2019-2020
 Ridership Log Submission Guidelines 
The state requires that the School District of Philadelphia provide documentation for transportation services provided to eligible students.  The documentation is recorded by the bus attendant on a monthly bus ridership attendance log. The logs are printed out by
the principal, or school designee, from the Compass electronic system and given to the bus attendant at the beginning of the month. 
The bus attendant will return the signed completed log at the end of the month.
	Do:
· Obtain a preprinted Ridership Log form from the Principal/ the school designee (Printed from the Compass electronic system) each month. 
· Use Blue/Black Ink ONLY.
· Use the form that corresponds with the current month.
· Use Keycode:

           X – Present

           O – Absent

           W – Withdrew 

· Properly designate the AM and PM trip.
· If a new student is added onto the route, please print the students name in the blank section at the bottom of the page until the student is permanently listed on the form. 

· Please review log to ensure accurancy.
· Sign and date the logs legibly at the end of each month.  ALL signatures must be able to identify the bus attendant by name. Please print your name below your signature to assure that your signature can be identified. 
** Submit to Transportation Services at the end of each month, 
no later than the 7th of the following month. **



	Things To Avoid:
· DO NOT hand in dirty/ripped log forms.  Logs are scanned by an outside vendor after submission, please try to maintain a clean sheet. 
· DO NOT use white out.
· DO NOT cross out/scribble an error.  Draw a single line through the change and initial. 
· DO NOT use highlighter.
· DO NOT make up your own form (graph paper, loose leaf paper, etc.).



When the above criteria has been met, the form should immediately be submitted to: 

                           

      Transportation Services
Melanie Hobbs
440 N Broad St – Portal C

Philadelphia, PA 19130

If you have any questions, please contact:
Melanie Hobbs at (215) 400-5152 or e-mail at mhobbs@philasd.org
Toni Pelzer at (215) 400-5834 or e-mail at tpelzer@philasd.org
