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Executive Summary 
The Castilleja TDM Monitoring Report satisfies the COA requirement related to monitoring the number of 
trips and travel conditions to and from Castilleja. The key findings are listed below: 

• Castilleja’s Final TDM Plan was submitted by the School and approved by the City of Palo Alto in 
accordance with the City’s Condition of Approval (“COA”) 20. The intent of the plan is to reduce 
the AM peak hour and daily vehicle trips, and parking demand at the School to ensure 
compliance with the COA. 

• For the Winter 2025 monitoring period, there were 984 average weekday (Monday to Friday) daily 
trips which is below the trip cap of 1,198 daily trips and 330 average AM peak hour1 trips which is 
below the trip cap of 383. 

• For the Winter 2025 monitoring period, during the 7:00 AM – 9:00 AM arrival period, the mode 
split while school was in session was as follows: 

◦ 61 percent of all students used alternative transportation modes (bike, walk, school 
bus/shuttle, and carpool). 

▪ 38 percent of all students used the School’s Caltrain shuttle or school buses to get to 
campus. 

▪ 8 percent of all students walked to campus. 

▪ 6 percent of all students rode bicycles to campus. 

▪ 9 percent of all students carpooled to school and were dropped off by a parent or 
guardian. 

Parking demand at the School was determined based on the combined peak occupancy of the 
three on-campus parking lots and street frontages bordering the School. The total parking supply 
in Winter 2025 was 104 spaces. There are typically a total of 150 parking spaces in the on-campus 
parking lots and street frontages of the campus; however, during the Winter monitoring period, 
the Administrative Lot and Senior Lot were closed due to construction. The peak occupancy of 73 
percent was determined based on hourly manual counts of the on-campus and on-street parking 
along street frontages bordering the School while School was in session. This indicates there were 
available spaces on the campus and at the campus frontages. The daily peak parking demand 
while school was in session was 120 vehicles or 0.287 vehicles per student given an enrollment of 
416 students.

 
1 Peak hour refers to the hour with the highest vehicular volume within the two-hour peak period (7:00 AM to 9:00 

AM). Analysis for AM peak hour trips at driveways and adjacent streets utilizes the peak hour per the CUP. The 
average AM peak hour trip count was calculated using data from the automated driveway counters placed at all 
entrance and exit driveways to the school, per the CUP. 
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1. Introduction 
Located in Palo Alto, California, Castilleja School is an all-girls middle school and high school. The campus 
is bordered by Embarcadero Road to the north, Kellogg Avenue to the south, Bryant Street to the east and 
Emerson Street to the west. The current enrollment on campus is 416 students (Winter 2025), which 
includes 6th through 12th graders. Of the 416 students, 45 percent live within a 5-mile radius of campus. 

The School’s Conditional Use Permit (“CUP”), an entitlement permit approved in the City of Palo Alto 
Record of Land Use Action, dated June 6, 2022 (“RLUA”), requires that Castilleja meet trip cap targets of 
1,198 average daily trips (ADT) and 383 average AM peak hour trips, to avoid traffic impacts. The trip cap 
targets apply for the weekdays when the School is in session, excluding holidays, event days, and non-
school days (e.g., faculty work days), and construction trips. 

The Transportation Demand Management Plan (“TDM Plan”) was formally approved by the City of Palo 
Alto in 2023. Castilleja follows the TDM Plan while also updating/improving programs and strategies to 
comply with the trip caps and other requirements in the CUP, reduce parking demand, and minimize 
school-related disruptions and intrusions into the nearby residential neighborhoods. To that end, each 
year the School adopts a TDM Operations Guide & Program Manual to ensure compliance with the TDM 
Plan.  

This report documents the programs in the current Castilleja TDM Plan and the ongoing TDM monitoring 
results including the mode split, driveway volumes (trip caps), and parking for the Winter 2025 monitoring 
period (November 2024 to February 2025). The sections are organized as follows: 

• Section 3: TDM Plan 

• Section 4: Loading Areas, Driveways, and Roadways 

• Section 5: Mode Split 

• Section 6: Parking 

• Section 7: Conditions of Approval Matrix with Report Index 
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2. TDM Plan 
The intent of the TDM Plan is to reduce AM peak hour and daily vehicle trips, and parking demand at the 
School. The TDM Plan serves as a publicly available resource to inform interested parties of the School’s 
transportation-related requirements and activities to meet the CUP requirements. The following sections 
summarize the scope of the TDM Plan. 

2.1 Scope of TDM Plan 
The goal of the TDM Plan is to ensure that the School meets the average daily and average AM peak hour 
trip caps set by the City. Castilleja’s TDM Plan describes the required mitigation strategies as well as other 
programs and activities the School uses to reduce vehicle trips. The major mitigation strategies include:  

• Mode of Travel - The mode split mitigation strategies focus on developing incentive programs to 
encourage carpooling and non-vehicular travel modes, providing shuttle services, and not 
allowing juniors to drive. 

• Communication and Education - Mitigation strategies such as increasing awareness of TDM 
programs through newsletters, assisting in the development of carpools, provisioning 
transportation alternatives by geographic area, and hosting events to encourage and promote the 
use of alternative modes are included in the Plan. 

• Traffic Operations and Management – Traffic operations mitigation strategies include registering 
student and faculty/staff cars, traffic control during the morning peak, and ongoing traffic and 
parking monitoring. Beyond the TDM strategies, the TDM Plan describes how the School intends 
to address violations and enforcement. 

• Parking Management - Parking strategies consist of School policies related to assigning parking 
areas by user type and the use of off-site lots and/or satellite parking areas. 

• Summer Camp and Event Traffic Management - Summer camp mitigation strategies build off the 
strategies used during the academic year such as School personnel to manage daily drop-
off/pick-up and providing drop-off/pick-up instructions to families. Special event mitigations 
include use of Spieker field for parking, providing shuttles to or from off-site or remote parking, 
and using traffic control personnel where necessary.  

The TDM Operations Guide and Program Manual is the tool used to implement the TDM Plan and 
documents the strategies used to successfully reduce the number of daily and AM peak hour trips and 
minimize the transportation effects on the neighborhood. The TDM Operations Guide and Program 
Manual will be updated annually and describe the TDM Plan strategies for a given year.  

In addition to the programs discussed above, the TDM Plan includes the following additional strategies:   

• Develop a comprehensive incentive program for faculty, staff, and students for carpooling and 
using alternative means of transportation. (COA 25 a xxi, 21 a) 
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• Juniors are not allowed to drive to school, except that the School may make up to 5 exceptions at 
any given time. (COA 22m) 

• At the beginning of each semester, Castilleja shall register all student cars, distribute I.D. tags, and 
review the traffic and parking policies with student drivers. (COA 25 a. x) 

• At the beginning of every school year, Castilleja shall set aside scheduled time for all faculty and 
staff to register their cars, receive an I.D. tag and review the traffic and parking policies. (COA 25 a. 
ix) 

• Provide bicycle safety education for students, parents, and staff to encourage students and staff 
to ride bicycles to and from school (MM 7a 16) 

• Host school-wide bicycle encouragement events (such as competitions, incentives, and other fun 
events) to support biking, walking, carpooling, and transit use. (MM 7a 17) 

2.2 TDM Monitoring and Reporting 
The School is required to prepare monitoring reports for submission to the City of Palo Alto three times 
per academic school year until the School has reached maximum enrollment (or 5 students below 
maximum enrollment) for 2 years and has consistently met the average daily and AM peak hour trip caps. 
Once the School reaches maximum enrollment for two consecutive years and has consistently met the trip 
cap requirements, the School will only need to prepare monitoring reports twice a year. The schedule for 
conducting and submitting monitoring reports is shown in Table 1. 

Castilleja currently collects TDM program data using the following methods: 

• Driveway Traffic Counts: permanent vehicle counter devices installed on all campus driveways that 
electronically track all vehicles entering and exiting the campus. The counters collect the data in 
15-minute intervals and the information is stored electronically2.  

• Bike, School Bus/Shuttle Usage: daily counts are collected on the number of students using 
School bus/shuttle and the number of bikes on campus.  

In addition to the above methods, Fehr & Peers also collected field data, evaluated ongoing trends, and 
assessed the success of TDM programs, all of which is summarized herein. These additional methods 
include the following and are described in more detail in Sections 4 through 6 of the report. 

• Campus driveway calibration (as summarized in Section 4.2.3, below) and  

• Neighboring street daily volume counts over a 7-day period (as reflected in Table 6 and 7) 

• Mode split counts at campus driveways (as reflected in Chapter 5)  

• Parking occupancy counts (parking demand) (as reflected in Chapter 6)  
 

 
2 The permanent electronic counts were calibrated using the third-party counts collected at the loading areas and 

driveways as described in Section 4.2.3.  
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Table 1: Monitoring Schedule 
Season Monitoring Period Monitoring Report Due Date 

Report three times per academic school year 

Winter 20231 November to February April 15, 2023 

Spring 20232 March to June August 15, 2023 

Fall 20233 July to October December 15, 2023 

Winter 20244 November to February April 15, 2024 

Spring 20245 March to June August 15, 2024 

Fall 20246 August to October December 15, 2024 

Winter 20257 November to February April 15, 2025 

Report two times per academic school year8 

Winter  July to December February 1 

Spring  January to June August 1 

Note:  
1. Analysis for Winter 2023 was conducted and submitted to the City of Palo Alto in April 2023. Since the roadway count 

equipment was damaged by street sweepers, an updated Winter 2023 report was submitted on May 19, 2023, with new 
roadway counts.  

2. Analysis for Spring 2023 was conducted and submitted to the City of Palo Alto in August 2023. 
3. Analysis for Fall 2023 was conducted and submitted to the City of Palo Alto in December 2023. 
4. Analysis for Winter 2024 was conducted and submitted to the City of Palo Alto in April 2024.  
5. Analysis for Spring 2024 was conducted and submitted to the City of Palo Alto in August 2024. 
6. Analysis for Fall 2024 was conducted and submitted to the City of Palo Alto in December 2024 
7. This report due April 15, 2025, satisfies the monitoring requirements for Winter 2025.  
8. The schedule for reporting two times per academic school year is dependent on Castilleja meeting maximum enrollment 

for two consecutive years and having consistently met the trip standards.  
Source: Castilleja School TDM Plan, 2022. 

2.3 Special and Major Events 
For the Winter 2025 monitoring period, there were 58 days where school was in session, all of which were 
in person days. The breakdown of school days and holiday or event days is shown in Table 2. 
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Table 2: Breakdown of School/Non-School Days in Monitoring Period 
Winter 2025 Semester Number of Days  

Academic School Year 

In Session School Days 581 

Holiday Days 5 weeks (25 days)2 

Event Days 13 events over 11 days 

Number of Weekend Days 34 

Faculty Work Days 2 

Notes: 
1.  Of the 58 days where school was in session, 53 days were non-event days. The School calendar can be accessed through 

the following link: Castilleja Calendar. 
2. From November 4th to 6th and December 20th, Middle School was closed, but the Upper School remained open. 

Source: Castilleja, 2025. 

Castilleja hosts special events throughout the school year including school performances, athletic events, 
school hosted holiday celebrations/events, commencement, and events for prospective or newly admitted 
students and their families. Under the new CUP, the School is allowed to hold up to 50 special events and 
5 major events per school year. Special events are events that attract 50 or more guests. Below is a list of 
required parking approaches from MMRP 4a based on the number of expected guests, which is also 
subject to modification based on the time of day the event takes place. A full list of events and associated 
parking strategies is listed in Appendix A. 

• 50 – 80 guests during instructional hours3: Develop a parking plan, traffic monitors 

• 80+ guests during instructional hours: Develop a parking plan, utilize traffic monitors, offer 
shuttle service to Caltrain 

• 160+ guests outside of instructional hours: Develop a parking plan, utilize traffic monitors, offer 
shuttle service to Caltrain, provide satellite parking locations (if available) 

• Fewer than 160 guests outside of instructional hours: Allow parking on on-site lots 

• Castilleja has two remote parking lots each with 20-25 parking spaces. These Satellite parking 
areas are available during school hours with scheduled and/or on demand shuttle service. For all 
Major events, Castilleja School requests the use of a parking lot at Palo Alto High School and 
provides shuttle service 

When Castilleja is required to develop a parking plan for an event, the School takes the following into 
consideration: 

 
3 Instructional hours are from 7:00 AM to 6:00 PM Monday through Friday.  

https://nam12.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.castilleja.org%2Fcalendar&data=05%7C02%7CJ.Sebastian%40fehrandpeers.com%7Cca2a74a1c2f84dd4daea08dd68ccc36d%7C087dca4b49c742c6a76649a3f29fc3f4%7C1%7C0%7C638781950856647863%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=FoCT%2FN%2FMwJG%2Fko6dv51Gd%2Bi9YDM2CS8pmCXoOdnhdQc%3D&reserved=0
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• 25 offsite parking at First Presbyterian Church 
• 20 offsite parking spaces at AME Zion Church with the option of adding 25 more spaces for a 

total of 45 spaces if necessary. 
• 150 on campus and frontage street parking4  
• The School reviews its past parking demand for the same or similar events (based on timing and 

number/type of guests) and uses the information to determine when there is a need to open 
Spieker field for additional parking.  

• When there are events that will bring parents for committee or student information meetings with 
between 50-75 guests, the School asks employees to use the offsite parking to reserve all 
available parking spaces in the administrative lot for guest parking.  

During the monitoring period covered by this report, 13 events occurred at the School. The events, dates 
and time, attendance, and parking strategy for these 13 events are listed below in Table 3.  

 
4 During the Winter monitoring period, due to construction, the senior and administrative lots were closed, and 

additional spaces were added in the Bryant Driveway. During construction, there are 104 available on campus and 
frontage parking spaces.  
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Table 3: Castilleja Special Events from November 2024 to February 2025 
Event Name Event Date Event Time Event Size TDM Parking Plan1 

CCS Volleyball 
Playoffs Round 1 

Saturday, 
November 2, 

2024 

2:00pm-4:30pm 50-100 Outside School Hours, campus 
lots, campus curbside, 7 traffic 
monitors, Caltrain Shuttle 

Upper School Musical Friday, 
November 8, 

2024 

7:00pm-10:00pm 100+ Campus lots, campus curbside, 
satellite parking, 7 traffic monitors, 
Caltrain Shuttle 

Upper School Musical Saturday, 
November 9, 

2024 

2:00pm-4:30pm 
 

100+ Campus lots, campus curbside, 
satellite parking, 7 traffic monitors, 
Caltrain Shuttle 

Upper School Musical Saturday, 
November 9, 

2024 

7:00pm-10:00pm 100+ Campus lots, campus curbside, 
satellite parking, 7 traffic monitors, 
Caltrain Shuttle 

Upper School Preview 
Event 

Saturday, 
November 16, 

2024 

9:00am-12:00pm 100+ Campus lots, campus curbside, 
satellite parking, 7 traffic monitors, 
Caltrain Shuttle 

Grandparents and 
Special Friends Day 

Friday, 
November 22, 

2024 

12:00pm-3:30pm 100+ Campus lots, campus curbside, 
satellite parking, 7 traffic monitors, 
Caltrain Shuttle 

Winter Concert – 
Student Performance 

Thursday, 
December 12, 

2024 

7:00pm-9:00pm 100+ Campus lots, campus curbside, 
satellite parking, 7 traffic monitors, 
Caltrain Shuttle 

Middle School 
Preview Event 

Saturday, 
December 14, 

2024 

9:00am-12:00pm 100+ Campus lots, campus curbside, 
satellite parking, 7 traffic monitors, 
Caltrain Shuttle 

Gatorbotics Season 
Kick Off 

Saturday, 
January 4, 2025 

10:00am-12:00pm 50-100 60 Guests: Campus lots and 
curbside parking 

Middle School 
Musical Friday, February 

7, 2025 

7:00pm-10:00pm 100+ Campus lots, campus curbside, 
satellite parking, 7 traffic monitors, 
Caltrain Shuttle 

Middle School 
Musical Saturday, 

February 8, 2025 

2:00pm-4:30pm 
 

100+ Campus lots, campus curbside, 
satellite parking, 7 traffic monitors, 
Caltrain Shuttle 

Middle School 
Musical Saturday, 

February 8, 2025 

7:00pm-10:00pm 100+ Campus lots, campus curbside, 
satellite parking, 7 traffic monitors, 
Caltrain Shuttle 

CCS Quarter Final for 
US Basketball 

Tuesday, 
February 25, 

2025 

6:00pm-8:00pm 50-100 Away team comes in vans, Campus 
lots, campus curbside, 7 traffic 
monitors, Caltrain Shuttle 

Notes: 
1. Traffic Monitors manage traffic and parking for special events only. 

Source: Castilleja, 2025.  



Castilleja TDM Monitoring Winter 2025 
April 2025 

 13 
 

3. Loading Areas, Driveways, and 
Adjacent Streets 

This section documents the pick-up/drop-off area operations, driveway volumes, and adjacent street ADT. 
For the purposes of this report, driveways are defined as vehicle access points to campus and are located 
on Castilleja’s property. There are three pick-up/drop-off loops (total of six driveways) on campus. The 
loops are described in more detail below. There is an additional driveway that provides vehicular access to 
Castilleja’s parking lots. Due to construction on campus, access to the Administrative Lot and Senior Lot 
were closed off during the Winter monitoring period. Adjacent streets refer to the public streets bordering 
the campus. This includes Embarcadero Road, Bryant Street, Kellogg Avenue, and Emerson Street.  

Analysis for loading areas, driveways, and adjacent streets is collected daily and during the morning and 
afternoon peak periods (7:00 AM – 9:00 AM and 2:00 PM to 4:00 PM). Per the CUP, the analysis for 
average AM peak trips at driveways and adjacent streets utilizes the peak hour which refers to the hour 
with the highest vehicular volume within the two-hour peak period (7:00 AM to 9:00 AM).  

3.1 Pick-up/Drop-off Area 
The existing student pick-up/drop-off loops are on Bryant Street and Kellogg Avenue along the School 
frontage and in the employee parking lot at the corner of Kellogg and Emerson. The three one-way loops 
are designated right turn-in and right turn-out driveways. There are A-frame signs located at the driveway 
entrances and exits to remind drivers of the vehicle flow as shown in Figure 1. Signs are maintained by 
School staff. School personnel monitor traffic entering and exiting the loops. 

All three loops have one-way circulation as shown in Figure 2. The Bryant loop has one lane for 
unloading/loading and one lane for passing. The Kellogg loop has one lane for unloading/loading. The 
on-campus drop-off lanes on Bryant Street and Kellogg Street can accommodate five to six vehicles and 
the dwell time  for vehicles is 5-10 seconds during the morning peak. The short dwell time minimizes 
queuing at the driveways. Counts and field observations of ingress and egress queues at the driveways 
were conducted in four 15-minute increments prior to start of school (8:30 AM) and the 15-minute 
increment after the end of the school day (3:15 PM). During student drop-off and pick-up, the vehicle 
queue in the drop-off/pick-up lane is on average five vehicles and a maximum of seven vehicles for both 
drop-off loops. Traffic monitors help to monitor queues spill over at the driveways. In the afternoon peak 
period there are two instances when vehicles queues exceeded the driveway, but the queues did not last 
more than 1 minute and were addressed by traffic monitors. Staff were actively monitoring the driveways 
to reduce queuing and delay at the three loops and ensure compliance with School pick-up and drop-off 
procedures. 
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Figure 1: Driveway A-Frame Traffic Signs 

 

Kellogg Driveway Exit – Right Turn Only Sign 

 

Kellogg Driveway Entrance – No Left Turn Sign 

 

Kellogg Driveway Exit Sign 

 

Bryant Driveway Exit Sign 

 

Bryant Driveway Exit – Right Turn Only Sign 

 

Administrative Lot Entrance (Pedestrian Access 
Only) 





Castilleja TDM Monitoring Winter 2025 
April 2025 

 16 
 

3.1.1 Pick-up/Drop-off Process 

Each loop has a designated team of attendants to assist with traffic management during the AM and PM 
peak periods. All attendants wear yellow vests when managing traffic and are provided with a copy of the 
Traffic and Neighborhood Monitoring Guidelines. These attendants monitor to ensure compliance with 
parking and drop-off requirements, including restricting parking or drop-offs in the surrounding 
neighborhood. 

For the 2024-2025 school year, the class start time was 8:30 AM and the end time was 3:15 PM. The drop-
off and pick-up locations are assigned based on grade. Table 4 summarizes the designated drop-off 
location for students in each grade. 

The following describes the pick-up/drop-off activities conducted by the School’s traffic attendants:   

• Morning Drop-Off: Seven attendants manage drop-off traffic from 8:05 AM to 8:30 AM. Three are 
located at Bryant Driveway (one at the entrance, one at exit, and one in the loading area), two are 
at Kellogg Driveway (one at the entrance and one at the exit), and one at Emerson driveway 
exit. The seventh attendant is not assigned to a specific location. Depending on the need, they are 
commonly positioned at the corner of Kellogg/Bryant, near the corner of Embarcadero/Bryant, or 
at the bus drop-off point. Attendants stationed at the corners are monitoring that 
students/employees walking to campus were not dropped off or parked in the neighborhood.  

• Daily Neighborhood Parking Monitor: Throughout the school day Castilleja employees monitor 
parking one block from the School in each direction on Kellogg Ave, Bryant Street, Emerson Street 
and Melville Avenue. The employees check for parked cars with Castilleja stickers. If a student or 
employee is found parked in the neighborhood, they are instructed to move their car immediately 
and the incident is logged. 

• Afternoon Pick-Up: Seven attendants manage pick-up from 3:05 PM to 3:25 PM. Three are located 
at Bryant Driveway (one at the entrance, one at exit, and one in the loading area), two are at 
Kellogg Driveway (one at the entrance and one at the exit), and one at Emerson driveway exit. The 
seventh attendant is stationed at the corner of Kellogg and Bryant to observe whether there are 
parents waiting or picking up students on the surrounding streets.  

• Traffic attendants5 are asked to report issues to the School via email with the student/parent’s 
name and a description of the issue. Traffic attendants will also report any excessive vehicle 
queues, safety concerns, or other recommendations to improve safety and circulation. During this 
monitoring period no issue reports were logged.  

 
5 Traffic Attendants refer to Castilleja’s employees or security guards that assist daily with morning and afternoon 

management and parking. 
Traffic Monitors refer to attendants that are hired to make sure that all vehicles park legally & safely when 
attending special events. 
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Table 4: Castilleja School Student Drop-Off Locations 
Grade Levels Drop-Off Location 

Grade 6-8 Bryant driveway 

Grade 9 -12 Kellogg driveway 

Student Carpools Employee Lot 

Source: Castilleja, 2024. 

Castilleja maintains ongoing communication with parents to remind them that drop-off, pick-up, and/or 
parking in the neighborhood are prohibited. The School has employees assigned to walk the streets 
adjacent to the School to monitor street drop-offs, pick-ups, and parking in the neighborhood.  

3.1.2 Pick-up/Drop-off Location Distribution 

Table 5 summarizes the drop-off distribution while school was in session for each street loading area 
based on average vehicle trips during the AM (7:00 AM – 9:00 AM) and PM (2:00 PM to 4:00 PM) peak 
periods based on the mode share field observation. Of the students who were dropped off during the AM 
peak period, 47 percent were observed at Bryant Street, 45 percent were observed at Kellogg Avenue, and 
9 percent were observed in the Emerson Street parking lot.  

Compared to previous monitoring periods including Winter 2024 (45 percent at Bryant Street, 43 percent 
at Kellogg Avenue, and 12 percent at Emerson Street) Winter 2025 had a similar distribution of students at 
the Bryant Street Loop. The small changes in distribution compared to Winter 2024 is likely because 6th 
graders are assigned to the Bryant Street drop-off location but in Winter 2024, there were no 6th graders 
on the Bryant Street Campus. During this monitoring period, 6th graders have returned to campus and 
may have shifted the distribution of trips across the three drop-off locations. Furthermore, due to 
construction, the Senior Lot was closed to vehicle access, likely resulting in a smaller number of students 
that were dropped off in the Emerson Street Senior Lot & Employee Lot Exit.    
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Table 5: Castilleja School Student Drop-Off/Pick-Up Distribution 

Location 

Target 
Distribution 
Percentage1 

AM Peak Period PM Peak Period2 

 Average AM  
Drop-Off 

Headcounts Percentage Delta 

Average PM  
Pick-Up 

Headcounts Percentage Delta 

Bryant Street  
Loop & Administrative 
Lot 

43% 82 47% 4% 45 42% -1% 

Kellogg Avenue  
Loop & Employee Lot 30% 78 45% 15% 57 53% 23% 

Emerson Street  
Senior Lot3 & 
Employee Lot Exit 

27% 15 9% -18% 5 5% -22% 

Total 100% 175 100% - 107 100% - 

Notes: 
1. Target distribution percentages are outlined in the Castilleja School Expansion EIR Appendix E: Traffic Impact Study (2020). 
2. Afternoon pick-up period is over a longer period of time compared to the morning drop-off period, therefore even 

though there is a higher percentage at the Kellogg Avenue Loop in the PM, traffic is dispersed over a longer period of 
time. Therefore, the higher percentage at the Kellogg Avenue Loop does not necessarily mean there will be queues at the 
driveway. 

3. The senior lot was closed due to construction during the monitoring period. 
Source: Fehr & Peers, Castilleja, 2025. 

3.2 Driveway Volume 
To monitor the driveway volume and evaluate the trip count compliance with the COA 22 requirement of 
ADT and AM peak hour trip cap, Castilleja installed automated counters at all campus driveways to collect 
vehicular volumes. Daily vehicle counts were collected at Castilleja School driveways (nine sensors in total), 
shown in Figure 3. 

1. Bryant Street Administrative lot driveway (bi-directional) 
2. Bryant Street loop driveway inbound  
3. Bryant Street loop driveway outbound 
4. Kellogg Avenue loop driveway inbound 
5. Kellogg Avenue loop driveway outbound 
6. Kellogg Avenue Employee Lot west driveway (bi-directional) 
7. Kellogg Avenue Employee Lot east driveway (bi-directional) 
8. Emerson Street Employee Lot exit-only driveway 
9. Emerson Street Senior Lot driveway (bi-directional) 

Due to the closure of Administrative and Senior lots, driveway volumes at driveways 1 and 9 were not 
included during this monitoring period. 
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3.2.1 Automated Traffic Counting Devices 

The automated counters are Sensys FlexMag sensors that are installed in the driveway pavement close to 
public right of ways. The sensors use wireless magnetometer technology for vehicle detection and 
transmit real-time data to a central database. The devices are self-calibrating and require no ongoing 
maintenance until the batteries need replacement. The Sensys support team monitors the system daily via 
diagnostic tests and receives alerts when anomalies occur. 

The vehicle volumes are collected and reported in 15-minute intervals, 24 hours a day. The 15-minute 
count data is stored on the SNAPS Server database managed by Sensys. The data will be stored for three 
years and can be accessed as needed. Castilleja runs a daily report to download the data on Castilleja’s 
server and provides the data to Fehr & Peers for the monitoring reports. Castilleja will post the monitoring 
report on its neighborhood portal three times a year on December 15, April 15, and August 15. Castilleja 
will post the count data concurrently with the submittal of traffic monitoring report to the City.  

For November 2024 to February 2025, the individual weekday driveway volumes by 15-minute intervals 
are attached electronically as Appendix C. 

3.2.2 Average AM Peak and Average ADT  

The Winter 2025 monitoring period is from November 2024 to February 2025. The analysis considers the 
typical weekdays when school is in session and weekdays when summer camp is in session during the 
monitoring period. Per the CUP, weekends, holidays, non-school days (i.e., faculty work days), and 
scheduled event days are not included in the analysis. The 15-minute driveway volumes are aggregated 
into hourly and daily volumes for each typical weekday. Figure 4 shows the individual weekday school 
daily total volume for the campus during the November 2024 to February 2025 monitoring period, 
excluding the event days and non-school days. The average number of daily trips that occurred during the 
monitoring period is required to be below the daily trip cap of 1,198 trips. During the Winter monitoring 
period, the average number of weekday (Monday to Friday) daily trips was 984 trips, which is below the 
average daily trip cap of 1,198 trips. The daily volumes exceeded the daily trip cap on February 13 (1,220 
trips). This was likely due to the atmospheric river that may have caused more students to shift from 
alternative modes like walking or bicycling to arriving by vehicle.  

The individual weekday AM peak hour volumes are shown in Figure 5. The peak hour is the hour with the 
highest vehicular volumes within the two-hour peak period (7:00 AM to 9:00 AM). The AM peak hour for 
the Winter 2025 monitoring cycle was calculated to be from 7:45 AM to 8:45 AM. While school was in 
session, the average AM peak hour volume was 330 trips which is below the average AM peak hour trip 
cap of 383 trips during the monitoring period. There were two weekdays where the AM peak hour 
volumes exceeded the AM peak hour trip cap; February 6 (393 trips) which was likely attributed to Tech 
Week for the Middle School musical and February 13 (459 trips) which was likely attributed to the 
atmospheric river as noted above.  
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3.2.3  Calibration of Automated Counts 

Fehr & Peers calibrates the automatic counters once a year during the Winter monitoring period to ensure 
that the automatic counts are consistent with the pick-up and drop-off activities on campus. To calibrate 
the automated driveway counts, Fehr & Peers collected driveway counts via roadway count equipment 
(pneumatic hoses) at the same nine locations from 7:00 AM to 7:00 PM during which most of the daily 
activities occur. These daily counts were compared to the automated Sensys counts for the day for the 
period 7:00 AM to 7:00 PM. For both days the comparison showed that the automated counts were 
between 5 and 15 percent higher than the calibration counts, which is well within the margin of error of 
the count equipment. Further, the Sensys counts were slightly higher than the calibration counts, or in 
other words the Sensys results are more conservative. 



Castilleja TDM Monitoring Winter 2025 
April 2025 

 22 
 

Figure 4: Daily Total Volume (Excluding Events/Holidays) 
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Figure 5: AM Peak Hour Volume (Excluding Events/Holidays) 
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3.3 Adjacent Street ADT and AM Peak Counts  
Roadway ADT refers to all vehicle trips on the streets adjacent to the School frontage. Per COA 22 g and 
COA 24 b.iv temporary roadway count equipment (pneumatic hoses) was installed for seven days to track 
weekday and weekend trips on adjacent streets (Bryant Street, Emerson Street, and Kellogg Avenue). The 
counters record the number of vehicles crossing the hoses in each direction including vehicles which may 
not be going to the school. These differ from driveway counts which record every vehicle (twice) as it 
enters and exits the School driveways. The counts from the adjacent streets are used for ongoing 
monitoring by the City and may be used for possible adjustments to the TDM plan, however, they are not 
intended to determine a violation of Castilleja’s CUP. 

During the AM drop-off period, each vehicle using the loading areas is counted as two trips (entering and 
exiting). However, these vehicles only represent one trip on the adjacent streets. The adjacent street ADT 
also includes neighborhood through traffic. Therefore, the relationship between trips on the adjacent 
streets and trips using the campus driveways is not comparable. The 330 vehicle trips counted at the 
driveways reflect approximately 165 vehicles.  

Table 6 presents the average weekday and weekend ADT on each of the adjacent streets and Table 7 
shows the average trips during the weekday and weekend AM peak hours.  

Table 6: Average Daily Trips (ADT) (Adjacent Street Counts) 

Street  Cross Streets 
Average Daily Trips 

Weekday Weekend 

Bryant Street Embarcadero Road and Kellogg Avenue 753 319 

Emerson Street Melville Avenue and Kellogg Avenue 649 277 

Kellogg Avenue Emerson Street and Bryant Street 781 246 

 Source: Fehr & Peers, 2025. 

Table 7: Average AM Peak Hour1 Trips (Adjacent Street Counts)  

Street  Cross Streets 
Average AM Peak Hour Trips 

Weekday Weekend 

Bryant Street Embarcadero Road and Kellogg Avenue 86 10 

Emerson Street Melville Avenue and Kellogg Avenue 67 8 

Kellogg Avenue Emerson Street and Bryant Street 146 14 

Notes:  
1. AM peak hour is from 7:45 AM to 8:45 AM according to the school field count.  

Source: Fehr & Peers, 2025. 

To illustrate travel behavior over time, Table 8 shows the ADT and average AM peak hour trips from this 
monitoring period (Winter 2025) and the previous three monitoring periods. Because there are differences 
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in weather and travel behavior from period to period, there are variations in the trips. Generally, the 
number of trips is consistent across the three monitoring periods. Compared to Winter 2024, the number 
of weekday trips along the adjacent streets is generally consistent across all driveways. The number of 
trips is slightly higher on Bryant Street and Emerson Street and lower on Kellogg Avenue.
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Table 8: Average Daily Trips (ADT) and Average AM Peak Hour1 Trips Over Time (Adjacent Street Counts)  

Adjacent 
Street 

Segment 
Counted 

Cross Streets 

Average Daily Trips Average AM Peak Hour Trips 

Winter 
2024 

Spring 
2024 Fall 2024 Winter 

2025 
Winter 
2024 

Spring 
2024 Fall 2024 Winter 

2025 
Week
day 

Week
end 

Week
day 

Week
end 

Week
day 

Week
end 

Week
day 

Week
end 

Week
day 

Week
end 

Week
day 

Week
end 

Week
day 

Week
end 

Week
day 

Week
end 

Bryant 
Street 

Embarcadero Road 
and Kellogg Avenue 742 335 890 364 942 603 753 319 73 3 99 8 104 22 86 10 

Emerson 
Street 

Melville Avenue and 
Kellogg Avenue 630 298 641 322 739 260 649 277 95 16 90 7 70 6 67 8 

Kellogg 
Avenue 

Emerson Street and 
Bryant Street 815 267 848 319 656 297 781 246 139 10 163 

 
7 
 

110 11 146 14 

Notes:  
1. AM peak hour is from 7:45 AM to 8:45 AM according to the school field count.  
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4. Mode Split 
This section describes the mode split for student arrival to campus from the January 2025 field and survey 
data while school was in session. Based on the counts and shuttle ridership provided by the School, 
approximately 61 percent of the students use alternative transportation modes (carpools, bike, walk, 
school bus/shuttle). 

4.1 Student Mode Split 
Fehr & Peers used a third-party vendor Traffic Data Service to conduct field counts at Castilleja. Surveyors 
observed the morning drop-offs and recorded the number of students per vehicle. The overall student 
arrival mode split was determined from field observations, vehicle counts of inbound private vehicles, 
shuttles, buses, pedestrians, and bicyclists during the morning school arrival period (7:00 AM-9:00 AM) on 
Wednesday January 29 and Thursday January 30. The raw count data collected by surveyors is included as 
Appendix B. Surveyors were instructed to collect information on the following items: 

• Number of vehicles entering and exiting the school at each driveway and on-street  
drop-off/pick-up points, and occupancy of each vehicle 

• Number of Castilleja students exiting from each car (drop-offs) 

• Number of student bicyclists and pedestrians entering and exiting the School 

• Number of riders on each shuttle entering or exiting the campus 

As shown in Table 9, during the 7:00 AM – 9:00 AM arrival period, highest mode split (48 percent) was 
students who were dropped off on campus (39% were dropped off alone and 9% carpooled). The 
observed vehicle occupancy for dropped off trips was 1.10 students per vehicle. Students that drove and 
parked on campus were not observed as the senior parking lot was closed due to construction. Seniors 
who have heavy items or equipment may use shuttles to the school from the off-site First Presbyterian 
Church parking lot; and walk to campus from the lot. 

The mode split of students taking transit includes Caltrain, school buses, and shuttles. The Caltrain shuttle 
(operated by the School) provides service between the Palo Alto Downtown Caltrain Station and campus. 
The trips are timed based on the scheduled arrival times in the AM peak period and departure time in the 
PM peak period. Castilleja offers five AM Peak hour Caltrain Shuttles and five PM Peak hour Caltrain 
Shuttles. The Castilleja school buses provide service between designated pick-up locations and the 
School. During the monitoring periods, there were seven school bus routes that serve students living in 
San Mateo, Los Altos, San Carlos, Woodside, Stanford Hills, Burlingame, Menlo Park, East Palo Alto, and 
Portola Valley.  
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 Table 9: Student Morning Arrival Mode Share 

Mode Students1,2 Percent 

Drop-Off 174 48% 

Single Student 141 39% 

Carpool 33 9% 

Drive & park on Campus 0 0% 

Drive alone 0 0% 

Carpool 0 0% 

Walk 29 8% 

Bike 20 6% 

Transit3 138 38% 

Bus 109 30% 

Shuttle 9 2% 

Caltrain 20 6% 

Total 361 100% 

Notes: 
1. The number of student arrivals was counted during the 7:00 AM – 9:00 AM arrival period and will be different than total 

enrollment due to students arriving before or after the peak period and student absences.  
2. There were 393 students in attendance on January 29th and 395 students in attendance on January 30th.  
3. Rider count is obtained from Castilleja. The field data collection counts the total riders that get off the buses and shuttles 

but does not try to ascertain the shuttle type. 
Source: Fehr & Peers, 2025.  

On average, approximately 8 percent of students walked to campus and 6 percent of students rode 
bicycles to campus on the monitoring day. We observed that 9 percent of students carpooled by being 
dropped off. In total, about 61 percent of the students used alternative transportation modes (bike, walk, 
school bus/shuttle, carpool).  

4.2 Bike Usage 
Castilleja provides 100 bike parking spaces throughout the campus and collects bike counts on a daily 
basis while school is in session. The Winter monitoring counts described in the previous section show that 
an average of 20 students biked to school during the AM peak period. The daily counts collected by the 
School in the period between November 2024 to February 2025 showed that an average of 35 people 
biked to campus on a typical weekday. Therefore, the bike supply is sufficient to serve the demand.  The 
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Castilleja count does not differentiate between students and staff.  The School also provides bicycle repair 
facilities to encourage bicycle use and increase convenience. 

 
Source: Fehr & Peers, 2025 
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5. Parking 
5.1 Parking Supply & Operations 
Currently, Castilleja provides on-site, curbside (on street frontage6), and off-site parking in satellite 
parking lots for students, staff, and visitors. While on-site parking typically includes the Administrative lot, 
Employee lot and Senior lot, during the Winter 2025 monitoring period, the Administrative Lot and Senior 
Lot were closed due to construction. The on-site parking lot supply for Winter 2025 is 44 spaces and does 
not include any student spaces. Due to the closure of the Administrative Lot and Senior lot, 51 spaces 
were lost and 5 spaces were added to the Bryant Driveway. To avoid conflicts during drop-off and pick-up 
time, parking in the temporary guest spaces is only permitted from 9:00 AM to 3:00 PM. In addition to the 
on-site parking, there are about 60 public spaces along the School frontage where visitors can park. Other 
vehicles not related to the School can also park in these curb spaces. Students are not permitted to park 
on the street; instead, seniors must park at the First Presbyterian Church lot and juniors are allowed to 
park at AME Zion Church lot. Street parking used by the School includes the following areas: 

• South side of Bryant Street between Embarcadero Road and Kellogg Avenue 

• West side of Kellogg Avenue between Bryant Street and Emerson Street 

• North side of Emerson Street along Castilleja frontage  
 
In addition to the adjacent street frontages there are several streets in the neighborhood that the School 
has monitored in the past. These areas are called the Expanded Study Area and include the following six 
street segments:   

• West side of Kellogg Avenue between Bryant Street and Waverley Street 

• South side of Waverley Street between Kellogg Avenue and Churchill Avenue 

• South side of Bryant Street between Kellogg Avenue and Churchill Avenue 

• North side of Emerson Street between Kellogg Avenue and Churchill Avenue 

• West side of Kellogg Avenue between Emerson Street and Alma Street 

• East side of Melville Avenue between Emerson Street and Alma Street 

Castilleja has secured two off campus parking options for employees, students, and parents/guardians: 

• First Presbyterian Church (25 spaces; 0.4 miles from campus) 

• AME Zion Church (20 spaces; 2.5 miles from campus). Shuttles are provided in the morning and 
afternoon to and from the AME Zion Church Location. 

 
6 Streets frontages are defined in this report as the curbside (including parking area) and is used for the parking 

analysis. Adjacent streets, as defined earlier in the report, refers to the portion of street that includes the travel lanes 
and is used when referring to vehicle trips that pass through the street. 
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5.2 Parking Demand Monitoring 
Manual parking occupancy counts were conducted in the on-site campus parking lots and along the 
street frontages on Wednesday January 29, 2025, and Thursday January 30, 2025. On-street parking 
demand was analyzed for both of the areas described above:  

• Adjacent Streets frontages – Counts on Emerson Street, Kellogg Avenue, and on Bryant Street 
along Castilleja frontages. Parking occupancy on the blocks along the perimeter of the School is 
included in the demand estimate. Construction vehicles are required to park in the fenced 
construction area and are not permitted to park along the street. 

• Expanded Study Area – Counts along segments of Kellogg Avenue, Waverley Street, Bryant Street, 
Emerson Street and Melville Avenue.7 

The on-street parking demand assumed for the School includes all vehicles parked adjacent to Castilleja 
School. For the current monitoring period, no attempt was made to assess whether the parked vehicles 
were driven by Castilleja students, staff, visitors or third parties unaffiliated with the School. As a result, 
total parking demand and rates may capture parking that was not generated by Castilleja School.  

Parking demand at the School was determined based on the combined peak occupancy of the one  on-
campus parking lot and adjacent street frontages bordering the School. The daily peak parking demand 
was 76 vehicles or 0.181 vehicles per student given an enrollment of 416 students. There are a total of 104 
parking spaces in the on-campus parking lots and street frontages of the campus. The peak occupancy of 
73 percent was determined based on hourly counts of the on-campus and on-street parking areas 
adjacent to the School which indicates there were available spaces on the campus and campus frontages. 
Table 10 summarizes parking demand, parking supply, and parking occupancy for both the on-campus 
and on-street spaces adjacent to the School observed during this monitoring period. Appendix D 
includes an hourly breakdown of parking demand and occupancy. 

Table 10: 2025 Castilleja School Daily Peak Parking Demand1 
 On-Campus On-Street2 Aggregate 

Parked Vehicles 35 41 76 

Demand Rate – vehicles per student 0.084 0.097 0.181 

Parking Supply 44 60 104 

Occupancy 80% 68% 73% 

Notes: 
1. School parking lots and block faces adjacent to school. The expanded area parking is included in Table 11. 
2. Parking supply is derived by estimating the number of vehicles which can optimally park within the block length (minus 

driveway length, red curb, and bus loading area) of the expanded study area. 
Source: Fehr & Peers, 2025. 

 
7 The Expanded Study Area was studied to identify neighborhood parking demand. Castilleja actively discourages 

students, visitor, and staff parking in the Expanded Study Area. 
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Peak parking demand typically occurs in the middle of the day, when the majority of faculty, staff, 
students, and visitors are on site. The Bryant Loop parking was at its highest occupancy (50 percent 
occupied) at 12:00 PM. The employee parking lot at the corner of Kellogg and Emerson was at its highest 
occupancy (86 percent occupied) at 11:00 AM.  

Including the expanded study area (labeled Expanded Study Area on Figure 6), 120 vehicles were counted 
during the parking demand peak hour at 2:00 PM (Table 11) and the aggregate occupancy rate for 
parking areas including the expanded study area is 62%. Overall, the parking demand on adjacent streets 
and the expanded study area remains at or below 86 cars throughout the day. 

Table 11: Castilleja School Daily Peak Parking Demand with Expanded Study Area 

 
Aggregate of On-

Campus & Adjacent 
On-Street1 

Expanded Study Area2 Aggregate 

Parked Vehicles 76 44 120 

Parking Supply 104 89 193 

Occupancy 73% 49% 62% 

Notes: 
1. School parking lots and block faces adjacent to school as reported in Table 10. 
2. No attempt was made to assess whether the parked vehicles were driven by residents or Castilleja students, staff, or 

visitors. 
Source: Fehr & Peers, 2025. 
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5.3 Parking Compliance 
Parking compliance is monitored by Castilleja’s traffic attendants following the School’s Traffic Monitoring 
Guidelines shown in Appendix E. The morning and evening traffic attendants are tasked with monitoring 
the surrounding areas within their sights to identify any dropping off or picking up of students as well as 
any other unsafe activities such as double parking. The attendants will rectify the situation immediately 
and remind the offender of School’s parking rules. Traffic, pick-up/drop-off, or parking violations are 
reported via email or text to Castilleja.  

All parents/guardians, students who are approved to drive, and employees are asked to register their cars. 
Time is set aside at the start of the school year for this process, and they are reminded throughout the 
year. Cars parked on campus or around the perimeter of campus that are found to not have a sticker 
receive a warning reminding them to register their car. Note that some cars parked on the frontage 
streets could be owned by non-Castilleja affiliated individuals. Figure 7 and Figure 8 show registration 
stickers and warning. 

Employees and students are instructed to park on campus, at the designated remote parking lots (First 
Presbyterian Church and AME Zion Church), and on the school side of the blocks around the perimeter of 
campus. Employees, parents/guardians and students are informed that parking in the neighborhood is 
strictly prohibited. 

 

Figure 7: Castilleja Vehicle Registration Sticker 
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Figure 8: Castilleja Vehicle Registration Required Flyer 

When an Upper School student is documented to have violated traffic/parking standards their student 
record is updated to reflect the infraction. In addition, an email is sent to the student, Upper School Dean 
of Students, and Division Head. Once the email is received by the Upper School Dean of Students, the 
infraction will be added to the student’s record. The Upper School Dean of Students and Grade Level 
Dean follows this enforcement process: 

1. First Infraction: The Dean of Students will ask the student to correct the traffic/parking infraction 
immediately.  

2. Second Infraction: The Dean of Students will ask the student to correct the traffic/parking 
infraction immediately and remind the student about the parking/traffic rules. The Upper School 
Dean of Students will meet with the student and inform the parents/guardians of the infractions. 
The Upper School Dean of Students will implement consequences compliant with the infraction.  

3. Third Infraction: The Upper School Dean of Students and Head of Upper School meet with the 
student and the student's parents/guardians. Driving privileges suspended for 2 weeks.  

4. Fourth Infraction: Driving privileges revoked for the remainder of the school year. 

For Middle School students who do not drive themselves to school but are driven by a person who 
receives an infraction, their name is also added to the Parking/Traffic Infractions spreadsheet and an email 
will be sent to the student, Grade Level Dean, and Division Head. If there are multiple infractions for the 
same student, Castilleja’s transportation manager will send an email to the Head of Middle School. The 
Head of Middle School follows this enforcement process: 

1. First Infraction:  Warning. 
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2. Second Infraction:  The Head of Middle School talks with the student. 
3. Third Infraction:  The Head of Middle School talks with the student and the parent/guardian. 

Parents or guardians who are caught violating school’s traffic, pick-up/drop-off, or parking requirements 
are added to the Parking/Traffic Infractions tracking document and the parent or guardian is emailed. The 
enforcement process for parents/guardians is as follows: 

1. First Infraction:  The parent/guardian receives an email explaining drop-off and pick-up 
procedures and rules.  

2. Second Infraction: The parent/guardian receives a stern warning and is notified that the next 
infraction will come with a fine.  

3. Third Infraction:  The parent receives a $50 fine from the School. 

Castilleja emails families regarding the parking/traffic/pick-up/drop-off policy, including traffic 
management for special events. The copies of mailings are included as Appendix F. 

5.3.1 Monitoring of Neighborhood Parking 

In addition to the 7 daily traffic attendants, there are floating attendants that sign up as part of the 
employee TDM requirement in the morning, midday, and during pick up to spot check the expanded 
parking area. The floating attendants look for cars that have Castilleja parking stickers. If the traffic 
attendants identify a vehicle with a Castilleja parking sticker the person is notified to move their vehicle 
immediately. Traffic attendants identified 13 cars in the current reporting period. 

Castilleja employees that sign up to monitor the corners in the morning and afternoon spot check the 
expanded parking area to watch for vehicles that drop-off or wait to pick-up a student. If they are 
identified, they are reminded about Castilleja’s CUP and transportation rules.  
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6. COA Matrix 
Table 12: Castilleja CUP Monitoring Requirements 
COA/MMRP Requirement Index 

Data and Metrics  

COA 24.b.i Driveway volume counts by 15-minute increments Appendix B and  
Appendix C 

COA 24.b.ii 

Driveways & Loading Zones – Average weekday AM peak trips and average weekday 
daily trips for the monitoring period, excluding construction trips, Special Event and 
Major Event dates and non-school days; summer school shall be separately reported 
and not averaged with the academic year.  

Section 4.2.2 

COA 24.b.iii 

  
Total average daily weekday trips and AM weekday peak trips during the week that 
the campus frontage street segments are evaluated by the City.  Section 4.2.2 

 

COA 24.b.iv The average daily weekday traffic volumes on the campus frontage City street 
segments (except Embarcadero).  Section 4.2.3 

COA 24.b.v 
The dates and number of times the average weekday daily trips and/or AM weekday 
peak trips exceeded. AM weekday peak and/or ADT exceedance threshold, including 
any special, limited circumstances such as trips during construction. 

Section 4.2.2 

COA 24.b.vi Rates of use of alternative transportation (% of mode split between bicycle, 
pedestrian, shuttles, etc.).  Section 5.1 

COA 24.b.vii 
Parking conditions (number of spaces within the garage used, number of spaces 
within surface lots used, extent (counts) of on-street parking adjacent to the School 
and in the expanded parking study area).  

Chapter 6 

COA 24.b.viii Bicycle parking counts (supply and demand) and dates, times, & attendance of 
bicycle repair clinics.  Section 5.2 

COA 24.b.ix 

Student drop-off/pick-up location counts and percentages by driveway. 

 

An electronically transmitted appendix to the report containing the raw data from 
the driveway counting devices for the monitoring period. (RLUA 24 b x) 

Section 3.2 and  
Section 4.1.2 

 

Appendix C 

COA 24.f Information on compliance with parking and drop-off requirements, including 
parking or drop-off in the surrounding neighborhood. Section 6.3 

MMRP 7a 
Drop-off lane discharge rates, and the average and maximum lengths of ingress and 
egress queues in the four 15-minute increments prior to the first bell and the 15-
minute increment following that bell.  

Section 4.1 
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COA/MMRP Requirement Index 

Data and Metrics 

COA 24.c How and where counts were conducted including any off-site data collected by an 
independent traffic engineering company.  

Section 4.2.1 and  
Section 4.2.3 

COA 24.d Installation, calibration methods, function and proposed maintenance of permanent 
traffic counting devices.  Section 4.3 

COA 24.d How records of traffic counts are to be preserved electronically Section 4.2.1 

COA 24.d Frequency of posting of traffic count data to the School’s website for accessibility to 
City officials and the public.  Section 4.2.1 

COA 24.e Detailed explanation of the pick-up and drop-off process as well as target pick-
up/drop-off distribution percentages. Section 4.1.1 

COA 24.i Provide a map of each parking study area, and description of methodology 
employed to capture off-campus parking. 

Section 6.2 and  
Figure 5 

Monitoring and safety operations 

COA 24.g The number of daily (while school is in session) onsite traffic attendants (COA 24 g) Section 4.1.1 

COA 24.h Use of traffic safety warning devices. (COA 24 h) N/A 

COA 24.j On and off campus Parking Management Strategies, Traffic Circulation Management 
Strategies and Event Traffic Procedures. (COA 24 j) Section 3.3 

MMRP 7a 
Traffic Monitor Staff are required to report any excessive vehicle queues, safety 
concerns, or other concerns or recommendations to improve safety and circulation to 
the administration. (MMRP 7a) 

Section 6.3 

TDM strategies 

COA 24.l Other programs provided by the School. (COA 24 l) Section 3.1 

COA 24.k Identify scope and breadth of TDM measures utilized. (COA 24 k) Section 3.1 

Additional information 

COA 24.n 
List the dates of special events that occurred in the period covered by the report, 
including times, attendance, and parking/traffic management efforts and results. 
(COA 24 n) 

Section 3.3 and  
Appendix A 

COA 24.m Provide the number of enrolled students for the period covered by the report. (COA 
24 m) Section 2 
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COA/MMRP Requirement Index 

COA 24.o Copies of mailings to families regarding the parking/traffic/pick-up/drop-off policy, 
including traffic management for special events. (COA 24 o) Appendix F 

COA 24.p List of disciplinary consequences for students and parents who do not cooperate 
with the parking requirements. (COA 24 p) Section 6.3 

MMRP 7a Traffic Monitor Staff reports and Castilleja’s response to each shall be summarized in 
the traffic monitoring reports. (MMRP 7a) Section 6.3 



 

 

Appendix A:  
Special Events Schedule (2024-2025) 







 

 

Appendix B: 
Field Data Collected by Third Party 
Vendor 



 

 

B1. Mode Split & Parking Occupancy Counts 











 

 

B2. Average Daily Traffic (ADT) Counts 















 

 

B3. Driveway Counts 

 



























 

 

Appendix C: 
Automated 15-Minute Driveway Count 
Data 
The automated driveway count data will be transmitted electronically as an Excel spreadsheet. 



 

 

Appendix D:  
Parking Demand, Supply, and 
Occupancy by Hour  



Castilleja School Parking Data

Count Dates: 1/29/2025 1/30/2025
Values reported are average of the two count days
Global Peak for Parking 2:00 PM
Number of Students 416

Melville Waverley

Alma-
Emerson

Alma-
Emerson

Emerson-
Bryant

Bryant-
Waverley

Embarc.-
Melville

Melville-
Kellogg

Kellogg-
Churchill

Embarc.-
Kellogg

Kellogg-
Churchill

Kellogg-
Churchill

S N N N E E E W W W
7:00 AM 9 11 1 3 10 1 5 0 1 4
8:00 AM 8 9 1 3 7 5 7 4 2 6
9:00 AM 10 10 9 2 8 6 7 11 4 9

10:00 AM 10 10 13 4 9 7 8 12 4 12
11:00 AM 10 9 13 5 8 8 8 12 3 11
12:00 PM 9 9 12 5 8 9 8 11 4 13
1:00 PM 10 8 12 5 7 10 8 11 4 11
2:00 PM 9 9 12 5 7 11 7 12 3 12
3:00 PM 9 10 10 5 7 13 6 11 2 9
4:00 PM 9 9 8 5 8 13 6 9 2 7
5:00 PM 10 10 10 4 8 11 4 8 2 4

Notes:
Adjacent streets at school frontages
Expanded study area

Total 
Vehicles Supply % Occupied

Rate (Parked 
Cars per 
Student)

Total 
Vehicles Supply % Occupied

Rate (Parked 
Cars per 
Student)

Total 
Vehicles Supply % Occupied

Rate (Parked 
Cars per 
Student)

7:00 AM 12 19% 0.028 7:00 AM 32 35% 0.076 7:00 AM 43 29% 0.103
8:00 AM 17 28% 0.041 8:00 AM 35 39% 0.083 8:00 AM 52 35% 0.124
9:00 AM 34 57% 0.082 9:00 AM 40 45% 0.096 9:00 AM 74 50% 0.178

10:00 AM 40 66% 0.095 10:00 AM 46 51% 0.109 10:00 AM 85 57% 0.204
11:00 AM 40 67% 0.096 11:00 AM 46 51% 0.109 11:00 AM 86 57% 0.206
12:00 PM 40 66% 0.095 12:00 PM 47 52% 0.112 12:00 PM 86 58% 0.207
1:00 PM 40 66% 0.095 1:00 PM 45 50% 0.107 1:00 PM 84 56% 0.202
2:00 PM 41 68% 0.097 2:00 PM 44 49% 0.106 2:00 PM 85 57% 0.203
3:00 PM 40 67% 0.096 3:00 PM 40 44% 0.095 3:00 PM 80 53% 0.191
4:00 PM 37 62% 0.089 4:00 PM 37 41% 0.088 4:00 PM 74 49% 0.177
5:00 PM 37 61% 0.088 5:00 PM 33 37% 0.079 5:00 PM 70 47% 0.167

Notes:
Top 2 Highest Demand

Bryant Loop
General ADA Visitor General ADA Employee Employee EV ADA Reserved M/C Food Visitor

7:00AM 0 0 0 0 0 11 1 0 7 0 0 0
8:00AM 0 0 0 0 0 19 3 0 7 0 1 1
9:00AM 0 0 0 0 0 21 3 0 8 0 1 0

10:00AM 0 0 0 0 0 21 3 1 9 0 1 2
11:00AM 0 0 0 0 0 21 3 1 9 0 1 2
12:00PM 0 0 0 0 0 21 3 1 7 0 1 3
1:00PM 0 0 0 0 0 21 3 1 8 0 1 1
2:00PM 0 0 0 0 0 22 2 1 8 0 1 2
3:00PM 0 0 0 0 0 18 3 0 6 0 1 2
4:00PM 0 0 0 0 0 15 2 0 7 0 1 1
5:00PM 0 0 0 0 0 18 2 1 8 0 1 1

Total 
Vehicles Supply % Occupied

Rate (Parked 
Cars per 
Student)

Total 
Vehicles Supply % Occupied

Rate (Parked 
Cars per 
Student)

Total 
Vehicles Supply % Occupied

Rate (Parked 
Cars per 
Student)

Total 
Vehicles Supply % Occupied

Rate (Parked 
Cars per 
Student)

Total 
Vehicles Supply % Occupied

Rate (Parked 
Cars per 
Student)

7:00 AM 0 0% 0.0000 7:00 AM 0 0% 0.0000 7:00 AM 19 47% 0.0445 7:00 AM 0 0% 0.0000 7:00 AM 19 19% 0.0445
8:00 AM 0 0% 0.0000 8:00 AM 0 0% 0.0000 8:00 AM 30 77% 0.0721 8:00 AM 1 10% 0.0012 8:00 AM 31 34% 0.0733
9:00 AM 0 0% 0.0000 9:00 AM 0 0% 0.0000 9:00 AM 32 81% 0.0757 9:00 AM 0 0% 0.0000 9:00 AM 32 35% 0.0757

10:00 AM 0 0% 0.0000 10:00 AM 0 0% 0.0000 10:00 AM 33 85% 0.0793 10:00 AM 2 30% 0.0036 10:00 AM 35 38% 0.0829
11:00 AM 0 0% 0.0000 11:00 AM 0 0% 0.0000 11:00 AM 34 86% 0.0805 11:00 AM 2 30% 0.0036 11:00 AM 35 39% 0.0841
12:00 PM 0 0% 0.0000 12:00 PM 0 0% 0.0000 12:00 PM 32 81% 0.0757 12:00 PM 3 50% 0.0060 12:00 PM 34 38% 0.0817
1:00 PM 0 0% 0.0000 1:00 PM 0 0% 0.0000 1:00 PM 32 82% 0.0769 1:00 PM 1 20% 0.0024 1:00 PM 33 37% 0.0793
2:00 PM 0 0% 0.0000 2:00 PM 0 0% 0.0000 2:00 PM 33 85% 0.0793 2:00 PM 2 40% 0.0048 2:00 PM 35 18% 0.0841
3:00 PM 0 0% 0.0000 3:00 PM 0 0% 0.0000 3:00 PM 28 71% 0.0661 3:00 PM 2 30% 0.0036 3:00 PM 29 15% 0.0697
4:00 PM 0 0% 0.0000 4:00 PM 0 0% 0.0000 4:00 PM 25 63% 0.0589 4:00 PM 1 20% 0.0024 4:00 PM 26 13% 0.0613
5:00 PM 0 0% 0.0000 5:00 PM 0 0% 0.0000 5:00 PM 29 73% 0.0685 5:00 PM 1 20% 0.0024 5:00 PM 30 15% 0.0709

Notes:
Top 2 Highest Demand

Kellogg Emerson Bryant

60

Adjacent Streets

25

 Bryant Admin Lot (Employee and Visitor)

89

26

Table D3: Average Parking Demand from Field Count, On Campus Parking

39

Table D1: Average Parking Demand from Field Count, On-Street Parking

Table D2: Average Parking Demand Summary, On-Street Parking

Senior Lot Kellogg Employee Lot

Expanded Study Area

149

Adjacent Streets + Expanded Study Area

Time

Time Time Time

90

Time

Time

Table D4: Average Parking Demand Summary, On Campus Parking
Senior Lot Kellogg Employee Lot All On Campus Parking Lots

Time Time

 Bryant Admin Lot (Employee and Visitor)

Time

Bryant Loop

5

Time



 

 

Appendix E:  
Traffic Monitoring Guidelines 



Traffic and Neighborhood Monitoring
Guidelines

Thank you for signing up to assist with our morning/afternoon traffic and/or neighborhood monitoring as
required by our CUP. Your help with this will offset your TDM requirements.

We have opportunities for monitoring traffic and parking during the morning/afternoon drop-off and pick-up
as well as opportunities throughout the day for monitoring parking in the surrounding neighborhood.

All monitors are required to wear a yellow vest which can be picked up at the maintenance office.

If you witness any traffic, pick-up/drop-off or parking infraction please email the transportation team at
transportation@castilleja.org with the student/parents name and a description of the infraction.

At all driveways, please report any excessive vehicle queues, safety concerns, or other recommendations
to improve safety and circulation to transportation@castilleja.org.

General Guidelines for Monitoring Drop off and Pick up at all Driveways
- No left turns into or out of the driveways. Right turns only. NO EXCEPTIONS! and no U-turns.
- Students must be prepared to exit the vehicle without delay. Parents should remain in the vehicle.
- Make sure students are not being dropped off or picked up in the middle of the street or across

the street and that anyone affiliated with Castilleja is not parking on the neighbor’s side of the
street.

- Cars parking on the curbside need to pull up to the next car parked in front of them. The first car
needs to pull up as far as possible.

- Monitor the cars that exit the driveways and help them avoid oncoming cars, bicyclists and
pedestrians.

- Advise drivers of any violation that they commit and write down the violation and drivers name to
be recorded later. You can use the clipboard provided from the maintenance office or send an
email to transportation@castilleja.org .

- Middle school students get dropped off and picked up at the Bryant St. driveway. Upper school
students get dropped off and picked up at the Kellogg driveway. Carpools drop off and pick up in
the employee parking lot driveway. Carpools are 2 or more students being dropped off, a student
and an employee or 2 employees.

- Traffic monitors are required to report any excessive vehicle queues, safety concerns, or traffic
violations. For reporting please use the transportation@castilleja.org email.

- The Transportation Department will contact the appropriate administrator and inform them of the
violation.

Bryant St. Driveway
- No left turns into or out of the driveways. Right turns only. NO EXCEPTIONS!

Driveway Exit:
- Stand so the drivers can see you clearly and you can see the street traffic. It is your

responsibility to put your hand up to stop the driver until you give them the all clear to
proceed. Bryant street is a bike boulevard and it is very important that you make sure the
bike traffic is clear before giving a driver the all clear to proceed.

Driveway Entrance:
- Stand so the drivers can see you clearly and you can see the street traffic. There are two

paths on this driveway. You will want to make sure drivers are using both. If the traffic is
backing up onto the street you will need to communicate with the person working the

mailto:transportation@castilleja.org
mailto:transportation@castilleja.org
mailto:transportation@castilleja.org
mailto:transportation@castilleja.org


Traffic and Neighborhood Monitoring
Guidelines

center driveway and let them know the front person needs to circle around.
Center Driveway:

- Stand on the inside of the crosswalk. You will need to supervise the drivers and students.
Stop drivers when students are in the crosswalk.

- Ask drivers to circle around if their student is not present and there is a back up. The
right side of the driveway is for staging and drivers must stay with the vehicle. The left
side must continue to flow through.

- If the line of cars starts to back up onto the street and the front car’s student is not ready
to be picked up the driver will have to circle the block and get back in the queue.

Kellogg Avenue Driveway
- No left turns into or out of the driveways. Right turns only. NO EXCEPTIONS!
- Watch for students being dropped-off or picked-up in the middle of the street or across the street.

If you see a violation, take down the name of the student and send an email to
transportation@castilleja.org .

Driveway Exit
- Hold traffic when students are exiting the bus to make sure the students are clear before

letting cars exit.
- Hold cars until it is safe to exit.

Driveway Entrance
- Monitor the flow of traffic into the driveway.
- If the line of cars starts to back up onto the street and the front car’s student is not ready

to be picked up the driver will have to circle the block and get back in the queue.
- Report any excessive queues or safety concerns to transportation@castilleja.org.

Emerson Driveway Exit
- No left turns into or out of the driveways. Right turns only. NO EXCEPTIONS!
- Make sure cars parking on the curbside pull up to the next car parked in front of them. The first

car needs to pull up as far as possible.
- Watch for students being dropped-off or picked-up in the middle of the street or across the street.

If you see a violation, take down the name of the student and send an email to
transportation@castilleja.org .

Senior Lot Entrance/Exit
- Seniors must make right turns into and out of the Senior parking lot.
- Make sure no parent/guardians are dropping students off in the Senior lot. Please report any drop

offs in the senior lot to transportation@castilleja.org.
- Make sure Seniors are only parking in valid parking spots.
- Walk the parking lot to make sure all cars parked in the Senor Lot have a sticker and report any

cars that do not have stickers.

mailto:transportation@castilleja.org
mailto:transportation@castilleja.org
mailto:transportation@castilleja.org


Traffic and Neighborhood Monitoring
Guidelines

Corner Monitoritoring
- If you are signed up for corning monitoring in the AM or PM please arrive 20 minutes prior to the

start or end of the school day. Pick one of the following locations: Embarcadero/Bryant,
Bryant/Kellogg, Kellogg/Emerson, and Emerson/Melville.

- Pick up the clipboard for recording activity at the maintenance office and return the clipboard
along with the recording sheet after you have completed your shift.

- Ask students and employees who are walking to campus where they are walking from.
We want to identify if they were dropped off or picked up in the surrounding
neighborhood. If you suspect they were dropped off or picked up in the neighborhood,
notify the offender about the rules and let them know this is their first warning and mark
down their name, grade, offense.

- Look down the streets to see if anyone coming to Castilleja is parking or getting dropped
off in the neighborhood. Advise those who have parked or have gotten dropped off in the
neighborhood that it is a violation of our CUP and they will be reported. Write down the
violation and name of the student or driver for follow up.

Neighborhood Monitoring
- If you are signed up for neighborhood monitoring you can do this during your free period

throughout the school day.
- Please walk up to 2 blocks from Castilleja on the following streets: Kellogg Avenue,

Waverley, Bryant, Emerson, Melville (Between Emerson and Alma). You are looking for
cars with either a student or employee sticker. If you identify a vehicle parked in the
neighborhood that has a Castilleja parking sticker, report the sticker and make of car to
transportation@castilleja.org.

- The Transportation Department will contact the appropriate administrator and inform
them of the violation. The employee or student will be asked to move their car and the
infraction will be entered into our parking infractions form.



 

 

Appendix F:  
Communications to Families, 
Employees and Visitors



 

 

F1. Employee TDM Email January 2025 

Sent out January 2nd, 2025 

Dear Colleagues, 

Happy New Year! I hope you had a restful and rejuvenating break. As we approach the second semester, I 
want to express my sincere gratitude to each of you. Thank you for your incredible support in helping 
reduce trips to campus, volunteering to drive shuttles, and monitoring traffic and parking. I would also like 
to take a moment to provide a few reminders and updates regarding traffic management around campus. 
Adhering to our Transportation Demand Management (TDM) plan is not only essential for maintaining 
our CUP compliance, but it is also a critical part of our shared responsibility as a community. You play a 
vital role in ensuring the success of our TDM goals and the long-term future of the school.   

7. TDM Updates 

Alternative Transportation/Traffic Monitoring 

I’m thrilled to share that we are making great progress toward our car count goals, and it's all thanks to 
your collective efforts! Each of you should feel proud of the important role you're playing in achieving 
these results. Your continued commitment to our shared TDM responsibilities is truly making a difference. 
By embracing alternative transportation and supporting the traffic brigade, you're helping create a more 
sustainable and efficient campus experience for everyone. As a reminder, we can always use extra help 
with traffic brigade. If your schedule permits, please consider signing up. 

Incentive Payments and Daily Transportation Survey 
Your first TDM incentive payment (covering August 22–November 22) has been processed and was 
reflected in your 12/6 paycheck. Remember, we use the daily transportation survey to calculate these 
payments and for record keeping purposes as related to traffic brigade and monitor report data which is 
reported to the city. Please ensure you complete your daily transportation survey to help us 
maintain accurate data reporting. 

TDM Reimbursement 
Have you taken advantage of your $50 TDM reimbursement? Use it for items that enhance your 
commute—consider this a small way to make your travel easier. To apply for your TDM reimbursement, 
please complete the TDM Reimbursement Form, which can be found under the Business tab on the 
Employee Portal. Once filled out, place it in my box in the mail room. Please note that eligibility requires 
completing your daily transportation survey and actively using alternative modes of transportation. 

8. Assistance Needed: Traffic Support and Shuttle Driving 

To offset your on campus parking needs, please consider: 

• Driving a shuttle (contact Vince for scheduling) 



 

 

• Sign up for traffic brigade which includes: 

◦ Monitoring morning drop-off or afternoon pick-up 

◦ Checking for unregistered cars 

◦ Daytime neighborhood street monitor 

◦ Curbside parking monitor 

Parking Guidelines: 

• Parking is permitted only on campus, our remote lot at AME Zion, or on the school side of blocks 
around campus. Parking in the neighborhood is strictly prohibited. 

• Any car driven to campus must be registered and display a sticker. 

9. Thank You 

Your individual efforts are vital to our success as a community. Thank you for continuing to support the 
TDM program. As always, please do not hesitate to reach out if you have any questions or you need to 
discuss alternative traffic brigade responsibilities 

  

https://docs.google.com/spreadsheets/d/1fizI5rVCCWjgYA5PdqW6VISfzilYkVPM9bkqc6pFCVw/edit?gid=1105535330#gid=1105535330
https://docs.google.com/forms/d/e/1FAIpQLSfrENv3_PNLZd3n3JQIEuvbjPZa1aK8INKAOPXrDpgX1pLR0Q/viewform


 

 

F2. Email to Casti Employees 

Good morning, Colleagues!  

I'm reaching out to request that you make alternative parking arrangements on (Date and Event Name) 

To help ensure adequate parking for our visitors and comply with our Conditional Use Permit, we kindly 
ask that you avoid bringing a car to campus if possible. Alternatively, you may park at AME, where shuttle 
pick-up is scheduled for 8:10 am. If you need a ride outside these times, please call our transportation line 
at 650-470-7878. 

Thank you for your help in making this event successful for our guests. 

 



 

 

F3. CastiNews Transportation Communications 2024-25 

Our weekly all-community newsletter, “CastiNews,” always includes the following transportation and TDM 
blurbs: 

TRANSPORTATION 

Thank you for your support and cooperation! 

AFTER-SCHOOL TRANSPORTATION FOLLOWING ATHLETICS 

We offer the following transportation options: 

• Morning and afternoon bus/shuttle  

• Shuttles between campus and the University Avenue Caltrain station from 7:40 to 8:20am and 
from 3:20 to 6:35pm. 

• If your student participates in after-school athletics, you will need to either pick up your student 
from campus, or have them take the Caltrain shuttle. Teams practicing off campus will be driven 
back to campus for pick up. 

Questions about Transportation? Email transportation@castilleja.org. 

 

SHUTTLES 

Castilleja offers morning and afternoon shuttle service from numerous locations, including the Palo Alto 
University Avenue Caltrain station. Review the shuttle routes and find the morning and afternoon 
shuttle signup forms here.  

 

TRANSPORTATION AND PARKING PORTAL 

Please familiarize yourself with our Transportation and Parking Portal for families. Here you will find 
details about: 

• Shuttle routes 

http://email.notify.castilleja.org/c/eJxUz71uwyAUQOGngS0WPxcwA0MXv4aFAce0BCy4jdW3r5It85E-6YRW0Qdcc3RcCQkANLq0GR1pctwIKQAUk_Rws5oNM1pFa7WyGgD2sINkZrZJxmhodlpv2u7GqmgZX_m-mcA5s0kQYKUFX442cHr4XGhxB-I5iPwiYiFiua5rCn5gLiV9-6n1OxELdl_H2Tp6zK3efI230_efXF9xhCPF35IGfYG53t8PsxZipt3Vx1_qgwD7RCm62jDvObzJdaT-zCHRpxP_AQAA__-8tVYd
http://email.notify.castilleja.org/c/eJxUzkGOrCAQANDTwK6NIBbtgsXfeA1TFqD8ocFApc3cfjK9mwu8PKqFkXhL3qlZT8YY6V3YLXgZnLLaLKBmAHk6-4xIMcIMRAHUpMFamD2qcSZS5GVyAH70k9KLBbNvKu6WrFU6CDPmSpjP2nl4Ycoyu5P56mL6J_Qq9Hrf90DYOeUc_uNQ2yH0yg1Lv2pj5FTLA4t_XNi-UjnkL5LK8WkvBp4gmyuv79C6MONfSLIrlVNM9GG2Hto7UZBvp38CAAD__4JbUsE


 

 

• Car registration 

• Pick up/drop off instructions 

• Carpool with other families 

You can find it under "Transportation" in the Parent/Guardian Portal. Questions about TDM and 
Transportation? Contact Assistant Superintendent of Buildings and Grounds Vince Dailey and/or 
Director of Campus Operations Nikki Myers. 

 

REGISTER YOUR CAR/PARKING STICKER 

All student and parent/guardian vehicles that come to campus must have a parking sticker affixed to 
the vehicle's front windshield. Register your vehicle here. Once your registration request has been 
processed, your parking sticker(s) will be mailed to you. 

 

DROP OFF AND PICK UP  

• Middle School students should be dropped off and picked up at the Bryant Street driveway. 

• Upper School students should be dropped off and picked up at the Kellogg Street driveway. 

• Please do not arrive early. Students are dismissed at 3:15pm, so 3:20pm is a good time to arrive 
to pick up your student. If cars are backed up in the driveway and onto the street, you will be 
asked to circle the block if your student is not ready at their pickup location. 

• Pick up after athletic practices, rehearsals, and other after-school activities will be in the 
Employee Lot by the pool gate (accessed via Kellogg) or in the Admin Lot. 

Dropping off or picking up anywhere in the neighborhood is strictly prohibited. This includes 
waiting in your car for dismissal. Remember to always follow the instructions of the parking 
attendant and monitors.  

 

http://email.notify.castilleja.org/c/eJwcj02L4jAAQH9Nciz5bj3kIKwBV3F15yJeSj5rJG1Kkukw_35wzg_e49m8NG3bGJ3EnFDGGHTSm1446CXuCR3YjmAEn5JZ3vN-GLThhmuGOKWu9y5gjoywlsIohTDB7ULPveF-xJgIjLDgJBDAUMpWp2eurZt1TDDJZ2trBXQPiAJEuWxrN-U8Jd_ZPAOiQi5zfRNAlAdEYbU_rrfzRyiHy0bH6-X8cHShf2_Hw-dmXteHxvo0HC-n_b_rvfxZpztez__RDRC1Rf_11sF3Oi7T7-6wQ0LAIpf525cKGLK6tpiSf-kulwk2ueQWQ7S6xbyM1ZctWg83SX4CAAD__xH-YeA


 

 

CIRCULATION 

If you must drive, please follow these guidelines when driving through the neighborhood:  

• Traffic flows clockwise (right turns only) 

• No left turns into or out of campus driveways are permitted at any time. 

• No pick-up or drop-off is allowed in the street. All cars must travel through Castilleja’s 
driveways in order to drop-off or pick-up. 

• Watch for bicycles and pedestrians: Bryant Street is an official Bike Boulevard. Exercise special 
caution when driving and parking on Bryant Street. 

• No double-parking is permitted at any time. 

Please see the campus circulation map here. 

 

http://email.notify.castilleja.org/c/eJxEkL2O6yAUhJ8GSssc83NTUESRqO8bWBgf28fBkAUcZd9-lWil7aaZmU9fyKn50EaarVAwSCn5bHEyeuZohQF50UJpzTe7IGqpvDIKQ-infgHjB6HFpAcvhFCcrNZzPw8CLkbLaRTLZIIxApDJPubg45Zr6w5PkUe7tfaobLgycAxcwZrPErB2CyUfKzXsEjYGjg6_YmXgltGfLTO4ff0G9xQGhl5J_U8zcMHXRjHi7hm4131XS9q314D9frYpBjkxcDd_PM7635c7pfWa5huVcEbfKKfukVb-ZqO0fmxc3ru82HR8Y6lM9n8HXS4rbzblRguFT32sWJ4UkD8t_AQAAP__BrJvXg


 

 

F4. CastiNews Special Events Blurbs Nov-Feb 2024/25 

As per our CUP, we include special event parking information in our weekly newsletter, CastiNews. Below 
are CastiNews blurbs from this monitoring reporting period: 

November 01, 2024: 

UPPER SCHOOL MUSICAL 

If you are coming to campus for the Upper School musical, please try to carpool, take the train, walk, or 
bike whenever possible to help us reduce the impact on the neighborhood. If you bring a car to 
campus, please park in the visitor spots in the Bryant driveway or the campus side of the street on 
Bryant, Kellogg, and Emerson. To maximize space, please pull forward to the end of the curb or the next 
car in front of you. Per our CUP, there is no parking allowed in the neighborhood. There will be 
additional parking available at Palo Alto High School and a shuttle upon request. Please call the 
transportation line to request a shuttle at 650-470-7878. 

November 8, 2024: 

NEW! GRANDPARENTS AND SPECIAL FRIENDS DAY 

If possible, guests should arrange to be dropped off at one of our two designated drop-off points: the 
Carved Doors in the Bryant driveway or at the parking lot next to the pool (third driveway on Kellogg), 
entering through the pool gate. Those guests who drive to campus can park on the campus side of the 
street along Bryant, Kellogg, and Emerson. To maximize available space, cars should pull forward to the 
end of the curb or to the next car in front. Please note that parking in the neighborhood is not allowed, 
as it violates our Conditional Use Permit (CUP). 

November 15, 2024: 

NEW! LANE CLOSURES 

• Starting today there will be a lane closure on Emerson Street for fire and water offsite work. 

• The hours of the closure will not impact drop-off and pick-up. 

• Likely two to three days for completion. 

• Only one lane at a time. 

• There will be flaggers present to direct traffic. 



 

 

December 6, 2024: 

NEW! WINTER CONCERT 

If you are coming to campus for the Winter Concert, please try to carpool, take the train, walk, or bike 
whenever possible to help us reduce the impact on the neighborhood. If you bring a car to campus, 
please park in the visitor spots in the Bryant driveway or the campus side of the street on Bryant, 
Kellogg, and Emerson. To maximize space, pull forward to the end of the curb or close to the next car in 
front of you. Per our CUP, there is no parking allowed in the neighborhood. There will be additional 
parking available at Palo Alto High School and a shuttle upon request. Please call the transportation line 
to request a shuttle at 650-470-7878. 

 

NEW! LANE CLOSURES 

• From Wednesday, December 11 until Friday, December 20 there will be a lane closure on 
Emerson Street for fire and water offsite work. 

• The hours of the closure will not impact drop-off and pick-up. 

• Only one lane at a time. 

• There will be flaggers present to direct traffic. 

December 13, 2024: 

NEW! LANE CLOSURES 

There will be a lane closure on Emerson Street which began Wednesday, December 11 until Friday, 
December 20, for fire and water offsite work. 

The hours of the closure will not impact drop-off and pick-up. 

There will be flaggers present to direct traffic, and there will only be one lane closure at a time. 

January 10, 2025: 



 

 

NEW! CONSTRUCTION UPDATE 

We expect increased truck traffic starting next Wednesday, January 15. As usual, truck drivers will be 
limited in their routing, entering, and exiting the construction site at Emerson Street and will avoid 
Castilleja’s busier drop-off and pick-up times. Flaggers will be present to ensure safety. Please refer to 
the truck driving route for reference.  

 

January 31, 2025: 

NEW! PARKING FOR MIDDLE SCHOOL MUSICAL  

Please try to carpool, take the train, walk, or bike whenever possible to help us reduce the impact on the 
neighborhood. If you bring a car to campus, please park in the visitor spots in the Bryant driveway, the 
employee parking lot or the campus side of the street on Bryant, Kellogg, and Emerson. To maximize 
space, please pull forward to the end of the curb or the next car in front of you. There will be additional 
parking available at Palo Alto High School with the exception of Friday, February 7th, when parking will be 
available at University AME Church located at 3549 Middlefield Rd, Palo Alto, 94306. A shuttle is available 
upon request. Please call the transportation line to request a shuttle at (650) 470-7878. Per our CUP, there 
is no parking allowed anywhere else in the neighborhood. 

February 14, 2025: 

NEW! AFTER-SCHOOL PICK-UP AT THE BRYANT DRIVEWAY  

We kindly ask that you do not arrive before 3:15pm for student pick-up after school. Maintaining a steady 
traffic flow is essential to staying in compliance with our Conditional Use Permit (CUP) and reducing 

http://email.notify.castilleja.org/c/eJxEzsFq7CAUANCv0WXQq9HJwsVjHqHrQjfdBGOuiYNRGy9D-_dlVv2AAyfUQj7QkjYnR1Baa745XK3ZODpp1Q3MZITih7NamhhEiDpsJhoFEgGMxnVc5Sis5skZO62oplVDNNMiIaibtBKiYFrkGnw-aqfh9Cnz7A6i1pn6x2BmMJ--9cG3Nuy1DntmMLf2be6w7Z9v74-v-8d_y18wlf11BSuMlPxy5fzBqzMtgu-UcsaHH-q1c3KlUoopeEq1LB2vZwrICYsvtBR_ovsT_OngNwAA__8EoFTC


 

 

disruptions to the neighborhood. Additionally, Castilleja families are not permitted to pick up students in 
the neighborhood. Thank you for your cooperation. 

February 28, 2025: 

NEW! MS SOCIAL PICK-UP LOCATIONS FOR FRIDAY, MARCH 7 

• 6th grade—pick-up will be at the Bryant driveway 

• 7th grade—pick-up will be the Kellogg driveway 

• 8th grade—pick-up will be at the employee driveway by the pool 

 

NEW! UPCOMING EVENT PARKING 

• Parent guardian reception with Dr. Betty Noel-Pierre on Thursday, March 6: Campus Parking 
lots and curbside parking on the campus side of the street. 

• Parent guardian coffee with Dr. Betty Noel-Pierre on Friday, March 7: Campus Parking lots and 
curbside parking on the campus side of the street. 

• Dance Production on Friday, March 14 and Saturday, March 15: Campus parking lots, curbside 
on the campus side of the street and Paly's parking lot on Embarcadero. Please follow the 
instructions of the parking attendants. 



 

 

F5. Student/Parent TDM Communication 2nd Semester 24-25 

Sent January 2nd, 2025 

Dear Castilleja Families, 

Happy new year! I hope you had a restful break. As we approach the start of the second semester, I’m 
excited to share some great news: we achieved our Traffic Demand Management (TDM) goals in 
staying under our car counts for the fall semester! I want to sincerely thank each of you for playing a 
vital role in this achievement. I recognize that reducing car trips takes thoughtful planning and 
coordination, and your commitment has truly made a difference. This is a win our entire community can 
be proud of—thank you again! 

As we begin the second semester, I’m confident we’ll continue these positive habits and build on our 
success. Below, you’ll find a reminder of our transportation policies. (All of these details are also available 
on the Transportation Portal.) 

Transportation Demand Management Plan 

• Picking up, dropping off, parking, and idling in the neighborhood is strictly prohibited, as it’s in 
violation of our Conditional Use Permit (CUP).   

• If you happen to arrive at school before your student is ready for pick up, please do not park in 
the neighborhood to wait but you may park on the school side of the street around the perimeter 
of campus. There are often open spots on Emerson on the school side of the street at that time of 
day. Please follow the guidance of our traffic monitors if they ask you to circle the block.  

• Any car you drive to campus needs to be registered and have a sticker on the front windshield.  

• During our campus modernization project, seniors may park off campus at First Presbyterian 
Church at the corner of Cowper St. and Lincoln Ave.  

• Juniors may park at AME Zion Church and take a school shuttle to campus.  

• To support our bicyclists, we have a bike repair station for students next to the maintenance 
office. Be sure to read CastiNews for details about repair clinics that will be offered this semester. 

• Read CastiNews for detailed community parking instructions, including during parent/guardian 
events. 

Thank you again for your continued support and efforts to reduce trips to campus. You are making a 
difference! We look forward to a wonderful second semester at Castilleja. 

Warmly, 

Nikki Myers 

Director of Operations 

http://email.notify.castilleja.org/c/eJxUzk1uwyAQQOHTwC5RGDCYBYtucg1r-LFNi8GCUazevko3VQ_wPr3QKmGgJUcnJpBKKR5d8kZHnpwwUk2TlQr47vzkLWjr0RppVLRzBBtAQ5i1kLP1PDtttFRaB68irItYvX3M0prE1KO0gGVvg-4H5sKL24nOweQHgyeD53Vd94CDcinpE--tbwye1LGOs3VCyq3esMbbif0r142_kVy39zZMUgjg3dXjO_XB1OM_xMnVRnnN4ZdZRuqvHBKnVLHSUvFI7q_gLwc_AQAA__-xmFro
http://email.notify.castilleja.org/c/eJxEj72OozAYRZ_GLhH-bAwULiJtkLKJsslOE6VB_iWOwEa2h9G8_Yhq6qt7jo6OoUhdRm8EaYAyxrARVrXcYCtIS1nT9JQBfgnnnG4M1Ep1hoOxVKneKM5bzqHhfYe94C2njHOtmAE3Eqf6uqN9axGr56jl_Iq5VIv0M57Fq5Q1I3pAMCAYTNS5mmKcZlvpuCAYXExL3hcEg0UwkOFwWu-XD5eO142Ot-vlaWigf--n4-em3renJPLcna7nw7_bI_1ZpwdZL__rO4Jh8_Zrx-Fd7cO0x0JDCQGcRFi-bcqI1Vrm4ufZvmUV04SLCLF457UsPoYx27R5bXGxQYYyBrlY8fvAm4CfAAAA__8pVWrM


 

 

F6. Email to MS Parents/Guardians 

Date sent: 2/10/25 

Dear Parents and Guardians, 

To help minimize congestion in the driveway and, more importantly, on the road, we kindly ask that you 
do not arrive for student pick-up until AFTER 3:15 PM when classes are dismissed. Maintaining a steady 
traffic flow is essential to staying in compliance with our Conditional Use Permit (CUP) and reducing 
disruptions to the neighborhood. 

Additionally, Castilleja families are not permitted to pick up students in the neighborhood. This is a direct 
violation of our CUP and may result in fines, reduced admissions, and other consequences. We greatly 
appreciate your support and cooperation in following these guidelines. If you have any questions, please 
don’t hesitate to reach out. 

Nikki Myers 

Director of Campus Operations and Compliance 



 

 

F7. Visitor Parking During Drop Off/Pick Up 

This is the communication that goes out to visitors from various employees and departments when they 
have visitors on campus that may interfere with drop off or pick up time. 

*Parking is available on the school side of the street on Bryant, Kellogg and Emerson. Parking is also 
available in the 2 visitor spaces at the end of the Bryant Driveway or in the employee parking lot next to 
the pool (please see map). Parking in the neighborhood is not permitted and is in violation of our 
CUP. 

 



 

 

F8. Visitor Parking for Sporting Events to Opposing Schools 

 

Visitor Parking 

Designated visitor parking will be in the Bryant Street Driveway between the hours of 8:40am and 2:50pm 
and after 3:45pm on weekdays. Visitors may park on the right side of the Bryant Street Driveway in the 
designated spots. If none of these spaces is available, you may look for parking on the school side of the 
street. 



 

 



 

 

F9. Beyond The Circle Guest Parking Instructions 

Visitors may park in the last 2 spots of the Bryant Street Driveway, in the employee parking lot and on the 
school side of the street on Bryant, Emerson and Kellogg. Parking anywhere else in the neighborhood 
is a violation of our Conditional Use Permit (CUP). Please see attached map for your reference. 



 

 

F10. Admission Visits Parking 

Daily Admissions Visits Communication 

Directions and Parking 

• All Campus Visits will be held at 1310 Bryant Street, Palo Alto 

• For directions to Castilleja, please click here. 

• In response to community traffic concerns, Castilleja asks all guests visiting the school to please 
be sensitive to where they park. 

• Please park in the designated visitor spots in the Bryant Street driveway (see map). 

• Please only make right turns in and out of Castilleja driveways. To avoid turning left into our 
driveways, please take Embarcadero Road, to turn on Bryant Street. 

 

Admissions Preview Events Communication 

Directions and Parking 

In response to community traffic concerns, Castilleja is asking all guests visiting the school to please be 
sensitive to where they park. You are encouraged to arrive early. The program will begin promptly at 9:00 
am, and check-in will begin at 8:30 am. Once you are checked in and before the start of the program, 
there will be refreshments for you to enjoy, and our parent and student ambassadors look forward to 
talking with you! 

Parking Options 

• Castilleja Campus  - There will be limited spots surrounding the Castilleja campus, and parking 
attendants will be available. Only park on the Castilleja side of the street.  

http://goo.gl/maps/4eZuN
https://www.castilleja.org/fs/resource-manager/view/e0043e8b-292e-421e-b7a3-9ca93beb47e0


 

 

• Palo Alto High School - Families are encouraged to park at Paly High School and plan for a 10-
minute walk to the Castilleja campus. Please wear comfortable footwear for the walk from Palo 
Alto High School. Direction can be found here. 

 

https://www.google.com/maps/place/Parking+lot,+Palo+Alto,+CA+94306/@37.4374528,-122.1589877,179m/data=!3m1!1e3!4m6!3m5!1s0x808fbb24108933e5:0x8cb1493510734f52!8m2!3d37.4369262!4d-122.1589051!16s%2Fg%2F11c12g7hkq?hl=en&entry=ttu&g_ep=EgoyMDI0MDkyMy4wIKXMDSoASAFQAw%3D%3D


 

 

F11. Guest Speakers for Global Week 

Parking instructions for Guest Speakers: 

The parking entryway is on Kellogg Avenue between Emerson St. and Bryant St. (see map below). Google 
Map coordinates here. 

Jessica Yonzon will meet you at the parking lot. Please text her at 703-774-6385 when you arrive. 

 

Parking instructions for all other global week visitors: 

The parking entryway is on Bryant Street between Embarcadero and Kellogg (link to Google maps).  

Visitor Parking 

Designated visitor parking will be in the Bryant Street Driveway 

between the hours of 8:40 am and 2:50 pm and after 3:45 pm on weekdays. Visitors may park on the right 
side of the Bryant Street Driveway in the designated spots. If none of these spaces are available, you may 
look for parking on the school side of the street on Bryant, Emerson and Kellogg. Parking in the 
neighborhood is a violation of our CUP. 

 

https://docs.google.com/document/d/1a7IJluOTgwlF4H8uHxOpogYAO1AEj59k7LV9-_nsGWI/edit?tab=t.0#bookmark=id.1ltbfn39pxw8
https://www.google.com/maps/place/37%C2%B026'16.3%22N+122%C2%B009'05.1%22W/@37.4378468,-122.1539974,17z/data=!3m1!4b1!4m4!3m3!8m2!3d37.4378468!4d-122.1514225?entry=ttu&g_ep=EgoyMDI0MTIxMS4wIKXMDSoASAFQAw%3D%3D
https://maps.app.goo.gl/ACz8Ue1c4mQHGNJt9


 

 

F12. Charter Bus Comms 

Dear [Charter Company Name], 

Thank you for assisting with our athletic transportation needs. To ensure a smooth and efficient process, 
we kindly ask that all drivers follow the procedures outlined below for drop-off and pick-up at Castilleja 
School: 

1. Pick-Up Location: 

◦ Buses should pick-up students at the corner of Kellogg Ave and Emerson Street (see attached 
map) 

◦ If the zone is occupied upon arrival, please circle around until the zone becomes available. 

2. Parking and Waiting: 

o Buses can not park or idle in the neighborhood 

3. Drop-Off Location: 

◦ Buses should return to the same designated loading zone for student drop-off. 

◦ Please ensure the bus is pulled up fully into the designated zone to avoid blocking traffic. 

4. Communication: 

◦ Drivers should contact Vince Dailey (650-470-7711) upon arrival to confirm their location and 
readiness for loading or unloading. 

We appreciate your cooperation in adhering to these procedures. If there are any questions or if further 
clarification is needed, please don’t hesitate to reach out. 



 

 

F13. Middle School Musical Parking 

Parking Information for MS Musical: 

Please try to carpool, take the train, walk, or bike whenever possible to help us reduce the impact on the 
neighborhood. If you bring a car to campus, please park in the visitor spots in the Bryant driveway, the 
employee parking lot or the campus side of the street on Bryant, Kellogg, and Emerson. To maximize 
space, please pull forward to the end of the curb or the next car in front of you. There are reserved spaces 
for accessible parking in the employee lot for guests who need accommodations. Email 
asussman@castilleja.org if you need assistance.  

There will be additional parking available at Palo Alto High School with the exception of Friday, February 
7th, where parking will be available at University AME Church located at  3549 Middlefield Rd, Palo Alto, 
94306. A shuttle is available upon request. Please call the transportation line to request a shuttle at 650-
470-7878. Per our CUP, there is no parking allowed anywhere else in the neighborhood. 

 



 

 

F14. Dance Performance Parking Details 

Parking Information for Dance Performance: 

Please try to carpool, take the train, walk, or bike whenever possible to help us reduce the impact on the 
neighborhood. If you bring a car to campus, please park in the visitor spots in the Bryant driveway, the 
employee parking lot or the campus side of the street on Bryant, Kellogg, and Emerson. To maximize 
space, please pull forward to the end of the curb or the next car in front of you. There are reserved spaces 
for accessible parking in the employee lot for guests who need accommodations. Email 
kkuehn@castilleja.org if you need assistance. There will be additional parking available at Palo Alto High 
School. A shuttle is available upon request. Please call the transportation line to request a shuttle at 650-
470-7878. Per our CUP, there is no parking allowed in the neighborhood. 

 



 

 

F15. Grandparents and Special Friends Day 

To guests attending: 

Parking information: We encourage guests to be dropped off and picked up at either the Bryant Street 
Carved Door entrance or the Employee/Pool Lot Gate (entrance off of Kellogg Street). If you are driving 
yourself, please refer to this campus map and park along the school side of Bryant, Kellogg, or Emerson. 
There will be attendants and signage to guide you. Note: Parking in the neighborhood is not allowed. 

To parents: 

If you are dropping off your student’s guest(s), please use the Bryant Street Carved Door entrance or the 
Employee/Pool Lot gate for both drop off and pick up. (map here) Parking attendants will provide assistance. 
If your student’s guest(s) need to drive themselves, they have been told to park on the school side of the 
street along Bryant, Kellogg, and Emerson. 

To employees: 

Good morning, Colleagues! I hope you had a fantastic weekend. 

I'm reaching out to request that you make alternative parking arrangements on Friday, 11/22, for 
Grandparents and Special Friends Day. We are encouraging our visitors to be dropped off or consider using 
ride-sharing options, though we recognize that may not be feasible for everyone. 

To help ensure adequate parking for our visitors and comply with our Conditional Use Permit, we kindly ask 
that you avoid bringing a car to campus if possible. Alternatively, you may park at AME, where shuttle pick-
ups are scheduled for 7:45 am and 8:10 am. If you need a ride outside these times, please call our 
transportation line at 650-470-7878. 

Thank you for your help in making this event successful for our guests. 

 

https://drive.google.com/file/d/1PMW4gr21kEj0hAtYqMl2VgWbjs_VXtmT/view?usp=sharing
https://drive.google.com/file/d/1PMW4gr21kEj0hAtYqMl2VgWbjs_VXtmT/view?usp=sharing
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OVERVIEW OF TDM PROGRAMS & OPERATIONS MANAGEMENT 
This Operations Guide provides an overview of the planned mitigation strategies for the 2024- 
25 academic year to achieve our AM peak trip threshold of 383 trips and our Average Daily 
Trip  (ADT) threshold of 1198. It contains appropriate measures and elements consistent with 
other  Palo Alto, Santa Clara County, and regional commute programs, as well as the required 
COA’s  and Mitigation Measures required by the RLUA. The goal is that by implementing the 
strategies  listed in this Operations Guide, Castilleja will successfully reduce trip counts and 
impact to the  neighborhood.  

The Operations Guide is categorized in the following sections:   
I. Modes of Transportation   
II. Communication and Education   
III. Traffic and Parking Management  
IV. School Operations  
V. Monitoring and Reporting  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Modes of Transportation  

CARPOOLING   
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Castilleja actively encourages carpooling for employees, students, and parents/guardians. For  
employees, we offer cash incentives to those who commute with two or more in a car not in the  
same family. For students and parents/guardians we have programs in place to support the  
matching of families. In addition, Castilleja offers carpoolers in electric vehicles priority in using  
chargers in the employee parking lot.  

• Student Carpool Facilitation: Castilleja’s student carpool matching efforts include a  
parent representative who contacts households that live near an active carpool or live  
near other homes to help foster a carpool arrangement between these families. Parents  
looking for a carpool match can fill out the online form located on our website. A member  
of our parent community uses the survey results to help facilitate carpool matching.   

• Employee Carpool Facilitation: Castilleja has a spreadsheet for employees on the  
Employee Transportation Portal for employees wishing to find a carpool partner.   

 

WALKING AND BIKING   

Castilleja actively encourages walking and biking to school for both students and employees that  
live within a 2-mile radius of campus. For employees we offer a cash incentive for walking or  
biking to school. For employees and students, we provide on-site bike repair equipment and  
conduct bike safety and maintenance clinics.   

• Bicycle and Pedestrian Connections: Bicycling and walking are an alternative to  the 
private automobile. They are also zero-emission modes of transport and, therefore,  every 
trip converted from a car to a bike or walk helps our air quality. Castilleja supports  and 
encourages biking and walking programs. Our new campus will incorporate bicycle  lanes 
and paths to promote bike commuting and walking. 

• Bicycle Parking: Castilleja provides more than 100 secure bicycle facilities which is 
currently more  than enough bike parking for all of our students and employees who wish 
to commute to Castilleja by bicycle. For our campus remodel Castilleja plans to  install 140 
Class II secure bicycle parking facilities for bicycle commuters. Castilleja counts bicycle 
parking daily. As the demand for bicycle facilities expands, Castilleja will add more racks 
to accommodate the growing number of bicycle commuters.   



 

Castilleja School - 2024-25 
TDM Operations Guide and Program Manual  

 

 

 

Page 4  

 

• Bicycle Repair Fix It Station: Castilleja has a bicycle Fix-it station in the maintenance  
office. The bike Fix-it station includes an air compressor and a bike repair kit. We have  
staff that will assist any students or employees that need help with maintaining their bike.   

• Bicycle Tune Up Day: Castilleja hosts one to two free events during the school year with 
a local bicycle shop or mobile service to provide free bicycle mini-tune-up or maintenance 
checks for all students, faculty, and staff. Tune-up events help promote the Bike-to School 
Days campaign.   

• Bicycle Safety Education: Castilleja hosts a bicycle safety education class taught by  staff 
or a local bicycle advocacy organization twice per year. The bike safety workshop  will 
review bike riding basics, family biking tips, and general bike mechanics.   

• On-Campus Bikeshare: Castilleja currently has two school-owned bicycles for  
employees to use for lunchtime recreation or daytime errands. 

• Walking or Biking to Campus Guidelines: Castilleja provides safe route mapping  for 
biking and walking to school to students and employees. According to  WalkScore.com, 
Castilleja rates a 72 out of 100 as a "very walkable" location.  

 
TRANSIT, VAN, AND SHUTTLES.  

• Free School Bus and Van Service: Castilleja offers free school bus and van service  
from Burlingame, San Mateo, Woodside, Portola Valley, the Los Altos region, East Palo  
Alto, and Menlo Park. This free service is available to students and employees. The school 
bus routes are listed on the Castilleja internal transportation resource portal, 
https://www.castilleja.org/transportation-and-parking/schedules.  

• Caltrain Shuttle Van: Castilleja operates four to five last-mile van pick-up services for  
students and employees traveling to and from school via Caltrain. The van picks students  
and employees up at the Palo Alto University Avenue Caltrain Station in the morning and  
provides return service to the station after school. The Caltrain shuttle schedule can be  
found on our internal transportation portal https://www.castilleja.org/transportation-
and-parking/schedules. 



 

Castilleja School - 2024-25 
TDM Operations Guide and Program Manual  

 

 

 

Page 5  

 

• Student Parent/Guardian Incentive Program: We currently offer our school bus/van 
and  shuttle services free of charge to our students and employees. We routinely monitor 
our current routes and look for opportunities to add or alter routes as needed.   

Communication and Education  

CASTILLEJA TDM RESOURCE PORTAL WEBPAGE  

• Castilleja Commuter Resource Webpage (Portal): Castilleja maintains web pages  
containing transportation resources and policy information for parents/guardians,  
students, and employees. Traffic reduction is a priority for the school. All school  
community members must abide by the school's TDM plan, posted on the Employee, and 
Parent/Guardian portals. The portals include instructions regarding all parking, car  
registration, and traffic circulation guidelines and the expectations that students, parents,  
and employees make every effort to reduce their transportation impact.   

• Employee Portal TDM Webpage: Our employee transportation and parking TDM  
webpage contains some of the following information:  

o Parking requirements for employees who bring a car to campus  
o Information about our loaner bicycles  
o TDM pledge and trip reduction policy  
o Describes our 2024/25 employee incentive program  
o Links to: Bus/Van/Shuttle Schedules and Vehicle Registration  

• Parent/Guardian Portal Transportation Webpage: Our parent/guardian 
transportation  portal page contains some of the following information:  

o Traffic and trip reduction policy  
o Parking guidelines   
o Who can drive to campus (Seniors only)  
o Our van/bus shuttle program and links to the schedule   
o Link to our vehicle registration form  

STUDENT PARENT TDM COMMUNICATIONS  

• Student TDM Communications: At the start of each semester Castilleja will remind  
Seniors that they must register all cars that will be driven to campus and review the traffic  
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and parking policies.  For the 2024/25 school year we have started issuing yellow stickers 
to our students to easily identify our Senior drivers.  In addition we have linked the process 
for issuing Senior driver car stickers to our “Senior Privileges” to better incentivize drivers 
to register their vehicles. 

• Student & Parent/Guardian School TDM Communications: Castilleja sends out  
emails and our weekly newsletter communications to inform students and  
parents/guardians of the following:  

o Commuter policies  
o Transportation & free bus/shuttle services  
o Parking updates and information  
o School traffic TDM requirements   
o Alternative options to consider such as biking, walking, carpooling or using the  

free bus/shuttle service   

• Student & Parent/Guardian Traffic Reduction Policy: At the start of each school 
year and the  second semester families receive communication about the importance of 
limiting the school’s traffic impact on the surrounding neighborhood through 
transportation  marketing materials, the handbook, and our TDM Transportation portal 
page. All students and parents are encouraged to carpool, ride Caltrain, and use the 
school’s buses and shuttles. Students who live near campus are encouraged to walk or 
ride a bike to  school.   

• Student & Parent/Guardian Handbook TDM Information: At the start of each school 
year students and parents/guardians are provided a handbook with our traffic rules and 
consequences for non-compliance. All students and parents/guardians are required to  
sign a form attesting that they have received and read the handbook.   

CASTILLEJA NEWS TRANSPORTATION SECTION NEWSLETTER  

• Castilleja's Weekly Newsletter: CastiNews is Castilleja’s weekly newsletter and  

includes information about events, parking, and traffic minimization. CastiNews goes to  
parents/guardians and employees and includes a transportation and parking  section. This 
section is used to provide traffic and parking updates for special events or  any general 
updates as needed.  

s Guide and Program Manual   
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Traffic and Parking Management  

PARKING RESTRICTIONS   

• Restrict Student Driving and Parking on Campus: Juniors are prohibited from  

driving and parking on or around campus however 5 exceptions to this rule are allowed  
at any given time for students that have extenuating circumstances.   

• Campus Parking: Students, parents/guardians, visitors and employees are informed  that 
they may only park on campus, in the schools remote lots, and on the school side of  the 
street around campus.   

• Designated Student and Employee Parking Program: The school has created  
dedicated student parking in the senior lot and employee parking in the  
Kellogg/Emmerson lot. In addition, Castilleja has reserved EV Parking for employees that  
carpool and drive an Electric Vehicle. All visitors to campus are instructed to use the  
Admin Lot.   

• Visitor Parking Lot: An area in front of the Administration Building has been  designated 
as the visitor parking zone. All visitors to campus are instructed to use this  parking lot.   

OFF-CAMPUS PARKING  

• Remote Parking Facilities: Castilleja currently leases 25 parking spaces at First  

Presbyterian Church for use by employees allowing them to park and walk to campus.  
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Castilleja also currently leases 20 parking spaces at University AME Zion Church for  
students and employees. There is a shuttle that runs between the church and the school  
in the morning and multiple times in the afternoon.   

• Rules for parking at the off-campus lots:   

First Presbyterian Church  

❖ Parking is allowed 6:30 a.m. - 5:30 p.m.  

❖ No moving your car to campus during the school day  

❖ Be respectful of the neighborhood: Keep quiet when returning to   

 your car.  

Zion Church  

❖ Parking is allowed 6:00 a.m. – 8:00 p.m.  

❖ Sign up the day before to schedule shuttle service   

❖ Be respectful of the neighborhood: Keep quiet when returning to   

your car or waiting for the shuttle.   

SPECIAL EVENT PARKING MANAGEMENT   

• Special Event Parking and Traffic Management: Castilleja will review the parking  
and traffic requirements for each special event included in our special event list provided  
to the City at the start of the school year.   

Castilleja will implement special event parking management mitigation measures 
(listed below) for events that fall into the following categories: 

- Major Events 
- Special Events taking place 8:45 a.m. - 3:30 p.m, with greater than 80 guests 
- Special Event taking place outside of instruction hours with greater than 160 

guests. 
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• Special Event Parking Mitigation Measures:  

✓ Provide traffic monitors to make sure that all vehicles park legally and safely. 

 ✓ Provide shuttles to Caltrain and publish the shuttle schedule in CastiNews.  

✓ Make every effort to arrange off-site parking with nearby parking lots and  
provide shuttle service to and from the parking locations. 

 

✓ Use the athletic field for overflow parking when needed.   

● A Castilleja employee is on premises weekdays until 10 pm and Saturdays until 4 pm. A 
contact sheet is provided to employees should an unforeseen disruption occur outside of 
those hours. 

• Parking for School Committee Meetings: For school committee meetings Castilleja  

will coordinate a parking plan and shuttle schedule when needed. The parking plan and 
shuttle schedule will be communicated via CastiNews and/or included in committee 
member communications. At the start of these meetings leaders will be instructed to 
remind guests of our parking policies and ask  guests that are not parked in an approved 
location to move their cars.   

SUMMER CAMP PARKING AND TRAFFIC MANAGEMENT   

• Summer Camp Parking Mitigation Measures: Summer camp drop-off and pick-up  
will be conducted on campus. Camp employees will facilitate getting campers into  
vehicles and ensure all parking/traffic policies are being followed. It will be the  
responsibility of the Director of Summer Camp to enforce the policies with parents.   

TRAFFIC RULES, ENFORCEMENT, MONITORING AND MANAGEMENT  

• Daily Traffic Management: Castilleja uses school employees and security guards to  help 
enforce all of our traffic rules. Castilleja traffic monitors will be identified by wearing  a 
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highly visible safety vest. During peak traffic times in the morning and afternoon  Castilleja 
uses a total of seven attendants to enforce the following rules and safety  measures:  

o Right turn only rule into and out of campus driveways and parking lots  
o Make sure cars do not back up on Kellogg, Bryant, Emerson or Embarcadero 
o No double parking in the neighborhood  
o No drop-off/pick-up of students outside of approved drop-off locations 
o No blocking the neighbor driveways at any time.  
o Maintain traffic flow in driveways. Drivers are directed to circle the block and  

return if their student is not at the pick-up location.  
o Monitor the exit onto Bryant street to assure that the bike route is kept safe upon  

exiting.  

• Traffic Monitor Training: At the beginning of the school year school traffic monitors  are 
trained on the above procedures as well as being instructed to report any excessive  
vehicle queues, safety concerns, or other concerns or recommendations to improve  
safety and circulation.   

• Daily Onsite and Surrounding Public Street Parking Oversight: At least once  per 
day traffic attendants will monitor parking onsite and on surrounding public streets.  Any 
offenders are notified to move their car and added to our violation list for follow up  if 
necessary.  

• Student Drop-off and Pick Up Distribution: Castilleja has multiple drop-off and pick  
up locations. Morning drop-offs and afternoon pick-ups are positioned in separate  
locations depending on grade level, carpool, and multi grade level families. Families who  
carpool use the priority loading area in the Employee Lot located by the pool. Castilleja  
attempts to distribute a portion of users at drop-off/pick-up areas (43% Bryant St, 30%  
Kellogg Ave, and 27% Bryant St. onto Emerson St.) to manage peak-hour traffic more  
efficiently. Castilleja will routinely monitor and reassess the drop-off/pick-up assignments  
to balance traffic flow and mitigate any back up onto the surrounding streets.  

School Operations   

Transportation Coordinators: Castilleja has designated two staff members to support the  
school's transportation facilities and programs. One staff person has a primary responsibility to  
oversee and manage transportation programs for the school. A second staff member aids and  
supports the transportation coordinator.   
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Vehicle Registration and Permitting: Vehicle registration and permitting are required for all  
students, parents/guardians, and employees. The Transportation Portal houses the link to the 
Vehicle  Registration form. Once the form is completed, the School will issue a parking sticker, 
which must be affixed to the lower right-hand corner of the car’s windshield.   

EMPLOYEE TDM POLICY   

• Start of School Year Employee TDM Communication: At the start of each semester  

Castilleja sets aside time for employees to register their cars, receive their I.D. tags and  
review the traffic and parking policies.  

• Employee TDM Handbook: At the beginning of each school year, all Castilleja employees  

receive an Employee Policy Handbook. The handbook contains a section that describes  
the TDM rules employees are expected to follow to comply with the TDM related COA’s  
and Mitigation Measures. All employees are encouraged to walk, ride a bike, carpool,  take 
the train, or use the various Castilleja shuttles to campus and abide by all  transportation 
demand programs outlined in the Transportation Section of our Employee  Portal and 
Employee Handbook.   

 

• Employee TDM Reduction Pledge – Mandatory Participation: For the 202-25 school  year 

we are asking all employees to commit to doing one of the following, at least four  times 
a week: 

 1. Commute by means other than a car (walk, bike, take the train, or use Castilleja  
van/bus transportation)  

2. Carpool with two or more non-family members  

3. Park in one of the remote parking lots  

Employees who cannot fulfill one of the options above at least four days a week are required to  
sign up to help with traffic duty on days when they need to park on campus.   
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• Employee TDM Commitment Survey: All employees are sent a survey at the beginning  of 

the school year and asked to identify which of the above options they plan to commit  to. 
Employees receive a transportation survey each morning where they are  asked a question 
regarding their mode of transportation for that day. We use this  information to monitor 
TDM compliance and to calculate incentives for using alternative  forms of transportation.   

• New Employee TDM Orientation Packet: As new employees arrive at Castilleja, they are  
taken through a TDM OrientationPresentation. This presentation covers commuting to 
campus, preferred transport modes, commuting by car limitations, TDM monitoring and  
participation, and the importance of the TDM Requirements.  

• Employee Transit Benefits: Employees can elect Commuter Transit benefits. Castilleja  will 

provide employees up to $92.50 per pay period (maximum of $185 a month) towards  
their commute costs when they use public transportation to commute to and from  
Castilleja at least 4 days a week. Funds will be issued directly to a debit card by our  
administrator, HRPro, and spending deemed to be commuter funds would be limited to  
the purchase of a Clipper Card, or SamTrans or BART passes or transit parking.   

• Employee Incentive Program: Castilleja actively encourages carpooling and alternative  

means of transportation to school. Employees earn $2.50 for each day they bike, walk,  
park remotely, carpool, or take public transportation. Employees must record their daily  
mode of transportation via  a transportation survey through email or text message. We 
use this data to calculate our TDM  incentives and for TDM Plan Reporting.   

• Employee TDM Expense Reimbursement: Employees are eligible for a $50 annual  
employee reimbursement to defray the cost of their TDM compliance. The  
reimbursement covers bike tires, inner tubes, rain boots, helmets, bike gear, bike tune 
ups, transit costs, walking shoes, or fuel costs for carpool or vanpools.  

Monitoring and Reporting  

• Permanent Vehicle Counter Devices: Castilleja installed permanent vehicle counter  
devices at the entrances and exits of drop-off locations, surface parking lots, and garages.  
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Castilleja will monitor the number of vehicle trips to and from campus during the peak  
morning hours.   

• Temporary Vehicle Counter Devices: From time to time, Castilleja will install  
temporary vehicle counter devices in the public right of way at locations determined by  
the City Planning Director.  

• Monitoring Report: Compiled TDM and travel data will generate a descriptive  monitoring 
report for the City three times for the 2024/2025 school year.   

P a g e 13  
 
 
 
 
 
 



 

 

Appendix H:  
2024-2025 Transportation and Parking 
Handbook Section 



Transportation and Parking Handbook Section  
Traffic reduction is a priority for the school. All members of the school community 
abide by our Transportation Demand Management (TDM) plan, which is posted on the 
MS, US, and Parent Portals. Please familiarize yourself with all parking, car registration, 
and traffic circulation guidelines, and make every effort to reduce your family’s 
transportation impact.  
 
Please note: Castilleja parents, guardians, employees, and students are prohibited 
from stopping or parking in front of neighbors’ houses for any reason at any time 
except for major events as announced in advance in CastiNews.  
 
Ideas, questions, and comments are welcome. Please email 
transportation@castilleja.org .  
 
Traffic and Parking Policies  
 
Castilleja’s Conditional Use Permit to operate a school in a residential neighborhood 
requires us to take responsibility for traffic and parking mitigation measures on the 
streets surrounding the school. Castilleja must be responsible in this regard, and t he 
school has made an agreement with the City of Palo Alto to enforce the following 
traffic/parking policies. These traffic policies are as important to the school as all other 
policies; they are policies that students and parents/guardians agree to abide by as 
part of enrolling at Castilleja.  
Those who live within two miles of the school are expected to make every effort to walk 
or ride a bike to get to campus.  
 
Bicycles  
Students are encouraged to ride their bikes to school. Racks for bicycles are provided 
on campus adjacent to the Joan Z. Lonergan Center and the Arrillaga Family Campus 
Center; bikes should be locked and parked away from sidewalk areas. A map of bicycle 
routes  to campus is available on the Portal.  
 
School Bus and Shuttle Service  

Riding the school bus and shuttle is a privilege, and students are expected to conduct 
themselves in a manner that ensures the safety and comfort of all passengers. The 
following guidelines must be followed at all times:  

● Be Respectful: Treat the bus driver and fellow students with respect. Follow 
the bus driver's instructions at all times.  

● Stay Seated: Remain in your seat while the bus is in motion. Keep the aisles 
clear of belongings. 

https://www.castilleja.org/portals/parentportal
https://www.castilleja.org/portals/us-portal
https://www.castilleja.org/portals/parentportal
mailto:transportation@castilleja.org
https://www.castilleja.org/uploaded/Transportation/14-15/Safe_Bike_Routes.pdf
https://www.castilleja.org/uploaded/Transportation/14-15/Safe_Bike_Routes.pdf


● Speak Quietly: Use quiet voices so as not to distract the driver. No shouting, 
loud talking, or using inappropriate language.  

● Keep Hands and Feet to Yourself: Refrain from pushing, shoving, or hitting. 
Keep your hands, feet, and belongings to yourself and inside the bus. 

● No Eating or Drinking: Eating and drinking are not allowed on the bus to 
ensure cleanliness and safety. 

● Respect Property: Do not damage or deface the bus. Do not throw garbage or 
anything out of the bus. Report any damage to the bus driver immediately.  

● Safety First: Follow all safety procedures and emergency protocols as 
instructed by the bus driver.  

Morning School Bus Service  
Castilleja provides morning shuttle service to school each morning and return service 
in the afternoon.  Please refer to the transportation portal  for updated information and 
schedules.   
 
Shuttle Service to and from the Train Station  
Students taking Caltrain to commute to school will be transported to and from the Palo 
Alto University Avenue Caltrain Station in school vans in the mornings and after 
school.   
In addition, at the end of the school day there will be five scheduled van runs from 
Castilleja to the Palo Alto CalTrain Station.   
 
If CalTrain’s scheduled departure times unexpectedly change, the Castilleja van service 
will try to accommodate the changes or delays. Each van can seat nine passengers, 
excluding the driver. If more than nine students sign up to ride on any day, additiona l 
vans will be put into service to accommodate all riders.  
 
Van riders can sign up on the Transportation Portal  to ride the morning and afternoon 
CalTrain van shuttles. You can also view the scheduled morning pick-up time and the 
afternoon departure times. For more information contact transportation@castilleja.org  
 
Shuttle Service to and from East Palo Alto  
Castilleja provides shuttle service for students commuting from East Palo Alto each 
school day. There are currently 3 stops, the EPA library, the Boys and Girls Club and 
University Circle. Each van can seat nine passengers, excluding the driver. If more than 
nine students sign up to ride on any day, additional vans will be put into service to 
accommodate all riders. Riders can sign up on the Transportation Portal  to ride the 
morning and afternoon shuttles. You can also view the scheduled morning pick -up time 
and the afternoon departure times. For more information contact  
transportation@castilleja.org . 
 

https://www.castilleja.org/transportation
https://www.castilleja.org/portals/tdm
mailto:transportation@castilleja.org
https://www.castilleja.org/portals/tdm
mailto:transportation@castilleja.org


Carpools  
Carpooling is the best way to reduce traffic and parking around the school. All carpools 
(two or more students, including siblings) must use the Employee Parking Lot driveway 
at Emerson and Kellogg for drop-off and pick-up. The carpool lane is used for dropping 
off large objects such as boxes, golf bags, etc. The carpool lane is also used for 
changing drivers at drop -off or pick -up times.  
 
In support of our carpooling efforts, Castilleja is participating in the Casti Carpool 
Program found on the transportation portal.  
 
Drop-Off and Pick -Up 
General Drop -off and Pick -up 
Any car driving to campus must be registered via the Vehicle Registration Form  and 
have a parking sticker affixed to the lower right hand corner of the windshield.  

● Middle School: Drop-off and pick-up for the Middle School will be on Bryant 
Street  

○ For families with students across both divisions, use Kellogg Street   
● Upper School: Drop-off and pick-up for the Upper School will be on Kellogg 

Street  
● Carpools: Please use the Employee lot , entering on Kellogg Street  and exit ing 

on Emerson Street  

No left turns are allowed into or out  of the driveways at  any t ime. Please pull into the 
driveway to allow room for cars to enter behind you. No queuing is allowed in the 
street at any time. If the driveway is full, parents must  circle the campus and come 
through again. Please follow all traffic monitor instructions. Students with learner’s 
permits may drive through the Carpool Lane. The Carpool Lane is the only location 
used for changing drivers at drop -off or pick -up times.  
 
Visitor Lot at the Gunn Administration Building  
The visitor lot is available for mid -day drop off/pick up for medical or other 
appointments when parent checkout is needed. Parents are encouraged to use the 
visitor lot as their primary parking location when attending meetings at Castilleja 
during the school day.  
 
Helpful Reminders  
In addition, please observe the following: 

● Bryant Street is an official bike route which sees high bike traffic throughout the 
day. Please drive carefully and look both ways several times before entering 
Bryant Street.  

https://www.castilleja.org/vehicleregistration


● Make sure your student is ready to get out of the car quickly by keeping her 
backpack and personal belongings in the seat next to her, as opposed to the 
trunk or other difficult -to-access places. 

● For your child’s safety, do not let children off across the street and have them 
cross in the middle of the block.  

● Stopping in front of neighbors’ houses across the street to wait for your student 
is prohibited.  

● Do not block the street for any reason at any time. Traffic must be able to flow 
on Kellogg, Bryant, and Emerson at all times. 

● Do not block the driveways. If your student is not ready to enter the car, you 
must pull out of the driveway and drive around the block so that others can 
circulate through the driveway.  

● No double parking is permitted at any time.  
● Arrive at school a few minutes earlier in the morning or arrive later in the 

afternoon when there is less congestion.  
● Always be mindful of traffic and be courteous.  

 
Late Pick -Up Safety  

● The Bryant Street “Carved/Green Doors” at the semi -circular driveway are 
locked at 4:00pm. After 4:00pm, parents/guardians must pick up their students 
at the Kellogg Avenue doors at the Arrillaga Family Campus Center, where 
students can wait inside the lob by or work in the library. The Kellogg Avenue 
doors are also locked for entry at 4:00pm, but students may exit when their 
parents/guardians arrive in the Kellogg Avenue driveway for pick -up. 

● At 6:00pm the Arrillaga Family Campus Center is closed and all students should 
have been picked up from regular school activities.  

● Specific pick up information will be provided for afterschool activities that end 
after 6:00pm.  

● Students are instructed not to open locked doors for unknown individuals. 
Please wear your name badge when on or entering campus. 

 
Vehicle Registration and Parking  
Driving a car to school and parking at school are considered privileges, and only 
seniors may drive to school. There will be limited exceptions for juniors due to 
special circumstances at the discretion of the Head of Upper School.  
 
Any senior who drives to school must agree to abide by all the traffic/parking policies 
or they will have their  privilege of bringing a car to campus revoked. All students 
and employees who drive to school and whose license allows are encouraged to carpool 
with others.  
 



Parking or pickup infractions by parents or students will come to the attention of the 
division heads, who will manage the associated consequences out lined below in the 
Traffic/ Parking Infract ions on Campus sect ion.  
 
All vehicles brought or driven to school by parents and students must be registered 
through the transportation portal.  

● A school-issued parking sticker must be affixed to the lower corner of the 
passenger-side front windshield of any car parked on or around the school 
campus. 

● A family should register any vehicle that may be driven to campus.  
● Students who do not have a parking sticker attached to the windshield may not 

park in any parking lots or on the school side of the street.  
 
School-associated vehicles, including those driven by parents/guardians and students, 
must abide by the following parking policies:  

● Vehicles may park ONLY in school parking lots and on the school side of the 
street on the blocks of Bryant, Kellogg, and Emerson which immediately 
surround the school. Parking is not allowed anywhere else in the 
neighborhood.  

● Vehicles must never block neighbors’ or school driveways.   
● Vehicles should park close together, leaving minimal space between vehicles.  

 
Traffic/Parking Infractions on Campus  
Castilleja considers violations of traffic/parking guidelines to be serious infractions of 
school policy. 
 
Castilleja has sole discretion in determining what conduct violates its expectations and 
the appropriate consequences for traffic/parking violations. Generally, the process for 
traffic/parking infractions for Upper School students and parents is described below, 
though the school may respond as it deems appropriate under the circumstances, 
including deciding not to follow all or any of these steps before revoking privileges in 
situations where Castilleja determines a serious violation occurred.  
 
The process for traffic/parking infractions for Upper School students:  
 

● First Warning: The Class Dean or Employee will ask the student  to correct  the 
t raffic/ parking infract ion immediately.    

● Second Warning: The Class Dean or Employee will ask the student to correct  the 
t raffic/ parking infract ion immediately and remind the student  about  the parking 
rules. The US Dean of Students meets with the student  and informs the 
parent / guardian of the infract ions. The US Dean of Students will work with the 
student  to design consequences. 



● Third Warning: US Dean of Students and/ or the Head of Upper School meets with 
the student  and the student’s parents/ guardians. Driving privileges will be 
suspended for 2  weeks.   

● Fourth Warning: Driving privileges are revoked for the remainder of the school 
year.   
 

The process for traffic/ parking infract ions for parents/ guardians: 
● First Warning: The parent / guardian receives an email explaining drop-off and 

pick-up procedures and rules. 
● Second Infraction: The parent / guardian receives a writ ten warning and is not ified 

that  the next  infract ion will come with a fine.   
● Third Infraction: The parent / guardian meets with the division head and the 

parent receives a $50  fine from the school.  
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