[image: ]Please complete one application per student.ADMISSION APPLICATION
SCHOOL TRANSPORTATION SERVICE  
REQUEST FORM


Child’s
Photo


Name of the Student _____________________________________________________Year/Sec _________ 
Area: _________________________ Street Name _____________________________ Street no _________
 Villa/building name: ________________________________________ Villa/Flat No. __________________
Father’s Mobile no.___________________________ Mother’s Mobile No.__________________________
Residence No. _______________________________ Emergency No: ______________________________
Email _______________________________ required services: Two-ways □ Pick- up only □ Drop-off only □
Please provide a detailed location address / map to determine pick up / drop off point.
Person who will be with the student at pick up and drop off point: _________________________________
	















We are aware that the school takes all the measures to ensure the safety of my child. However, we do not hold the school responsible for any incident that may occur while my child is traveling in the bus. The student will be brought back to school in case the authorised collection person is not present on the drop off point. (This form should be submitted along with a signed copy of STS Policy and agreement available on the school website or with the Transportation Coordinator.
	For Administration use only


Bus No ________________

Transport Starting Date : ______________


I acknowledge and agree to terms and conditions regarding the usage of school transportation and have read and understood the Transportation policy & Agreement.
Parent Name:  ________________________________    

Signature: ____________________________________

Date: ________________________________________
[image: ]DOT Parent Commitment form
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POLICY AND AGREEMENT


SCHOOL TRANSPORT POLICY
The Schools offers the transport service to any student/students wishing to use this service. Parents/guardians who wish for their child/children to use our School Transport service (AJISSTS) would need to register, either online or personally, with our registrar office.

Please note that all bus rules apply on field trips as well as daily transportation. 
Kindly read carefully the below rules, guidelines, and regulations:
Registration for Student Transport:
· Parents/guardians need to fill AJIS STS form as soon as possible.

· Registrations for transportation are required at least three weeks before the first day of term for any academic year. Failure to register for the bus service before this deadline may result in the outcome that the transportation will not be available for your child.

· Parents need to make the full AJISSTS fee payment prior to using the Transportation service.

· Parents/Guardians must sign the DOT Parent Commitment form. Without signing this form your child will not be allowed using the school bus.

· The bus card will be issued to the student within a one week of process.

· If the student lost the card parents need to pay 20 AED/- with the written request. Children will not be allowed in the bus without a student bus ID card.

· The registration process will take a maximum of 2 working weeks. The bus service will begin maximum 5 working days after registration has been completed. This is to clarify locations and re-route any current routes. You will be sent notification of the bus number within this time.

· While dropping off the FS1, FS2 & Year 1 - 3 students, if any authorised collection person is not available students will be brought back to school. The Transportation coordinator will contact the parent and ask the parent to collect the student from the school.

· All parents will be provided with contact details of the School Transport Coordinator, the bus driver and the bus monitor within 5 working days of registration. Be advised that changes in routes and bus numbers are expected, so kindly cooperate with the school.

· If a student does not want to use the morning or return trip on any particular day, the parent should give a written communication / send an email to the bus Coordinator a day ahead.

· All Buses have designated pickup and drop off points. It is the responsibility of the parent(s) to ensure that their child / children is / are at the pickup point at the designated time.

· Buses will not leave from collection points ahead of schedule. However, buses will not be able to wait at pick up points after the scheduled time. Due to traffic delays buses may arrive at pick up and drop off point behind schedule.

Guidelines:

· Depending on location, proximity to school, geographic location of the house, and the status of the roads, the school follows the “FIRST PICK/LAST DROP OFF” strategy. 
· The school tries its utmost best to ensure adequate pick-up and drop-off times of all students. Please understand that all children are important to us. Therefore; we will not be able to accommodate parent/guardian requests for specific pick-up / drop-off times. 

The school reserves the right to deny students the Transportation service due to specific reasons. Allocation of bus facility will be based on the availability of seat on the bus, bus routes, residence location, distance, and the behavioural history of the student (STS students).

Fee Payment Mode 
1. Transport fee is applicable and charged for 10 months in an academic year, divided in three terms. Full payment for each term should be done irrespective of the number of attending days. 
2. Parents can pay the fees either through cash or cheque at the AJIS account Department. 
3. Fees will be charged term wise. The dates for the payment of Fees for each term are as below: 
 Term 1 latest by 20th August 
 Term 2 latest by 10th December - 
 Term 3 latest by 5th March (New Year) - 
4. Full fee will be charged for the one-way request. 
5. Transportation ID card will be provided to the student after the fee payment. If this card is lost / misplaced, a new card will be issued at the cost of AED 20/-.
Discontinuation of Transport Service
1. Discontinuation of transport will not be accepted in the middle of the term and no refund will be made for the unexpired portion of the term in case of withdrawal from transport facility.
2. Fee refund is applicable only in case where fees for more than one term have been paid by the parent and facility not availed for the succeeding term.
3. Fee refund is not applicable in case a student is temporarily suspended from use of bus service.
4. In case of discontinuation, parents should inform the Transport In-charge by duly filling the discontinuation form available on the website / transport counter 30 working days prior to the start of the next term.
5. Status of the request will be informed to the parent within 2 working days after submitting the form to the transportation coordinator.
Area Change 
· In case of an area change, parents should inform the Transport In-charge by duly filling the Area change form available on website / Transport Counter at least 15 working days in advance. Provision of transport service will be subject to the availability of seats on established routes, depending on availability.



School Bus Behaviour Rules
· The following is a list of bus rules and regulations. If these regulations are not followed, the bus monitor will report students to the appropriate administrator in the school. Parents will be notified of the offending behaviour and students will be suspended from riding the bus; at first, temporarily, and if necessary, permanently.

· Buses leave 15 minutes after dismissal. Once the first bus to leave is in motion students may not board any of the remaining buses. Students who breach this important safety code will be suspended from the bus for one week. A second offense will result in the student not being able to ride the bus for the remainder of the semester.

· If the bus driver is distracted by student’s behaviour, he cannot pay strict attention to his driving. This poses a safety problem for all students on the bus therefore all students must:
1. adhere to the instructions of the bus monitor.

2. use the established pick-up / drop off points only.

3. stay in their seats and use seat belts.

4. [bookmark: _GoBack]refrain from protruding their head, hands, and other objects out of the window.

5. converse in a quiet voice.

6. not consume food while riding the bus. Only water is allowed on the bus.

7. not use inappropriate language or disturb other students, bus driver or the bus assistant.

· Any potential, dangerous objects that need to be brought to school for a project (i.e. glass, knives, etc.) are to be given to the bus monitor.


· Students are permitted to get off the bus only at their assigned stops unless they have a note from their parents. These notes need to be pre-approved by the transportation coordinator.


· Buses will not wait at the designed stops in the morning for tardy students.

· Buses will not move unless all students are seated.

· Students will be suspended from the bus for any aggressive or abusive behaviour.


· Students, who attempt to stop the bus while it is in motion, will be suspended from the bus, and will be considered for permanent removal from the use of the bus service.


· When a bus is delayed from leaving the school because of a student being late: The student will ride home, the bus supervisor will refer them to the principal (the next day), and they will be suspended from the bus.






Consequences of inappropriate student behaviour

1. Zero tolerance policy on misbehaviour. Misbehaviour on transport facilities is a very serious fault which can lead to termination of bus service and disciplinary action by school authorities and if repeated dismissal from school. 
2. If a student breaks any rule, the bus assistant will report their name to the transportation coordinator. The incident will be entered in the bus incident log and reported to the child protection and student welfare officer.
3. Student conduct that places other bus riders at risk will be considered as grounds for              expulsion from school.
4. Damages expenses if any will be collected from the Student / Parents.

· We will follow the ADEK behaviour policy according to the levels of misconduct.

Health and Safety
· All vehicles, drivers and passengers are insured.  In case of any claim due to accident, the school’s liability is limited to the comprehensive compensation paid by the insurance company, as per the terms of the insurance policy.


· Under no circumstances shall the bus monitor/supervisor leave the bus during pick up/drop off. It is the responsibility of the parent/guardian to collect the child from the agreed point. If the above is not strictly followed by any parent, the students will be brought back to school and it would be the responsibility of the parents to collect the students from the school.  In such cases the transport company will charge the parents AED 50/- per hour, per student for taking care of the students at the school.  


· Buses are not allowed to reverse whilst on pick up or drop off. Therefore, buses are unable to enter any driveway/ parking area inside villas/compounds.  Children must be picked up and dropped off safely from a main road/street location. 


· Children with contagious diseases are not permitted to travel in the bus On the day the student return to school a doctor certificate should be handed to the bus monitor and then transferred to the school clinic.

· For safety reasons, eating and drinking on the bus other than water will not be permitted.

· The school does not take any responsibility for students once they have left the school bus at the designated drop point with an authorized person. 


Parental responsibility 
· Please ensure that the student is at their pick up location on time. The buses will leave at the designated time and will not wait for latecomers. Please do not ask the driver to delay because you are running late. It is important that all students reach school safely and on time, therefore once the bus has left a location, it will not return again to pick up the student. 


· In case the student will not us e the bus to go home from school, please contact the school no later 11:00 AM for FS students and 12:00 PM Year 1 to Year 13. Any requests shall be declined unless deemed as emergency.  


· The daily attendance of students will be recorded by the bus monitor. The parent must inform the bus monitor in case the student is absent on a specific day.

 
· An authorized adult should be at the bus stop on time to collect the child (under the age of 1o years) in the afternoon, if an unauthorized adult or no one turns up then the child will be brought back to school and the parents will be required to arrange transport for the child from school. 

· if a change to drop-off point other than usual one is requested, a written request, signed by the parent/guardian, is required for safety and security reasons.

· All buses have designated pick up and drop off points.  All timings will be finalized by the transportation team. Pick up and drop off timings will not exceed 75 minutes as per DOT/ADEK rules and regulations.  No personal requests will be granted.

· Students above Year 4 will be responsible to board the bus themselves (home time). It is their responsibility to be on the bus before the time of departure. If the child is not on the bus by this time the bus will leave and you will be required to collect your child from school. Buses leave at 1:15 PM for FS and at 3:15 PM for Years 1 to Years 13, except for Thursdays when all bus trips leave at 1:15 PM. 

· Parents/guardians are not allowed on the bus at any time and for whatever reason. This is against school policy and DOT regulations. If parents/guardians have any issues, they are requested to contact school administration. Any violation to this clause might lead to the possibility of suspending transportation service to the student/students. 


 Parent Agreement


I ______________________________________________________________________________, Parent of 

_____________________________________________________, Year/ Section ______________________
agree to the terms of the policy and accept responsibility for complying with the relevant conditions above. 


Signature: ____________________________________________Date: ____________________________





[image: ]Bus Stop Change Request



This form is to be completed by parents/guardians requesting a bus stop change or a change of bus stop location. This form is sent by the parent/guardian directly to the Transportation Department which will communicate directly with the parent/guardian regarding its status
You can find this form with the Transport coordinator or on our school website.
Submit the form directly to the Transportation Department via e-mail or hand delivery.
	Student Name


	Student code
	Gender
	Yr/Sec

	Parent/Guardian name


	Parent/Guardian Contact No
	Emergency contact no



	



	Bus No
	location of Current stop
	Location of Requested Bus stop








Reason for Requesting Change to the Bus Stop


 
 Parent/Guardian Name: ____________________________________________________
 Signature: ________________________________                 Date: _________________
…..…………………………………………………………………………………..........................................................                                                                                                           OFFICIAL USE BY TRANSPORTATION COORDINATOR:
        	Approved					Not Approved
Name: ____________________________________________________________________

Signature: __________________________________Date: __________________________
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