
               Beeville ISD Transportation Department 

    

                     SCHOOL BUS TRIP PROCEDURES 

        
Field Trip Requisitions 

  

 All field trip requisitions must be received by the Transportation Department at least 7 school days prior 

to the event. The authorized representatives must approve all field trip requisitions.  Make sure that the 

budget number is included, the requisition will not be processed without a budget number and the 

signature of the principal or director.   Accurate information on the reporting time at the school, departure 

time and the number of passengers is required. Reporting time at the school may be requested up to 15 

minutes prior to departure to allow for loading equipment, uniforms, and students. Do not overestimate 

the number of passengers. The number of passengers should include students and coach/sponsor, and 

chaperones. An itinerary of activities (where students will be eating/different stops) and directions to the 

location would help in planning the trip. 

 

Field trip cost 
 

 All bus trips will be charged for the actual miles traveled ($1.65 per mile).    

 The sponsor will need to pay for the driver’s meal for out- of-town trips.   

 

For all trips within our district, we are requesting Campus Administrators to schedule trips for a drop and 

return. This will allow us to use or resources more efficiently. 

   

Sponsors will be required to sign and validate the Trip Time and Sponsor Approval Section mileage   

form at the completion of each trip. Transportation drivers will have these forms available and must have 

the sponsor’s signature.  

 

Vehicle trips 

 

All vehicle trips will be charged .45 per mile round trip. A vehicle carrying students will have priority 

over personnel. Arrangements will need to be made with the secretary if vehicle is leaving before 5: 30 

A.M. or after 5:00 P.M.  A gate key will need to be assigned and a gas card if needed.  The secretary will 

also need a current Driver’s license and insurance for the BISD staff member who is driving.  

 

 

 

Federally Funded Programs, Private Schools and College 

  

A different rate is charged for Federally Funded program, Private schools, and College. Call 

Transportation secretary at 362- 6090 to get the bus rate.    

 

 

Cancellations 

 

Trip cancellations or rescheduled trips should be made at least 24 hours in advance. The school requesting 

the trip will be charged a two hour driver’s fee for any trip which is not cancelled within the 24 hour 

advance. Exceptions may be made for reasons outside the school’s control. 



  

 

Notice of cancellations 

 

Must be made by e-mail to the Transportation office along with the reason for the cancellation. 

Exceptions may be made for reasons outside the school’s control. 

 

Lack of Available Buses 

 

All field trip requests should be made in a timely manner to ensure scheduling. Should 

there be too many requests for field trips on a given day; the requests will be filled in the 

order in which they are received. The requesting sponsor will be given a three (3) day 

notice or notified as early as possible that an alternate form of transportation must be 

arranged.  

 

Time of Trips 

 

Field trips should be scheduled between the hours of 8:30 a.m. and 2:45 p.m. A limited 

number of buses MAY be available in limited circumstances for out-of-town trips which 

extend before and beyond this time. These trips will be assigned on a first-come, first served basis. 

Drivers are on a tight time-schedule for returning to school. All students must be loaded and ready to 

return to campus in order to arrive no later than 2:45 p.m. This is the only way to ensure buses are 

available for afternoon routes. The driver will supply the sponsor with a boarding time for the return. This 

time must be adhered to in order to assure returning to the school on schedule. 

 

Driver Instructions for Waiting 

 

Drivers will be instructed to wait no more than 15 minutes at the school after the scheduled departure 

time. If the students are not boarding by this time, the driver will notify the Director of Student Services.   

 

 

Tolls  

 
 It is the sponsor’s responsibility to cover toll costs accrued along the route. 
 

Gas Cards 

The secretary has a sign-out procedure for drivers to obtain fuel credit cards. The cards must be obtained 

by the driver at least one day prior to the trip. The cards may not be used for any purchase other than fuel 

for district owned buses/vehicles. The cards must be returned to the secretary with signed charge slips 

indicating mileage, bus number, and date and driver’s name for proper accounting. 

 

 

Overnight Field Trips 

 

All field trip requests requiring overnight stays must include a complete itinerary of 

activities and directions to the location. Advance arrangements to cover the cost of hotel/motel rooms, toll 

costs, and meals on a field trip requiring an overnight stay shall be made by the sponsor for the bus driver.  

 

School Bus Capacities 

 

Bus capacity on In-town trips - 70 passengers for elementary, 50 passengers for middle and high schools. 



Bus capacity on Out-of-town trips – 70 passenger for elementary, 50 passengers for middle and high 

school. 

 

Sponsors 

 

All sponsored field trips must be adequately supervised and chaperoned by a faculty member. A faculty 

member will be designated as sponsor. All parents designated as chaperones will need to be approved by 

the principal.  The faculty member will make sure that all bus rules are followed. 

 

At the time of loading, a list of all passengers should be given to the driver(s) on out of town trips. In case 

of an accident the driver will need the names of the students and where they are seated.  The bus driver 

will have a seating chart available. This list will be given to the officer in charge. It has also been 

recommended that the last two back seats should be vacant in case of an accident.   


