GaDOE Superintendent’s Transportation Report

Annual Data Collection Form

Instructions

It is essential that data is collected on the “Annual Data Collection Form” in a consistent and accurate manner for each bus in the local system and across the state.  Without accurate collection of this data, a local system is compromising their ability to work with the GaDOE in producing current funding survey results.  To ensure accurate reporting:
(1) All school systems should use the two page (front & back) “Annual Data Collection Form” provided by GaDOE (separate attachment).  This form is collecting all GaDOE required information.  If there is additional information that you need, then you should use a different form for that purpose. 
 (2) It is critical that all staff understand the instructions for completion.  The driver must be instructed on how to complete the form and must be held accountable.  We strongly recommend that you provide face to face instruction with drivers and cover the instructions provided (2nd page of the Data Collection Form) for them to follow.  Passing out the forms without providing instruction will not result in accurate data collection.

(3) The form must be distributed well before the end of the school year to allow time for completion, collection, review and revision.  Enter deadline date for completion on the first line.  We also suggest that you take the time to identify your current inventory of route buses and assigned drivers prior to distribution of the form.   Use this information to enter the assigned bus # and assigned driver’s name on the form before distribution.  This will help with tracking the receipt of forms and later recording route and spare buses on the Superintendent’s Report. (The Superintendent’s Report is tracking data on the assigned route bus – not the driver).  

(4) Once collected, the form is to be reviewed by the driver’s supervisor for accuracy.  If the data (mileage, time & student counts) does not appear to be correct/reasonable, the form should be given back to the driver as required for revision.  Establish an early due date for drivers to complete so you give yourself time for them to correct before school ends!
(5) The form is to be maintained by the local system for audit review.

Please follow the directions below and provide accurate data when completing the form:

“Driver’s Name” – Record the assigned driver’s name.  A sub can add their name, but should indicate “Sub” and also record the assigned driver’s name. 

“Date” – Enter the date completed.
“Assigned Bus #” – Record the bus number that is assigned to the route - no spare bus number or retainer/stand-by bus number is to be recorded.  This will ensure that the appropriate route buses are shown correctly and spares are shown correctly. 
“A. M. Mileage & Time”:
“Odometer Reading” – Record only (1) The odometer reading (do not record tenths) 
when you pick up your 1st student & (2) The odometer reading when you arrive at your last school.  DO NOT COUNT TRAVEL FROM BUS PARK LOCATION TO 1ST PICK UP AND DO NOT COUNT TRAVEL FROM LAST DROP AT A SCHOOL BACK TO BUS PARK LOCATION.   
“Time” – Record only (1) The time (O’clock) when you pick up your 1st student & (2) The time when you arrive at your last school.  DO NOT INCLUDE  TRAVEL TIME FROM BUS PARK LOCATION TO 1ST PICK UP AND DO NOT COUNT TRAVEL TIME FROM LAST DROP AT A SCHOOL BACK TO BUS PARK LOCATON.  

“A. M. Student Counts” – Record the actual largest current unduplicated total A.M. ridership delivered to their assigned school by this bus in the morning.  DO NOT COUNT STUDENTS ASSIGNED THAT DO NOT RIDE – BUT RECORD THE ACTUAL RIDERSHIP ON A DAY WHEN YOU HAVE YOUR HEAVIEST LOAD OF STUDENTS ON YOUR ASSIGNED ROUTE.  DO NOT COUNT STUDENTS THAT ARE SHUTTLED, BUT ONLY THOSE DELIVERED TO SCHOOL ON YOUR ASSIGNED ROUTE.  
“Mid-Day Mileage (Special Needs)” – Record the mid-day mileage odometer readings (only if performed for Sp. Needs students with an IEP requiring special transportation) from the 1st pick-up to the last drop at a school.  DO NOT COUNT TRAVEL FROM BUS PARK TO 1ST PICK UP AND DO NOT COUNT TRAVEL FROM LAST DROP AT A SCHOOL BACK TO BUS PARK.  Also record the number of days each week this assigned route is run.
“Mid-Day Counts (Special Needs)” – Record the actual largest current mid-day ridership (only if performed for Sp. Needs students with an IEP requiring special transportation) delivered to school(s) by this assigned bus each day.
“P. M. Mileage” – This data is not to be collected or reported in any fashion to the GaDOE.

“P. M. Time” – This data is not to be collected or reported in any fashion to the GaDOE. 

“P. M. Student Counts” – Record the actual largest current unduplicated total P.M. ridership delivered home by this bus in the afternoon.  DO NOT COUNT STUDENTS ASSIGNED THAT DO NOT RIDE – BUT RECORD THE ACTUAL RIDERSHIP ON A DAY WHEN YOU HAVE YOUR HEAVIEST LOAD OF STUDENTS ON YOUR ASSIGNED ROUTE.  DO NOT COUNT STUDENTS THAT ARE SHUTTLED, BUT ONLY THOSE DELIVERED HOME.
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