TRANSPORTATION DEPARTMENT

TO: ALL BUILDING ADMINISTRATORS
FROM: LISA MYERS

DATE: SEPTEMBER 2021 — revised 11/2/21
RE: FIELD TRIP PROCEDURES

**7'{******1"{******************************************************‘k*

Attached please find important information regarding field trip procedures for the
2021/2022 school year.

ALL STAFF AND STUDENTS MUST WEAR A MASK OVER THE NOSE
AND MOUTH AT ALL TIMES WHILE ON THE BUS

***There will be a limit of three (3) Middle Country buses per day assigned to
field trips. It is imperative that you get your trip request in TripDirect early.

cc:  R. Gerold
F. McMahon
B. Rella
Arrow Security
D. Cook — Music
J. Mercado — Athletics
J. Harrison — PPS




FIELD TRIP PROCEDURES
2021-2022

GENERAL INFORMATION:

Anyone who is anticipating a field trip, must submit the TripDirect Form at least three (3) weeks
prior to the trip date. Please call the Transportation office at (631 )285-8880 two (2) days prior to
your trip to confirm transportation.

All bus riders (adults and students) must wear a mask over the nose and mouth at all times
while on the bus.

Teachers, chaperones and coaches must have a seating chart for students who are on the bus.

Please review procedures before you take your trip. You must return to the school at the time
indicated on vour TripDirect request. If you run over your allotted time with an outside
vendor, you will pay extra for late charges. The area marked “Trip Return Time™ must be
adhered to due to the fact that afternoon schedules are affected. The “Trip Return Time” is the
time vou are expected to be back at the school, not the time you expect to leave the
destination. Dcparture from trip sites must be timely. Ifit took one (1) hour to get to your
destination, at least one (1) hour must be allowed for the return trip.

“**There will be a limit of three (3) Middle Cou ntry buses per day assigned to field trips.
It is imperative that you enter your trip request in TripDirect early. Exceptions may be
made for trips that begin and end between 9:30AM and 1:00PM.

The route to be followed by the bus must be available to the office dispatching the bus. A driver
is not to leave the yard without knowing where he/she is going, having written instructions for
the route to be followed when there is any doubt. It is the driver’s responsibility to get the group
to its destination following the safest, most direct route.

Side trips of any kind are not authorized. Any change of route or destination requested
once the bus has started the trip is not sanctioned by this office. The driver’s immediate
response should be NO. If the person in charge of the trip insists, he/she may call their building
principal who will then call the Transportation Supervisor. Drivers are only authorized to
transport as directed by the Transportation Office. All information must be included on
TripDirect. Drivers are authorized only to make stops requested and scheduled via the
TripDirect form. Drivers are instructed to return students to their home building and nowhere
clse. The person in charge is responsible for gaining access to the building for telephones and
shelter; be sure the group has access before leaving.

All of the basic safety rules for transportation to and from school are to be followed, including
behavior and discipline. Eating or drinking while the bus is in motion is not allowed.
Standees are illegal.

Any field trip with a destination in excess of 50 miles from the district requires the driver to
complete a log book. This is required by the New York State Department of Transportation.




A list of authorized carriers is contained herein. Bus drivers must be certified, company
insurance policies checked and statements of legal requirements necessary must be obtained
before a bus company is authorized to transport students. We also furnish each company with
the procedure to follow in the event of an emergency. Only carriers listed in this memo are
authorized to transport Middle Country students.

[f local field trips are to be canceled, the transportation provider must be notified by you at least
two (2) hours prior to your scheduled departure time. Failure to comply will result in a late
charge.

PLEASE NOTIFY THE TRANSPORTATION OFFICE IF ANY FIELD TRIP IS
CANCELED OR POSTPONED

PROCEDURE

Trip organizers arc to contact the bus company dircctly for booking of trips. A TripDirect form
must be submitted for approval whether or not the District or an outside contractor is
providing transportation.

LOCAL FIELD TRIPS

Our 2021-2022 contractor, Suffolk Transportation, should be considered when booking a local
field trip “paid by students.” You can reach them at (631)732-3200. If they are unable to
accommodate your request, please refer to the list below of approved bus companies.

ATHLETIC TRIPS

Coaches/Chaperones are to complete their trip information form, available from the Athletic
Director’s office, and return it to that office as soon as possible. District drivers are to complete
trip sheets for submission on the next workday. All forms are necessary to insure proper billing
and payment.

FIELD TRIPS REQUIRING A COACH BUS

A Middle Country Transportation 19A-certified employee will arrive at the departure location
30-45 minutes prior to your departure time to inspect the bus(es) and veri fy the driver(s) is/are
the one(s) assigned to the trip. The transportation office obtains driver abstracts prior to your

departure date.

By law, coach bus companies must have necessary insurance papers filed with this office
before any trip is approved. The only coach bus companies certified to transport students are:

Hampton Jitney Regency Transportation Suffolk Transportation Service
30 County Road 39A 38 Southern Blvd, Suite 5 10 Moffitt Blvd

Southampton, NY 11968 Nesconset, NY 11767 Bayshore, NY 11706
(631)283-4600 (631)543-2500 (631)665-3245 x4324

Coachman Luxury Transport
1907 Broadhollow Rd
Farmingdale, NY 11735
(631)390-9003




If you wish to use a transportation provider not listed here, please notify the
Transportation Office at X8880 BEFORE you schedule your trip to ensure NYS DOT
information and insurance certificates are on file prior to you reserving the transportation.

If a bus arrives at your building for a school-sponsored trip and there is some question as to the
vehicle’s condition, please do not allow the children to board and call my office immediately. If
another bus company is to be used or if there is any question, please call this office.

**Prior to the trip, the Transportation Office must receive all pertinent information. Please
provide the name of the carrier, date(s), destination and an itinerary. This office will contact the
carrier, obtain the name and motor vehicle abstract on your designated driver(s). The carrier will
be advised that their driver’s records and bus is subject to review. A transportation safety officer
will meet the coach bus driver(s) prior to your departure to inspect the bus(es).

PAYMENT

Charges for field trips are based on miles to and from the school of attendance and the
number of hours involved. Therefore, two (2) schools visiting the same destination could
possibly be charged different amounts. Payment may be made by:

I. District budget — select from the drop-down on the TripDirect form

2. Student paid - select from the drop-down on the TripDirect form. Follow your building’s
procedure for Trust & Agency

3. Payment to an approved provider should be made in accordance with their procedure

Middle Country Buses: $36 per hour per bus

INSURANCE GUIDELINES

New York State has very strong guidelines for the driving of a school bus/and or coach bus. Part
of these guidelines include 19A Certification and the abstract of a driver or drivers when
transporting students. The states surrounding New York do not have these requirements. In
order to protect students, teachers and parents when participating in a trip outside of New York
State where bus transportation is required, the following guidelines should be adhered to:

1. A Certificate of Insurance should be mailed to this office at least one (1) week prior to the
trip.
2. The Certificate of Insurance must state:
CERTIFICATE HOLDER:
Middle Country Central School District as “ADDITIONAL INSURED”
8 43rd Street
Centercach, New York 11720
Attn: Lisa Myers
3. The bus company must provide this office with abstracts of the drivers at least two (2)
days before the trip.
[f they refuse to provide cither, they are an unacceptable carrier.

DO NOT LEAVE THE DISTRICT WITHOUT APPROVAL FROM THIS OFFICE




DISCIPLINE

Commissioner’s Regulation - 156.3 - charges the bus driver with the responsibility of
“reasonable behavior of pupils in transit”. When on a trip, the coach/chaperones arc expected to
assist with this responsibility. Driver and coach/chaperone must communicate and upon signal
or request from the driver, the coach/chaperone should attempt to correct behavior problems. If
nceessary, the coach/chaperone could request the driver pull over to allow him/her to better gain
the attention of the students.

If at any time the coach/chaperone is unable to gain control over the students and the student
behavior is distracting or dangerous, the driver is to pull over and not continue until proper
order has been re-established. This method of control is only to be used in extreme cases.

A FULL REPORT IS TO BE MADE AS SOON AS POSSIBLE UPON RETURN TO THE
DISTRICT.

Proper communication between the driver and coach/chaperone, before the trip, will ensure a
Joyful experience for all.

EMERGENCIES

Each bus driver has received instruction on procedures to follow in the event of an accident or
vehicle failure. Prior to leaving the district, both the driver and the coach/chaperone should
receive telephone numbers to call in the event of an emergency. If the bus is other than a district-
owned bus, be sure the district and the contractor are both called or advised to contact the other
party, giving telephone numbers to them for proper communication.

One of the most important items in the event of an emergency is proper communication. Both
driver and coach/chaperone must be aware to call immediately, giving the nature of the problem,
what injuries, if any, and the extent of the injury, vehicle condition, what type of help is needed
or has been requested, location and who else has been notified of the problem.

EMERGENCY TELEPHONE NUMBERS
Transportation Office (631) 285-8880
Lisa Myers (631) 708-8245
Arrow Security:
School in Session: (631)285-8830
School Not in Scssion: (866)818-6200

If you should have any questions with reference to the above, please feel free to contact the
Transportation office.




