XIX.   MCSD SWAD TRANSPORTATION/TRAVEL
Section 1.  Transportation and Travel Guidelines (Summer Activities Included)


The MCSD SWAD has the right to generate and follow more stringent guidelines in addition to GHSA rules when necessary.  Due to the limited direction given to athletic teams for Summer Ball (June and July) the MCSD SWAD has the right to generate and follow more stringent guidelines for those Summer Ball Activities when necessary. Due to the rising costs related to transportation, risk involved with transportation, and guidelines needed to protect our student-athletes on and off the field during summer ball and through out the academic year, the following guidelines will be followed. Coaches who fail to follow these guidelines will be reported to the Site-AD, Building Principal, System-Wide Athletic Director, Chief Officer of Student Services, Chief Officer of Human Resources, Deputy Superintendent, and the Superintendent.

a) The System-Wide Athletic Director must approve all camps attended and or sponsored. The camp request form is located on the athletics portion of the web site.

b) The System-Wide Athletic Director with the exception of GHSA region regular season and play-off contests must approve all athletic trips, camps, or special events. This includes pre-season, post-season, and summer ball activities. Additionally, all trips must have transportation form (MD 041) completed and approved by the SWAD and the transportation department. If school facilities are to be used, the request for use of those must be sent to SWAD and SWAD will forward to the Chief Officer for Plant Services for approval. The Chief Officer for Human Resources must give approval for activities (camps, etc.) if MCSD coaches will be supplemented for their work off contract. This request should come via the SWAD and will be forwarded to Human Resources. 

c) All regular season and play-off contests will travel on MCSD vans or buses.  Charted motor coaches may be used with the approval of transportation and system-wide athletics. Funding for motor coaches must come from out of school sources such as booster  clubs or site-school activity funds.  Parents/guardians may transport their child and others if waivers have been completed by each individual parent (Appendix ___) and coaches are not permitted to transport any students via their private vehicles without special permission on a case by case basis from the SWAD. The SWAD strongly discourages, but will allow a student-athlete who holds a current authorization form on file with the site school the privilege of driving to in-county contests and practices (form on file, parent, head coach, and Building Principal signatures required). These student-athletes who have permission to transport themselves to athletic events may not transport other student-athletes. Parents/guardians may be used to car pool with permission from the parents/guardians who will be transported by another team parent/guardian (Appendix ___). All summer and non-regular season athletic team trips must be made on MCSD vans, buses, charter coach, or with parents.  Funding for all summer and non-regular season trips must be indicated on the travel forms and must be from out of school sources such as booster  clubs or activity funds. The transportation request form (MC 041) should first be sent to the system-wide athletic office as well as Overnight/Out-of-State forms when necessary. Funding for non-region and playoff contests must come from activity, booster , or outside of school sources. A letter must be sent with the travel requests which documents how the funding will be secured with a signature from the treasurer of that funding source. Once the funding source has been determined the request will be sent on to the Transportation Department for assignment. Transportation will invoice the site-school for the trip costs and the site-school will be responsible for billing the activity source and seeing that payment is made with 30 days following the trip. Activity funded trips will be invoiced for the following; (1) FICA, (2) driver lodging, (3) driver meals, and (4) bus mileage. MCSD will charge one dollar per mile and thirty-five dollars per hour for buses. Drivers are to be supplied with meals and lodging as well. 
d) All teams are to have at least one current member of the coaching staff obtain the appropriate GA School Bus Driving License. All coaches are strongly encouraged to obtain their school bus driving license.

e) Each site high school has a minibus and an activity bus available for their use.  Middle schools may request an activity bus when needed.  Trip Approval Request forms for the System-Wide Athletic Department and Transportation form (MD 041) for the Transportation Department must be completed and approved before taking any trip.  Follow the seating capacity limits posted on each bus as well as all other rules and laws related to school bus operation.

f)    All head coaches must present an inclusive summer schedule for all team activities prior to the end of the last school day for students. This detailed list of practices, try-outs, games, trips, tournaments, etc., must be submitted to the site-AD, Building-Principal, and the System-Wide Athletic Director (transportation guidelines must be followed).  A roster of upper classman and a roster of those rising ninth graders must submitted to the site-AD, Building Principal, and the System-Wide Athletic Director no later than the first weekday in June for that calendar year.

g) The System-Wide Athletic Department will on occasion permit teams to stay overnight in conjunction with athletic events when the team is involved in contests on consecutive days. Examples: golf, tennis, wrestling, softball, baseball, and swimming teams are sometimes required to compete on consecutive days at a site where travel to and from the site on a daily basis is not possible. Only in such cases, and only when absolutely necessary, will overnight stays be approved.  Each case will be evaluated on an individual basis considering the distance to travel and the schedule for the athletic events.  The MCSD website has a link to athletic related materials. The forms for requesting overnight stays can be found within this link and within this handbook at Appendix ___.  

h) Meals should be provided by the school for post season contests when appropriate. Each post season trip should be evaluated on a case by case basis considering the costs, time, and length of trip.

i)    School buses will be approved according to the formula listed in this section of the athletic handbook.  For trips over 70 miles each way, an additional school bus above the regular allotment may be approved to provide a reasonable comfort level for the coaches and students. Once again, if charter coaches are used they must be approved by the Transportation Department and the System-Wide Athletic Department.  All expenditures for MCSD vans/buses or for Charter Coaches will be the responsibility of the site-school.  Out-of-school funds such as booster  club, parent donations, or athletic activity accounts must be used for all non-regular season or play-off contests.

j)    When it is necessary for a coach to be absent from their assigned daily teaching duties and to be absent from school to accompany a team for post-season competition, a request for professional leave should be submitted to the Building Principal. Building Principals may or may not approve the request for professional leave.

k) The Director of Transportation is responsible for the assignment of buses and bus drivers when approved requests have been submitted for athletic events. A Building-Principal has the discretion to request two buses through the System-Wide Athletic Director. Generally, this will apply to those games that require a considerable distance to be traveled. This does not mean that a Building-Principal cannot request two buses when needed for an out-of-county contest, but those requests must come through the System-Wide Athletic Director.  Using student safety as the main factor, the System-Wide Athletic Director will make that decision. The indiscriminate scheduling of two (2) buses for every basketball contest can create a serious financial drain on the transportation budget.  The Building-Principal along with the System-Wide Athletic Director is responsible for monitoring the number of buses used by athletic teams. MCSD teams and schools whenever possible should share buses.
l)    Bus Utilization Guidelines – Football 

1. Number of players in uniform 

2. Up to 40 - one regular bus (65 passengers) 

3. 41 to 80 - two regular buses (65 passengers) 

4. 81 to 120 - three regular buses (65 passengers) 

5. PLUS - one bus for cheerleaders

m) Bus Utilization Guidelines - Band 

Two adult chaperones per bus are authorized to ride and to be admitted free of charge to the football game.  Students who are not members of the band or the corps are not permitted to ride the bus or to be admitted free of charge to the game.  The principal or administrator on duty and the band director are responsible for seeing that this rule is enforced.

n) Bus chaperones will need to have a band pass from the System-Wide Athletic office for admission. 

1. Number of band members and/or corps members in uniform 

2. Up to 45 - one regular bus (65 passengers) 

3. 46 to 90 - two regular buses (65 passengers) 

4. 91 to 135 - three regular buses (65 passengers) 

5. 136 to 180 - four regular buses (65 passengers) 

6. 181 to 225 - five regular buses (65 passengers) 

7. 226 to 270 - six regular buses (65 passengers) 

8. 271 to 315 - seven regular buses (65 passengers) 

9. 316 to 360 - eight regular buses (65 passengers) 

10. 361 to 405 - nine regular buses (65 passengers) 

11. PLUS - If needed, may add one bus for instruments for up to four buses for passengers, and if needed, may add two buses for instruments for five or more buses for passengers. Example: A band with 185 band and/or corps members and chaperones could use up to, but not more than, seven buses. Five buses are allotted for the passengers and two buses for the instruments.

o) Bus Utilization Guidelines – For all Other Sports cheerleaders will travel on the same bus.  In cross country and swimming, the boys' team and girls' team will travel on the same bus. 

Section 2.  VEHICLE RENTALS

a) Full size fifteen passenger vans cannot be used to transport students. All rented full size vans with seating capacity (less than 15) may be rented, but must be checked for a sticker located inside the driver side entrance door. If the van has a sticker from the manufacturer which reads “This van is not a school bus”, it may not be rented as well.
b) Permission to rent a vehicle must be obtained from Sharon Adams, Chief Financial Officer, prior to the rental if school funds are being used for payment.  Approval of a rented or chartered van or bus must be obtained via the System-Wide Athletic Department and the Transportation Department. 

c) Employees driving MCSD vehicles or rental vehicles must have a MVR check.  The MVR Authorization form and a copy of your drivers’ license should be sent to Bill Mooney, Transportation Supervisor, for the MVR check. An out-of state license may require additional time to process.

d) The Operations and Facilities Division has two vans which can be reserved for school-related trips.  Contact Betty Woodruff at 706-748-2372 to reserve a van.  Ms. Woodruff will obtain the MVR check prior to reserving the van(s).  An automobile insurance card for MCSD vehicles is in the glove compartment of each van.

e) Charter rentals, such as motor coaches, buses or vans (with charter drivers) must be approved by the System-Wide Athletic Department and the Transportation Department prior to the rental. Rental vans of 15 passengers or less may not be rented if the door jam has a sticker indicating that the vehicle is not a school bus.
f)    Plan ahead for your trip.  Make the necessary arrangements for your transportation needs as soon as your school activity is planned to avoid delays and possible cancellation of your trip.  

Section 3.   IN CASE OF AN ACCIDENT
All MCSD employees are required by Board Policy GAMA to submit to a drug test if an accident occurs while driving a school district vehicle WHETHER YOU ARE AT-FAULT OR NOT AT-FAULT. The drug test should be administered within eight hours of the accident.  Rentals are covered by MCSD automobile insurance when used for school-related activities and will be considered MCSD vehicles for that purpose.  

If your MCSD vehicle does not have an insurance card in the glove compartment or is a rental, follow these guidelines if an accident occurs:

a) Notify the police immediately and follow their instructions.

b) DO NOT LEAVE THE SCENE.  If your vehicle is creating a safety hazard, move it to a safer place.

c) DO NOT ADMIT FAULT.  DO NOT commit to payment of any property damage or medical bills of any other party.

d) Write down the name, address and telephone number of each driver, passenger and witness.  Determine if anyone is insured.

e) Obtain the name of the insurance company and policy number for each vehicle involved.

f)    Report all accidents to the System-Wide Athletic Director immediately.  The driver of the MCSD vehicle should report to Carol Hecht in the Transportation Department as soon as possible so the accident can be filed with the school district insurance carrier, GSBA Risk Management Fund.  

Telephone Numbers:

GSBA Risk Management Fund

1-888-245-4722

System-Wide Athletic Director

Cell:  706-527-6858


Transportation Department 


706-748-2876

Risk Management 



706-748-2380 or 706-748-2336







Cell:  706-527-7607

7.  If there are injuries, make sure you and/or your students receive medical attention immediately.  Please call any of the numbers above if you need assistance or guidance.

COPY OF GSBA GEORGIA LIABILITY INSURANCE INDENTIFICATION CARD
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APPENDIX M – BLANKET Transportation Permission Form for All Athletic Related Travel (contests, practices, camps, summer, etc.) 

I hereby request that
________________________________________________ be allowed to          (Student Name – Please Print)  
                     

participate in all athletic activities related to _________________________________. 






(name of sport or activity)   

I understand that unless a faculty member is licensed to drive a MCSD bus/van (preferably a coach that is licensed to drive a school bus in the state of Georgia, County of Muscogee School District), that transportation may or may not be available through the Muscogee County School District (MCSD), Transportation Department (TD).  If a MCSD van/bus or a MCSD approved charter bus is not available (site school must cover rental costs), I understand that transportation will be the parent/guardian’s responsibility.  In most instances, the MCSD/TD will have van/buses available for teams with a licensed school bus driver that is a faculty member of the school.  Therefore, the MCSD/SWAD and TD strongly encourage each school athletic team to have a minimum of one licensed school bus driver on the coaching staff.  Car-pooling by parents/guardians with parents/guardians driving is allowed if this form is completed and on file with the site-school. The MCSD transportation guidelines are listed below in order of priority.

a) MCSD bus/van driven by a MCSD trip and route driver.

b) MCSD bus/van driven by a MCSD faculty member (coach) with bus license.

c) Approved chartered bus/van (guidelines set in the MCSD SWAD Handbook).

d) Parent/guardian transporting their student-athlete.

e) Transporting/car-pooling student-athletes with written approval (this form completed and on file at the site-school) by each of the parents/guardians of those student-athletes being transported (personal vehicle and driver when car-pooling must meet the guidelines set in the MCSD SWAD Handbook). It is the head coach’s responsibility to keep all parents/guardians informed of who will be driving vehicles when car-pooling.   

f) With written approval of the parent/guardian a student-athlete may transport themselves to an in-county event (the student athlete may not transport any additional passengers).

g) MCSD coaches/faculty/community coaches should never transport student-athletes in their personal vehicles.

Detailed trip information, including destination, date, time of departure, time of return, purpose, and supervision, will be given in writing to the parents/guardians at least two (2) weeks prior to each trip in the series. (The System-Wide Athletic Director must approve exceptions.)
I agree to release, indemnify, and hold harmless the Muscogee County School District, its Board of Education, and its employees, agents, or assignees, as well as its approved  adult trip supervisors from and forever promise not to sue them on any and all claims, demands, rights, causes of action, liabilities, losses, damages, costs and expenses (including reasonable attorneys’ fees), whether known or unknown, that I, any other parent or guardian of the above-named student, or the student may have or may allege to have against the District or which may be brought against the District arising out of or in any manner relating to the student’s participation in an athletic activity, including but not limited to the rendering of emergency medical procedures or treatment.

NOTE: This form must be signed by the student if the student is 18 years of age or older.

Name of Student (PLEASE PRINT) 



___________________________________________________    ___________________

Signature of Student



                                   Date 

________________________________________________________________________

Name of Parent/Guardian (PLEASE PRINT)


___________________________________________________    ___________________

Signature of Parent/Guardian


                       Date
___________________________________________________    ___________________

Head Coach







Date

___________________________________________________    ___________________

Site-AD







Date

___________________________________________________    ___________________

Building-Principal






Date
