
STUDENT TRANSPORTATION "GUIDELINES" 
 
Dear Parents/Guardians and Students, 
 
Student Transportation Guidelines is designed to 
provide users with general information regarding 
the student transportation provided by the 
Glendale-River Hills  School District.  In addition to 
explaining the operations of student transportation 
services, "Guidelines" also includes general 
expectations of performance for the School 
District, Riteway Bus Service, Inc., its personnel 
and our students.  Please review the pupil 
expectations sections with your child(ren).  
 
A special thank you to the Fox Point-Bayside 
School District and Maple Dale-Indian Hill School 
District Transportation Committee for their 
assistance in creating our guidelines. 
 
We invite your comments and suggestions in an 
effort to continually improve this publication. 
 
 
STUDENT TRANSPORTATION: RULES AND 
RESPONSIBILITIES 
 
I.    PUPIL 
 
 A. BEFORE BOARDING THE BUS (On the 

road and at school) 
 

 1. Be on time - 5 minutes before the bus is 
scheduled to be there. 

 2. If the bus picks you up at a place other than 
your driveway, walk to your stop on the 
road side facing traffic.  Stay off the road 
while waiting for your bus. 

3. Line up in an orderly, single file manner at 
the end of the driveway  (NOT IN THE 
ROAD). Do not run toward the bus.  Wait 
until the bus comes to a complete stop 
before crossing the road or attempting to 
board. 

 4. Use the handrail and watch your step when 
boarding the bus.  Check for the correct 
route number. 

 5. Take a seat and REMAIN SEATED 
DURING THE ENTIRE RIDE.  

Kindergartners will take the seats in 
FRONT of the bus first, usually three (3) to 
a seat. 

 
 B. WHILE ON THE BUS 
 

 1. OBEY THE DRIVER. . . No arguing or 
talking back. 

 2. REMAIN SEATED. . . No standing or 
changing seats. 

 3. KEEP HANDS, ARMS, AND PROPERTY 
INSIDE THE BUS. . . No throwing objects 
from the bus. 

 4. USE SAFE BEHAVIOR. . . No pushing, 
tripping, wrestling or fighting with others. 

 5. USE A QUIET VOICE AT ALL TIMES. . . 
No loud voices/noises that will distract the 
driver. 

 6. USE RESPECTFUL LANGUAGE. . . No 
profane language. 

 7. EATING, DRINKING, AND SMOKING IS 
PROHIBITED. . . No eating, drinking, or 
smoking. 

 8. RESPECT PERSONAL AND BUS 
PROPERTY. . . No damaging, destroying, 
marking, littering, or vandalizing. 

 9. RIDE ONLY YOUR ASSIGNED BUS. . .No 
unauthorized passengers or stops. 

 
 C. ARRIVAL AT SCHOOL AND DROP-OFF 

AT HOME 
 

 1. Remain seated until the bus has come to a 
stop and it's your turn to leave. 

 2. Unload the bus from the front to the back in 
an orderly manner when at school. 

 3. If you do not have to cross the road, DO 
NOT LOITER NEAR THE BUS.  KEEP 
YOUR HANDS OFF THE BUS.  GO 
DIRECTLY HOME. 

 4. If you must cross the road, go out at least 
ten (10) feet in front of the bus so the driver 
can see you and you can see the driver.  
WAIT for his/her signal and then CHECK to 
be sure no traffic is approaching before 
crossing the road.  DO NOT RUN across 
the road. 

 5. Never return to the bus after you get off 
to pick up a dropped object.  Alert the 
driver and he/she will assist you. 

 
II. TEACHERS AND PARAPROFESSIONALS 
 
 A.  Supervise pupils while buses are  
  loading and unloading as assigned. 
 
 B. Emphasize the importance of bus safety 

in the curriculum using a variety of 
materials (i.e. booklets, charts, films, 
video tape recordings). 

 
III. PRINCIPALS 
 
 A. Effectively maintain pupil/community 

relations with respect to the transporta- 
tion program. 
 

 B. Enforce the specified transportation rules 
and regulations. 
 

 C. Assist in coordinating the transportation 
safety program which includes classroom 
instruction, school site precautions, bus 
routing guidelines, bus riding rules and 
annual bus emergency evacuation drills. 
 

 D. Maintain pupil transportation discipline 
and upon receiving a written conduct 
report from the bus driver or company 
shall, in most cases, use the following:  

  
 1st Report: 
 1.  Student and principal conference. 

Conduct form signed by principal, 
coordinator of student services, and 
student.  A copy will be returned to bus 
company and to parent. 

 2.  Phone contact may be made to parent by 
principal.   

 
 2nd Report: 

1. Student and principal conference.  
Conduct form signed by principal and 
student. A copy will be returned to bus 
company and to the parent. 

 



 

 2. Phone and written contact made to 
parent by principal. The written 
notification to the parent/guardian will 
include consequences for next bus 
conduct report.  A three or more day 
suspension from riding the bus will be the 
consequence.  This suspension is at the 
discretion of the principal.  

 
 3rd Report: 
 1.  Suspension from bus three or more days. 
 2.  Student and principal conference.  

Conduct form signed by principal and 
student.  A copy sent to bus company 
and to the parent. 

 3.  Phone contact made to parent to set up 
in-school conference by principal. 
Consequence of bus suspension for 
three or more days is included in the 
verbal contact to parent.  The length of 
the suspension is at the discretion of the 
principal.  Student will be included in 
conference. 

 
Note: Depending upon the severity of the 

misbehavior, the Glendale-River Hills 
School District reserves the right to 
remove a student from the bus for an 
unlimited period of time at any time. 

  
IV. DIRECTOR OF OPERATIONS 
 

 A. Supervise and coordinate the pupil 
transportation  program. 

 
 B. Implement safe and efficient routing and 

scheduling of bus and approve all routes. 
 
 C. Review and inspect all school loading 

and unloading sites, procedures and 
rules. 

 
 D. Follow-up all transportation complaints 

made by schools and parents with the 
bus company and/or other proper parties. 

 

 E. Annually review the drivers assigned to 
the District by the bus company and 
maintain route sheets with the driver's 
name.  He/she shall  follow-up on any 
concerns with the bus company. 

 
 F. Maintain other effective pupil 

transportation practices and policies to 
insure safe, adequate, efficient and 
economical transportation service. 

 
V. DISTRICT ADMINISTRATOR 
   

 A. Ultimately be responsible for the 
operation of the student transportation 
services.  He/she will take whatever 
actions are appropriate for efficient 
operation of services.  

 
 B. Provide periodic reports to the School 

Board on the current status of the student 
transportation system. 

 
VI. PARENT RESPONSIBILITIES 
 
 A. Parents are expected to review 

periodically the transportation and safety 
rules with their children. 

 
 B. Pupils who misbehave may be denied 

the privilege of riding on the bus, since 
their misbehavior jeopardizes the safety 
of other students and could result in 
injury to her/himself or others.  Parents 
will be notified by the school principal 
when bus privileges are withdrawn.  The 
pupil is not suspended from school if 
he/she loses bus privileges.  It is 
expected the pupil be in attendance as 
usual during the bus suspension period.  
Pupils not in attendance due to bus 
suspension are considered truant. 

 
 C. Parents shall see to it that their 

children arrive 5 minutes early at the 
designated bus stop. 

 

 D. Pupils must ride on assigned buses.  
Parents may request permission for the 
child to ride another bus to a friend's 
home by writing to the homeroom 
teacher.  Parents will assume the 
responsibility for the child when a request 
is made and granted.   

 
 E. Parents are encouraged to communicate 

with principals concerning behavior 
problems.  Non-behavior problems are 
best handled by calling the bus company. 

 
 Parents have the responsibility to make 

arrangements for a responsible individual 
to be at home to receive children and to 
have alternate plans in place for 
emergency situations. 

 
VII.  BUS COMPANY RESPONSIBILITIES 
 
 A. BUS DRIVER RESPONSIBILITIES 
 

 Bus drivers are responsible for following 
all State and local vehicle operation rules 
as well as bus company and School 
District rules.  Drivers are in-serviced by 
the bus company and given a set of 
School District rules and expectations at 
the beginning of the school year. 

 
 B. BUS COMPANY ADMINISTRATION 
 

 The bus company is required to adhere 
to all specifics within the contracts 
entered into with the School District 
including but not limited to: implement 
and practice an extensive bus driver 
applicant screening/hiring process, 
provide continued in-service training to its 
employees and work closely with the 
school district to resolve any concerns in 
a prompt and appropriate manner. 

 
 
 
 
 



 

PARENT PROVIDED TRANSPORTATION 
ROLES AND RESPONSIBILITIES 
 
PARKWAY SCHOOL MORNING DROP-OFF 
PROCEDURES 
 
When dropping off your child, you are asked to 
enter the driveway in the front of the school and 
continue around the circle.  Drop your child off on 
the sidewalk near the front entry door and 
continue out of the driveway.  Students should 
immediately enter the lobby area of the 
school.  There will not be playground 
supervision.  Cars are not to enter the bus 
unloading zone on the north end of the school.  At 
no time should a child or adult walk between 
parked buses or drive around them while in the 
north lot.  NO STUDENT SHOULD BE DROPPED 
OFF PRIOR TO 8:50 A.M. 
 
PARKWAY SCHOOL MID-DAY PROCEDURES 
 
When picking up your child, park in the designated 
parking spaces in the front of the school or across 
the parkway in the City Hall lot.  If you prefer to 
pick up your child without entering the building, 
enter the driveway in the front of the school and 
continue around the circle.  Stay with your car and 
proceed when you see your child on the sidewalk.  
Do not park your car in the circle drive.  Cars 
left unattended in the circle drive may be ticketed.  
A child should not be walking without an adult 
between parked cars. 
 
PARKWAY SCHOOL AFTERNOON PICK UP 
PROCEDURES 
 
When picking up your child, park in the designated 
parking spaces in the front of the school or across 
the parkway in the City Hall lot.  Parents picking 
up their children are welcome in the front lobby 
prior to dismissal.  This allows a personal contact 
with your child and a safe walk to the car.  If you 
prefer to pick up your child without entering the 
building, enter the driveway in the front of the 
school and continue around the circle.  Stay with 
your car and proceed when you see your child on 
the sidewalk.  Do not park your car in the circle 

drive.  Cars left unattended in the circle drive may 
be ticketed. A child should not be walking without 
an adult between parked cars.  Cars are not to 
enter the bus loading area on the north end of the 
school.  At no time should a child or adult walk 
between parked buses or drive around them while 
in the north lot. 
 
GLEN HILLS DROP-OFF AND PICK-UP 
PROCEDURES 

 
Grades 4-6:  When dropping off or picking up your 
child, please enter the lower parking area nearest 
the pool (east) entrance to the building from Mill 
Road.  You will then follow the directional cones to 
circle to the pool doors. Following this procedure 
will allow your child to enter or exit the building 
without having to cross the parking lot or walk 
between cars.  Cars are not permitted near the 
bus (north) entrance of the building.  
 
Grades 7-8:  When dropping off or picking up your 
child, please enter the parking area nearest the 
main (south) entrance to the building from Mill 
Road.  You will then proceed through the circular 
drive area, pausing in the fire lane long enough to 
allow your child to leave or enter the car.  
Following this procedure will allow your child to 
enter or exit the building without having to cross 
the driveway or walk between cars.  Cars are not 
permitted near the bus (north) entrance of the 
building. 
 
 
TELEPHONE DIRECTORY 
 
 Riteway Bus Company, Inc. 
 438-5400 
 
 Glen Hills Middle School 
 351-7160 
 
 Parkway School 
 351-7190 
 
 Director of Operations 
 351-7175 
 

QUESTIONS MOST OFTEN ASKED 
 
Q: Is every student eligible to ride the 

yellow bus? 
A. All students within the District boundaries 

are eligible to ride the yellow bus. 
 
Q: Is there a charge for the yellow bus 

service? 
A: No.  Student transportation is provided as 

part of school district services and as such 
its cost is included in the district budget. 

 
Q: All yellow buses look the same to me.  

How do I know which one is my child's 
bus? 

A: All of our School District buses have route 
card holders to the left of the entrance door.  
Each bus is also clearly identified on the 
side with the name of our carrier which is 
currently Riteway Bus Service, Inc.  All 
Chapter 220 buses also have route card 
holders for our suburban Chapter 220 
transportation. Riteway Bus Service, Inc.  
will be the carrier for our Chapter 220 
routes as well as our resident district 
routes. 

 
Q: Does the School District own and 

operate the yellow bus which my child 
rides?  

A: No.  It is fiscally advantageous to contract 
for our student transportation service with a 
private busing company.  Our School 
District is currently operating as part of a 
consortium which consists of the school 
districts of Nicolet High, Maple Dale-Indian 
Hill, Glendale-River Hills and Fox Point-
Bayside.  

 
Q: What do I need to do to get my 

child(ren) scheduled for bus service? 
A: Nothing.  Students are automatically 

scheduled for yellow bus service upon 
enrolling unless: 

 a. the parent/guardian notifies the 
principal in writing that her/his child will 
not be using the yellow bus service or 



 

 b. the student (Grades 4-8) resides within 
the Parkway or Glen Hills walk/bike 
perimeter and chooses to walk/bike.  

 
Q: How do I find out specific information 

about my child's bus route? 
A:  Specific routing information, including pick-

up time and route number will be provided 
to you prior to the opening of each school 
year at registration.  Throughout the year, if 
route changes are required, you will be 
informed of those changes and a new route 
itinerary will be made available to the 
school.  Each school maintains a complete 
set of route itineraries and rider lists for 
A.M. and P.M. routes. 

 
Q: How long are bus routes? 
A: The average bus route is approximately 35 

minutes in length.  However, under 
provisions in our bus contract, the bus ride 
may be as long as 45-55 minutes.  The 
length of route is dependent upon the area 
to be covered, traffic pattern, number of 
students assigned, and student bus loading 
and disembarking time.  Every effort is 
made to keep the route within the 
35 minute time frame. Route time is 
measured from the first pick-up in the A.M. 
to arrival at school and/or the time the bus 
leaves school in the P.M. to the last drop-
off. 

 
 Please be aware that during the first few 

days of each school year, buses may 
not depart from the school at their 
regularly scheduled times due to the 
attempts by staff members to be 
assured that students are on the correct 
buses.  This additional required boarding 
time is NOT to be considered part of the 
length of the regular route time.  Generally, 
after the second week of school, buses will 
be departing 5 to 10 minutes after the 
normal dismissal time.  By then, drop-off 
times should become consistent.  Also, 
A.M. school arrival times and route ride 

time may vary during the first few days 
of school. 

 
Q: Where is my child picked up or dropped 

off? 
A: At your home.  All students will be picked 

up and dropped off at the driveway of your 
home or directly across the street from the 
driveway of your home.  At each school, the 
bus unloading locations are established by 
the building administration to assure safe 
and efficient bus drop-off procedures. 

 
 The Glendale - River Hills School District 

strongly encourages Junior Kindergarten 
parents to be at the bus stop to receive 
their children when they are dropped off 
after school.  District responsibility for 
students ends when children safely 
disembark from the bus.  Bus drivers will 
deliver students to their designated drop-off 
location WITHOUT a requirement to 
receive acknowledgment that a parent is at 
home. Parents have the responsibility to 
make arrangements for a responsible 
individual to be at home to receive 
children and to have alternate plans in 
place for emergency situations. 

  
Q:  I reside on a cul-de-sac.  Why do I not 

receive the same door-to-door service 
as someone not living in a cul-de-sac? 

A: We are not able to provide the assurance 
that a bus can safely navigate all cul-de-
sacs within our district.  If a bus would be 
required to back up or its navigation of a 
cul-de-sac would create an unsafe 
condition for the students on the bus or 
another automobile passenger, or if the 
pick-up and drop-off of a child on a cul-de-
sac would add undue time and length to the 
route, then we generally do not provide 
door-to-door service for those cul-de-sacs 
involved.  In these instances students are 
picked up/dropped off at the entrance to the 
cul-de-sac. 

 

Q: Can I change my child's bus route 
assignment? 

A: The bus company designs the routes for 
the most efficient use of time, length of 
route, number of riders and safety.  The 
District Business Office approves those 
routes if they meet the necessary criteria 
established above.  Generally, changes will 
not be made on request unless a safety 
condition can be demonstrated or some 
other unusual circumstance warrants the 
change.   

 
Q: I work fewer than five days a week.  

Some days I will want my child dropped 
at a sitter's location and other days I will 
want my child dropped off at home.  Can 
I do this? 

A: No.  A single, consistent location for pick-up 
and drop-off points helps to assure that 
your child's whereabouts are known.  There 
is one assigned pick-up point and one drop-
off point for each child within each school's 
boundary. 

 
Q: Can a student ride a different bus to go 

to a friend's house after school?   
A: Yes.  Providing he/she brings a signed, 

dated parent permission note stating to 
whose house he/she wishes to go on that 
particular day.  The permit is good only for 
that one day.  The student must bring the 
note to the homebase/classroom teacher 
during attendance time.  The notes are sent 
to the office and recorded, then returned to 
the student to show the bus driver upon 
boarding the bus after school.  A student 
WILL NOT be allowed to ride a different 
bus if: 

 a. he/she forgets the parental 
permission note, 

 b. decides during that day that 
he/she would like to go to the 
friend's house after school, 

 c. if that child riding the alternate 
bus on that day causes an 
overloading problem. 

 



 

 Phone requests will not be accepted 
except in an emergency situation as 
determined by the building principal.   

 
Q: I notice that the driver is required to 

wear a seat belt as any driver or 
passenger in an automobile.  Why is my 
child not required to or offered the 
opportunity to be belted in on their 
route to and from school? 

A: A great deal of research has been done 
relative to the issue of seat belts on school 
buses.  Many problems arise with the 
consideration of installation of seat belts on 
school buses.  Among them are: (1) how 
does the driver or anyone else enforce a 
seat belt requirement,  

 (2) in the event of necessity for a sudden 
stop, or in the unfortunate event of an 
accident, seat belts not in use could 
become dangerous missiles which might 
injure students as they swing around the 
bus cabin, (3) the buckles on seat belts can 
also become a dangerous weapon for a 
misbehaving child who chooses to use it as 
such, (4) children might, in fact, become 
trapped in an unsafe bus if they were to be 
buckled in with no adult in the immediate 
seating area to unbuckle them for bus 
evacuation in the event of an accident. 

 
 Because of the above concerns as well as 

many more, too numerous to list, school 
bus legislation has chosen to enact a 
concept known as "compartmentalization."  
This concept involves extensive amounts of 
padding and high-backed seating to provide 
a protective "compartment" for the child in 
the event of an accident involving the bus.  
Some of our buses used for children with 
exceptional education needs, may be 
equipped with seat belts in order to prevent 

that child from falling from the seat because 
of their handicap. 

 
Q: Who is responsible for supervising 

students while on the bus? 
A: The bus driver has primary responsibility for 

supervising students from the time they 
board the bus until the time they depart.  
Parents have the responsibility to review 
District guidelines and expectations, and 
impress upon their children parental 
expectations for safe and appropriate 
ridership.  The school and parents share a 
responsibility for teaching what is expected 
and appropriate for bus ridership.  

 
Q: If I have observed what appears to be 

disruptive behavior on a bus which I am 
following, what should I do to make the 
District aware of the problem and 
concern? 

A: We encourage you to report such activity 
directly to the school building 
administration.  Please understand that it is 
necessary for us to know the bus number, 
location, and time that you observed this 
unsafe behavior.  Also, please attempt to 
be sure that the bus in question is one 
operated by our School District.  There are 
many yellow buses on the roads at various 
times throughout the school day.  They may 
or may not be a bus transporting our 
District's students to or from school or a 
school related activity.  If you are able to 
provide us the necessary information, we 
will follow through and the appropriate 
disciplinary action will be implemented. 

 
Q: If the School District doesn't own and 

operate its own buses, whom do I call if 
I have a problem? 

A: All resident address and route changes are 
to be made through the school's office by 
the parent.  All Chapter 220 address and 
routes changes are to be made through the 
Chapter 220 transportation coordinator at 
351-7160 ext. 2139. That office is open 
from 7:00 to 4:00 pm.  For general 
questions regarding your child's route 
assignment timing, pick-up, etc. call the bus 
company directly.  If you experience a 
particular problem that does not seem to 
lend itself to resolution by the bus company 
without school district intervention, you are 
encouraged to call the school.  Bus 
behavior problems are handled by the 
school in conjunction with the bus driver.  
Concerns regarding the bus driver are best 
handled by the company directly. 

 
Q: Whom do I call if I have a problem? 
A. Chapter 220 transportation problems - call 

351-7160, ext 2139. 
 
B. Late bus - (20 minutes  or more) call the 

bus company directly.  They will radio the 
driver to check in-route locations while you 
wait. 

 
C. Behavior - call your school principal. Glen 

Hills 351-7160, Parkway 351-7190. 
 
D. Lost or left items in the bus - call the bus 

company directly and be prepared to tell 
them the bus route number the child was 
riding on and description of item lost. 

 
Q: Can a student lose his/her bus 

privileges? 
A: Definitely. For a complete review of 

behavior expectations and discipline 
procedures, please see the Transportation: 
Rules and Responsibilities section above. 

 


