digit numerical building code for



the destination.  (If unknown, contact your regional


transportation coordinator.)

15.
For the Lat-Lon fields
ENTER the latitude in decimal degrees on the first line and 



the longitude in decimal degrees on the second line

16.
For the Part Mode column
ENTER that portion of the total mode for each destination.

17.
If the route serves more than one school, that is, students on the same route are to be dropped off at different schools, then identify each column by entering the name of each school where those students will be dropped off.  (If more than three destinations, use the 1022A long form.)

a. If the destination is in another school district, enter the school district name as well as the school name and latitude and longitude (e.g., if Seward Elementary is in the Tacoma School District, enter Seward Elem/Tacoma S.D. 47.14385( latitude and 122.86103( longitude.)

b. If the route involves a transfer of students between two buses of one district fleet, see instructions on page 3.

c. If the destination is a site other than a school or learning center, enter the word “Transfer” or “H.S. Transfer,” in the destination cell.

DATA ENTRY INSTRUCTIONS FOR COMBINED TRANSPORTATION ROUTES 
(ROUTE TYPE “J”)
To accurately report a combined transportation route, the following steps must be completed.

1. Contact the regional transportation coordinator to verify that the route will qualify as a combined transportation route under chapter 392-141 WAC.

2. Provide the school bus driver with two School Bus Route Count Sheets (Form SPI 1022D).

3. The school bus driver needs to complete one School Bus Route Count Sheet for the students who qualify for special transportation and identify the route type as an “S.”

4. The school bus driver needs to complete a separate School Bus Route Count sheet for the basic program students and identify the route type as a “J.”  The “J” route should follow the corresponding “S” route in the state route number sequence.

5. Report special/combined transportation routes as two separate state routes with consecutive state route numbers.

6. Transfer the mode data for each special/combined route to two School Bus Route Logs (Form SPI 1022A) for each special/combined transportation route.

7. Enter the same state school bus number on the “J” route log as on the corresponding “S” route.

DATA ENTRY INSTRUCTIONS FOR DISTRICT CAR TRANSPORTATION (FORM SPI 1022C) 

Complete the District Route Log (form SPI 1022C) for each category as follows:
1. For the Co/Dist field
ENTER the five-digit county-district number 


(e.g., 01109, 13019).

2. For the School District field
ENTER the district name.

3. For the State Route No. field
ENTER a numerical number only (no letters).

4. For the Survey Dates field
Enter the dates you conducted your survey.

5. For the Driver’s License Number field
ENTER the driver’s license number.
6. For the Driver’s Name field
ENTER the driver’s full name.

7. For the Make field
ENTER the make of the vehicle.

8. For the Model field
ENTER the model of the vehicle.

9. For the Year field
ENTER the year of the vehicle.

10. For the License No. field
ENTER the entire license plate number.

11. For the Daily Route Miles field
ENTER the total daily route miles


including deadhead miles for the route.

12. For the Days Traveled field
CIRCLE the days of the week the route 


is driven.

13. For the No. of Students Transported field
ENTER the total daily number of students


transported for the route.

14. A District Car Route log may be used for more than one route.

15. Each log sheet for district cars MUST be signed and dated by the superintendent or a designee.

INSTRUCTIONS FOR ANNUAL SCHOOL BUS MILEAGE REPORT (FORM SPI 1021)
1. To/From Miles—include all school bus miles associated with home to school operation and all school bus miles associated with transportation between schools or learning centers for instructional purposes.  Include school bus miles associated with training, fueling, and mechanical repair.  Do not include school bus miles associated with nonschool use in any category.
2. Field Trip Miles—include all school bus miles related to events related to classroom instruction.

3. Extracurricular Miles—include all school bus miles related to events not related to classroom instruction.

4. Total Miles—Total all school bus miles.
5. Estimated To/From Miles for the 2007–08 school year—provide an estimate of total to/from miles for the 2007–08 school year.
SUBMITTING THE REQUIRED STUDENT TRANSPORTATION REPORT FOR 2007–08
The following data must be submitted:

· Forms SPI 1021, 1022B, 1022C, and 1022E completed and signed by the required personnel, and the computer files (Form SPI 1022A or Form SPI 1022A (L)) compatible with OSPI’s system.

· Completion of Form SPI 1022E will fulfill the requirements of WAC 392-141-160 attesting to the completeness and accuracy of the data submitted.

· Submit the complete package to your REGIONAL TRANSPORTATION COORDINATOR.  In accordance with RCW 28A.160.170, the report is due by October 31, 2007.
· Each school district must retain a copy of the complete report as submitted.  Keeping this material readily available will enhance any necessary communications between the district and the personnel processing the data.
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