Transportation Information to Parents

Parents are notified both in written communication and by the driver, in person or by phone, whenever the regularly scheduled pick up/drop off is changed for any reason.

Parents are mailed a letter from camp before the start of their child’s session.  This letter includes the child’s bus number, driver’s name, and pick up/drop off times, among other information.  

In the event of an accident, breakdown, or any other transportation delay, the driver of that particular vehicle immediately calls the transportation dept.

The routing coordinator then calls each of the parents on the delayed route and explains the situation, providing all necessary information and reassuring parents if necessary.  This is discussed, in part, in the routing coordinators procedure manual.
Pick-up and drop-off times:


Transportation letter and pick up/drop note example 

Meeting Point letter and map example

Communication system for changes and emergencies:


Transportation letter

Meeting Point letter 

Pick-up and drop-off safety procedures:


Handbook pages and letters
Safety rules:


Bus Rules Letter
Dear Parents:PRIVATE 

We would like to welcome you and your child(ren) to Our Camp.  We are in the process of finalizing the routes and are looking forward to a great summer.

Enclosed please find the name of your child's driver, the route number, group and counselor's name, and an approximate time of pick-up and drop-off.  Our drivers will be doing their dry runs this weekend to see all the houses and deliver a letter and green card to you.  Although you may not see us when we drive by, please know that we are working hard to ensure that your first day of camp goes smoothly.

We hope you will find the following information helpful:

1.
Please be patient.  Buses and vans can be delayed for many reasons, and you will be notified if the bus is going to be unduly late.  The routes are different every day so there may be up to a fifteen (15) minute difference in pick-up time from one day to the next.  Please understand that the drivers do all they can to keep the routes consistent.

2.
We have estimated the pick-up and drop-off times to the nearest fifteen minute time block.  Please have your child ready by the earlier of the two times.  This will ensure that the driver will be able to stay on schedule.  Try not to have your child ready too early, however, as this leads to long waits and anxious campers.  It is helpful to provide your child with quiet activities while they are waiting for the bus.  Please arrange supervision if the bus is delayed.

3.
You may send notes to your child's counselor or the camp office with the bus driver, but special problems and business matters are best handled over the phone.

4.
Procedure for absences:  The information we will deliver this weekend contains a large white card with the green Our Camp insignia. USE THIS CARD ONLY IF YOUR CHILD IS NOT GOING TO CAMP.  Place this card in your window or someplace where it can be seen from the street. 

5.
For extended absences, please notify the camp.  State your child's name, route number, and how many days he/she will be absent.  (Please notify the camp of any contagious diseases.)

We take special care to ensure that our drivers follow safe driving procedures and use the utmost caution in driving your children.  Please notify us immediately if you observe any unsafe practices.

We are all looking forward to sharing a fun and meaningful summer camp experience with your child(ren).  We'll see you next week!

Sincerely, TUMBLEWEED DAY CAMP
Dear Camp Parent:PRIVATE 

Thank you for agreeing to meet the Our Camp bus at a designated meeting point.  This letter contains a few tips to make your child's route operate smoothly.  Enclosed is a map stating where your meeting point will be as well as a 15 minute estimated time period during which you can expect the bus.  Please be sure to be at the stop at the earlier time in the morning and afternoon. 

If the bus has not arrived by the later time, feel free to call camp.  We will do our best to find out why the bus is running late and when you can expect it.  When there are several campers at one stop, we recommend that one parent phone camp to minimize the number of calls to our office.  Whenever we know that a bus will be late, we will try to call and leave a message at your home. You may want to call home to see if we have left a message about when to expect the bus.  

In the mornings: 

· Please remain with your camper until they get checked on to the bus.  

· When the bus arrives, please walk your camper up to the passenger door of the bus.  

· Every morning, a counselor on the bus will confirm that your camper is scheduled to come to camp that day.

· If your child is not scheduled for camp on a certain day, the bus can not transport your child to camp.  You must call camp at (555) 111-2233, and speak with Louie.  In the interest of keeping the route on time, the bus will not be allowed to wait and you may need to transport your child to a subsequent stop on the route or up to camp. 

In the afternoons:

· The name of anyone attempting to collect your child must appear on the enrollment form as a parent/guardian or emergency contact.  Anyone else sent to pick up your child must have prior written authorization and have their I.D. ready.  
· When the bus arrives at each meeting point, all the campers will stay on the bus until checked off and collected by a parent or guardian.  

· You must come to the passenger door of the bus and confirm with a counselor on the bus whom you are picking up.

If you have arrived at your stop late and missed the bus, we ask that you bring your child to camp so they don't miss the day's activities!  If your child will be absent, please try to call camp either the day before or prior to 7:30 AM that morning.  We have 24 hour voice mail service at the following number: (555) 111-2233.  Our transportation office is open from 7:30 AM to 6:00 PM if you have any questions.

Thank you for your patience and understanding!  We hope you and your camper have a great summer at Our Camp.

Sincerely, OUR CAMP DAY CAMP
TRANSPORTATION- AM/PM DUTIES

Driver

	ADHERE TO STATE LAWS AND OUR CAMP TRANSPORTATION POLICIES


A.  For State Laws, refer to the California Commercial Driver’s Handbook.

B.  Our Camp Transportation Policy states that all drivers will adhere to state and federal laws as well as the Our Camp policies found in “The Classroom Driver’s Training Manual.”  Selected policies are listed below. 
1. Drivers are responsible for performing a pre-trip every day, for completing a pre-trip form everyday, and for completing a time and mileage sheet every week.

2. Drivers will not make a right turn at any red light.
3. Drivers will not pull into a camper’s driveway for a pick up.  All pick ups will be made by parking the vehicle at the curb of the street.

4. Drivers will never exceed the speed of 55 mph with or without campers on board. 

5. Drivers will refuel their bus when the indicator has reached ½ full.

6. Drivers will not drive their vehicle in reverse unless absolutely necessary and only when safe to do so.
TRANSPORTATION- AM/PM DUTIES

Driver
	UPHOLD SAFETY GUIDELINE AND EMPLOY GOOD JUDGMENT


A.  Bus Rules for Campers
1. Campers are expected to follow any directions given by the camp rider or driver.

2. Campers must remain seated while the bus is in motion and must stay in the same seat for the duration of the bus ride.
3. Campers must wear seat belts at all times.

4. Campers must sit up in their seat during the bus ride.  Lying down on the bus is not allowed.

5. Campers must keep all body parts in the bus at all times.  No hands or heads are allowed out the window.

6. No yelling, screaming or excessive noise on the bus.

7. Campers must keep conversation topics camp appropriate at all times.

8. All camp rules also apply on the bus (how campers treat each other, etc…).
B. Bus Rules for Staff

1. Before leaving camp in the afternoon, drivers/riders must perform a roll call and head count.  Drivers/riders should take roll and a head count at North Pow-wow, North parking lot, and at Our Camp South.

2. Campers should never be left alone on the bus.  If the driver is alone and must leave the bus, s/he must position her/himself so that s/he can see the bus while performing the other task.

3. Campers should never be dropped off at a house alone.  Before pulling from a stop, the driver must be certain that the child has entered her/his house, and that an adult is present.  The driver can ask parents to wave from the house or ask the rider to accompany the child to the door.  If a parent is not at the house, the driver should notify dispatch and wait for further instructions.

4. Drivers should never leave their keys in the bus ignition unless they are in the driver’s seat.  If a driver needs to leave her/his seat for any reason, s/he should remove her/his keys from the ignition and carry the keys with her/him (except at camp).

5. If a camper’s house is on the opposite side of the road from the bus, an adult must cross the child.  Staff members 18 and older only may cross campers.  All staff that will be crossing campers must be taught Our Camp crossing procedure.  CITs are considered campers and must be crossed by an adult.  To cross a camper, follow the directions below.

a. Take keys from the ignition and place in pocket (if driver).  

b. The adult should be the first person stepping out of the passenger door.  Look out the passenger door for any hazards or danger.

c. Exit the bus and tell the camper that s/he may exit the bus and wait on the sidewalk.

d. Move to the front bumper of the bus.  Ask camper to stand between the bus and yourself.

e. Look both ways down the road, watching for cars or other hazards.

f. When it is safe, place your hand on the shoulder of the camper, and lead her/him across the street.

C. Use good judgment when solving problems on the bus.  All staff that have been hired at Our Camp have shown that they make good, sound decisions.  If unable to seek advice, staff should use their best judgment, prioritizing the physical and emotional safety of their campers.  Be conservative.  As you are faced with making a decision, pretend you have your grandma sitting on your shoulder giving you advice.  Most likely, your grandma’s choice would be a conservative and acceptable choice.  Examples of good and bad judgment are listed below.

1. You are on your way to the first afternoon stop and traffic suddenly halts to a standstill.  After waiting about 5 minutes, you find out that the road that you need is closed for construction.  There is no other way to get to your camper’s stop but on this road.  You notice that some cars are hopping the curb and are driving through the construction site and turning on a nearby street.  The camper’s stop is about a block and a half away.

a. Bad judgment: 

· Hop the curb and follow the other cars. 

· Drop the child at your current location and tell her/him to walk the rest of the way home.

b. Good judgment:  

· Call dispatch and ask parent to meet you at your current location. 

· Ask rider to walk the child the block and a half to her/his house.

2. You arrive at your first stop, and one of your youngest campers tells you that s/he has to go to the bathroom really bad and can’t wait.  This camper is usually the last stop on your route.  

a. Bad judgment:  
· Disregard camper and tell her/him to wait.

· Drop camper off at a McDonalds to go to the bathroom and swing back around after dropping off another camper.

· Stop on the side of the road, hold up a towel and tell the camper to pee on the side of the road.
b. Good judgment:  

· Ask camper how long s/he can hold it.  If s/he can hold it for five more minutes, and you can easily go to her/his stop early, adjust your route so that s/he is the next stop and call dispatch to notify parents that the child will be home early.

· Escort child to the door of current stop (as long as there is another adult of the bus) and ask parent if you can borrow their bathroom.  Enter the house with the child to ensure that you have constant supervision.  Notify camper’s parent that s/he was desperate and used another camper’s bathroom during the route.
TRANSPORTATION- AM/PM DUTIES

Driver
	PREPARE AND EXECUTE A TIMELY AND EFFICIENT ROUTE


A.  New campers will be added to your route throughout the course of the summer.  Drivers must work each new camper into her/his existing route, notifying parents of any changes to pick up or drop off times.  For each new child, the driver must do the following:

1. Locate camper’s house on a map.   Determine where in the route the stop belongs.

2. Perform a dry run.  Locate the house, note any security gates, difficult passageways, etc…(these problems can be discussed with dispatch, or the camper’s parents to arrange for gate codes or a safer camper pick up location).

3. Call all new parents.  Introduce yourself and notify parents of your expected pick up and drop off times for their child. 

4. Add new stop to route cards.  Adjust other directions as needed.

5. Report any problems. Problems and questions should be directed to the Transportation Director before the start of the week.

B.  Driver keeps current route cards in route folder at all times.  To ensure that routes remain on time regardless of the driver, it is imperative that route cards are kept current by the driver throughout the summer.  Drivers must adjust their route cards every time a new child is added to the route.  
C.  Driver must notify dispatch if the route is running late.  If your route is late due to traffic or any other circumstance, call dispatch on the radio.  If your route will be late because you know that you will arrive at the bus yard late, call the bus yard at (555) 111-2233/ (555) 111-2244 x.120 as soon as you know that you will have a late start.  

Dear Camp Parent:

Welcome to Our Camp Day Camp transportation!  Our goal is to provide safe, dependable and convenient transportation for our campers.  We hope you are satisfied with the quality of bus service you receive from us and look forward to a great summer.

To assist us in our safety efforts, please discuss the following bus rules with your camper(s) prior to the start of camp.
BUS RULESPRIVATE 

1.
Remain seated.

2.
Keep seat belt fastened at all times.

3.
No unnecessary noise, shouting, profanity, or boisterous conduct.

4.
Keep all parts of the body inside the bus.

5.
Be courteous to other passengers.

6.
No eating, drinking, or smoking while on the bus.

7.
Shoes with cleats or spikes may not be worn on the bus.

8.
No hazardous articles or weapons.

9.
Animals or pets may not be brought on the bus.

10.
Only assigned passengers are allowed to ride the bus.

These rules are posted in each bus and enforced for the safety of all of our passengers and drivers.  Please make sure your camper(s) is familiar with each rule.

Thank you for your cooperation!

Sincerely,

Our Camp Day Camp

SAFETY RULES
1. Never drive a vehicle in which you do not have complete confidence. You must feel safe before transporting anyone.

2. Never turn around while driving as you may be distracted by the children. Always use your mirrors to see around you. 

3. Never drive if you don't feel completely well. We’d prefer to find a substitute rather than take the slightest chance. Nothing is worth the risk.

4. Make sure your vehicle is always in safe working order.

5. Valid, working safety equipment is required at all times.

   YOU MUST HAVE:

1 10 BC Fire Extinguisher






3 Triangle Reflectors 






1 First Aid Kit fully stocked with no open packages.






1 Set of Spare Fuses

6.

You may only load as many passengers as there are seats with seat belts.

7.

INFORM CAMPERS THAT:


- No one may stand in a bus or van when the vehicle is in motion.



- No feet or items of clothing may be in the aisles at any time.

8.

Practice emergency procedures with your children.

9.

All parts of your campers' bodies must be inside the vehicle AT ALL TIMES. Never allow arms or hands to stick out the windows.

10.

Be extremely careful when crossing children across the street.

11.

Passengers must have their seat belts on before the bus or van moves.

12.

Never leave your vehicle unattended when there are children inside. You may leave a rider in charge if you must let the vehicle out of your sight. Similarly, never leave a child at a house where no one is home. Always be 100% sure someone is home and/or that the child is safely inside before continuing with your route.
13.

Take charge before potentially dangerous situations take on tragic proportions.

Note: A major cause of accidents is distractions from inside the vehicle. Use extreme care in all aspects of your transportation responsibilities.

 PROCEDURE AT CAMP
1. When you enter the camp parking lot, you must be very careful to watch for any children in the area. 

2. Proceed to the Our Camp South stop sign and await further instructions.

3. Our Camp South and Beach Club campers exit vehicles in designated stops adjacent to openings in the white fence. Our Camp North campers are then loaded onto Our Camp North bound vehicles.

4. Fill out your Time/Mileage Sheet and give your route folder to the Transportation Staff.

5. You must also fill out an absence sheet that will be given to you by the Transportation Staff as you arrive.

6. Drivers may proceed up the camp road with Our Camp North campers only upon clearance from Transportation Staff. Our Camp South drivers without Our Camp North campers may park their vehicles at the South parking lot.

7. At the Our Camp North parking lot you will be directed by camp staff.  They will help you unload campers and bring them to Pow-Wow. You will park your vehicle after unloading your campers.

8. In the afternoon, your route folder will be given to you by the Transportation Staff. All notes will be clipped to the front. 

9. During the first few days of every new session, we read the names of every child on every route. This is to insure that every child gets on the right bus. After the first few days of each new session, we will simply call out the bus name. Our Camp North drivers must wait at the gate until they have everyone.

10. Our Camp North drivers will walk down the road to the vans/buses. [NO ONE IS TO RUN DOWN THE ROAD]. Our Camp South drivers will be called to drive to Our Camp North to load their Our Camp North campers on the bus. 

11. ONCE YOU ARE IN THE BUS, FIRST PUT EVERYONE IN SEATBELTS. THEN TAKE ROLL AND A HEAD COUNT. You must do both every afternoon without fail!

12. Throughout the summer, the Transportation Staff will assist you with arrival and departure. Please follow the Staff's instructions. You must wait and check with the Transportation Staff before departing.

13. You may not take home anyone who has not been authorized to be on your route. When problems occur, check with the Transportation Coordinator.

