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Fall & Summer Planning :

Preparing Bus Routes 
for the 

First Day of School



A Brief Update on Infinite Campus
NC Student Information System (SIS) Transition from 

PowerSchool to Infinite Campus

• North Carolina completed the transition from PowerSchool to 
Infinite Campus in July 2025 with the conversion of the remaining 
districts as part of Phase 2.

• In general, things with Campus have stabilized and many districts 
continue to work through the remaining student address errors.

• Lots of districts have expressed interest in and\or have begun to 
utilize the features of the Student Transportation Page…

• Managing AM\PM Bus Requests for Students
• Importing TIMS Bus Assignment Data onto Student 

Transportation Screens
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TIMS Project Leaders – Support Offices
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How will Bus Routes look 
the first week of school?
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Will Bus Routes Look Great?
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Or
Will Bus Routes Be Overcrowded
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Will students feel like they are riding the … 
School Bus
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Or
Will students feel like they are riding the … 

Stool Bus
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How will Bus Routes look 
the first week of school?
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Avoid stress 
and frustration 

in August by 
Being 

Prepared for 
the First Day 

of School!



FALL 
PLANNING



Fall Planning
Preparing Bus Routes for the First Day of School

Session Outline
• Things we cannot control, Things we can control
• Managing Expected Ridership in August
• Springtime Surveys and Transportation Requests
• New Students, Promoted Students, Current Students
• Stop Requests, Safety Reviews, Bus Capacity Analysis
• Fall Bell Times and TIMS Transportation Arrival/Departure windows
• Working with Infinite Campus Coordinators and School Data Managers

• Pre-Transition Promotion vs TIMS Rollover

• Info at Open House – Bus Passes, Letters, Assignment Slips, etc.
• Infinite Campus Backloads, Parent Apps, GPS Trackers, etc.
• Dry Runs & Practice for Bus Drivers before School Starts
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Fall Planning - Things We Cannot Control

• New Students Enrolling at the last minute

• Students who moved but did not update their address with the School

• Students who did not follow local procedures for requesting a bus 
assignment … if any local procedures even exist

• There will always be students who enroll at the last minute
• There will always be parents who forget to update their address
• There will always be parents who do not follow transportation request 

procedures
• These issues are much easier to manage when the rest of TIMS is kept up to 

date and properly maintained.
• Updated Bus Routes and Street Path of Travel
• Current Student Assignments 
• Current Bus Loads
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Fall Planning - Things We Can Control

• Keeping TIMS Updated throughout the School Year.
• In order to prepare for the first day of school in August, it is important that TIMS has 

the latest and greatest information by the end of the school year.

• Most Districts work in TIMS everyday, constantly updating stops, runs, routes and 
student assignments throughout the entire school year.

• These Districts have great success in managing TIMS and maintaining efficient bus 
routes. Fall and Summer Planning is much easier when TIMS is up to date and 
trustworthy.

• Other Districts TIMS Data is not well maintained or Routing is Decentralized
• TIMS Bus Routes and Student Assignments are not always accurate and cannot 

always be trusted. With inaccurate information, planning routes can be just a 
practice exercise.

• Some Schools and Drivers often manage their own Bus Routes during the year. 
• Due to either not seeking assistance from Transportation
• Transportation Department has historically struggled with Routing

• Inefficient, crisscrossed, overcrowded or half-empty bus routes.
• The start of school is a nightmare.
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Fall Planning - Things We Can Control

• Expected Ridership in August
• If August Bus Routes are worked on over the Spring/Summer and are 

thoroughly reviewed and Pre-planned, then you will have a much easier 
time at the start of school and throughout the year.

• How do you know which students want to ride the bus the first day of 
school? 

• There are three main types of bus riders to plan for in August…
• New Students 
• Current Students staying in the same school
• Current Students changing schools

• Lets look at typical bus ridership information needed for TIMS and how 
it relates to each of these types of students.



Fall Planning :

Understanding 

Bus Ridership Requests
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AM and PM Ridership Requests

• For All Students, you need to know… 
• YES or NO on Bus Ridership 
• For both AM and PM

• YES implies a Bus Ride to/from their Home Address
• Could be a corner stop or driveway stop assignment 
• But the Primary Destination their home address

• Some districts allow Alternate Stop requests to/from a Non-Home Address
• Daycare, Boys & Girls Club, In-Boundary Grandparent or Relative, etc.

• If so, then you will also need to collect the Address of the Alternate Destination
• These students may be a YES or NO from Home in the AM
• But for PM, they show an ALTERNATE – 123 Grandma St

• Other types of Bus Ridership Information.
• Special Needs Students & Special Transportation Requirements
• Students with Modified Day Schedules or Special Daytime Programs
• Early College, Alternative School and Homeless Student Assignments
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AM and PM Ridership Requests

• Depending on the size of your district and historical practices, we have seen the 
following methods of managing ridership requests.

• Transportation Questions should be included and collected during Registration
• Incoming Kindergarten and all New Students
• Most districts are now using Online Registration (OLR) through Infinite Campus
• There may still be options for Pencil & Paper Forms, Shared Spreadsheets, Emails, etc.

We strongly encourage you to work toward electronic data management within 
TIMS and Infinite Campus. This will cut down on manual work going through 
paper forms or tracking down student name and address typos or missing ID 
Numbers in a shared spreadsheet.

Regardless of the final methods, you will need to know Yes or No for All Students, 
Students with a Special Needs Bus Request and possibly Alternate Stop Address 
information if your district accommodates alternate stop requests.



Fall Bus Ridership Survey
Online Registration (OLR) in Infinite Campus

• Most districts are using the Infinite Campus OLR for new student registration, but 
not everyone includes the correct transportation questions.

• Typically, students will need to be asked 2 to 4 questions about school bus 
transportation.

• AM Bus Request: Yes, No, Alternate Address
• AM Alternate Address (if different from home)

• PM Bus Request: Yes, No, Alternate Address
• PM Alternate Address (if different from home)

• If asked like this, these 4 questions match the Bus Request options on the Campus 
Transportation Page. If asked correctly, the responses from the OLR can then be 
linked\imported to the new student records once they are created in Campus. 

• Currently, they cannot be mapped directly from the OLR, but the Transportation 
Request Codes and Alt Address info can be imported through the Campus Data 
Import Wizard (DIW) once the student is created.



Fall Bus Ridership Survey
Managing Student Bus Requests in Campus

• Districts who were already managing bus requests in PowerSchool were able to 
transition easily to managing requests in Campus.

• Districts that are interested in beginning to manage Bus Requests in Campus, reach 
out to your TIMS Support Staff at NCSU or UNCC for assistance with getting started.



Fall Bus Ridership Survey
Managing Student Bus Requests in Campus

If No Requests Exist, Click New to Enter the Bus Request Information

If Requests already Exist, Click Edit to Update, Change or Remove the Existing Request. 
Do Not Enter a New Request if one already exists.



Fall Bus Ridership Survey
Managing Student Bus Requests in Campus

The Student Request Section contains a list of Transportation Related Variables used 
to communicate the desired transportation for each student to TIMS.

AM-PM Transportation Codes
•Yes, No, Alternate
•Special Needs, Contract Transportation
•Walk\No Transport Zone
•Car Rider, Bike Rider, Daycare

If an Alternate (Non-Home) Stop Request is allowed within your district, there are also 
sections to enter the Alternate AM Transportation Address and the Alternate PM 
Transportation Address.

For Special Needs Students, there are also three variables that can be used to 
communicate the need for a Bus Monitor, Lift or Child Restraint.
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• If managed in Campus, the Transportation Code associated with each selection 

will be received in TIMS during the UPSTU Process. 
• If desired, the Options and Codes listed can be edited to better meet the needs 

of your district.  
• Some counties have expanded this list while others reduced the AM\PM 

Transportation Codes that can be selected.
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Managing Transportation Requests 
and Alternate Addresses 

When setting up or editing a New Request, 
REQUEST-REQUEST must be selected under the 
Route Type to be included in the TIMS Extract.

Alternate Addresses for AM and PM are also 
entered here:

AM Alternate Address
In the “Pick-Up Location”
PM Alternate Address
In the “Drop-off Location” Box

Be Sure to Click Save to Update any changes to 
a Transportation Request.

Only Enter an Alternate Address if 
different from the Primary Address. 

Leave empty if normal transportation 
To\From Home 

Managing Student Bus Requests in Campus
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Understanding Student Ridership
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Fall Planning - Things We Can Control

• Expected Ridership in August – New Students

• Incoming Kindergarten Students and Non-Kindergarten Students

• When is Kindergarten Registration for each school?
• What are summertime registration procedures for new students?
• Are there Transportation Questions in Online Registration or Packets?
• What transportation info is collected?
• AM and PM Ridership Requests?
• Will they be riding To/From their Home or To/From somewhere else (Daycare, 

Grandparents, Boys & Girls Club, etc.)

• When will TIMS Staff begin receiving Transportation Requests?
• When will new students be present in Infinite Campus?
• When can TIMS Staff begin Fall Planning?
• Keep track of which schools or students are missing transportation data.
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Fall Planning - Things We Can Control

Current Students: Same School, Same Address

• If a student rode the bus last year, has not changed addresses and will stay in the 
same school for the upcoming year… some districts just “assume” they will ride again 
and keep the student assigned to a bus stop in TIMS.

• This is somewhat acceptable and tends to work for most students.
• This is much more acceptable when you know TIMS is well maintained and 

accurate throughout the year.
• Assuming Ridership will be the same next year can create problems as you 

might send buses to pick up students who no longer need transportation. 
• You might also think you need more or less drivers if you only “guess” at 

ridership
• Don’t forget current Non-Riders, they may now need to ride the Bus

• Some LEAs have all students complete Ridership Surveys and New Transportation 
Request Forms for August and then evaluate/redesign their Bus Routes based on a 
more complete and accurate list of expected riders for Fall.
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Fall Planning - Things We Can Control

Current Students: Same School, Different Address

• Anytime a student moves and the parent updates their address with the school, 
either over the summer and especially during the school year, the student must 
have their Transportation Needs reassessed to\from their new house.

• Are these students with an address change given Transportation Request Forms 
or the Infinite Campus Transportation Screen Updated?

• Do they need transportation To/From the new house?
• Will they ride the bus AM and PM?
• Will they be going To/From their House or somewhere else? (Daycare, 

Grandparents, Boys & Girls Club, etc.)
• Who decides which Bus they will ride?
• Who decides where their new bus stop will be?
• What is the turnover time for a new stop assignment?
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Fall Planning - Things We Can Control

• Expected Ridership in August – Current Students

Current Students: Different School and/or Address

• The largest problem districts face in “Failing to Prepare” for August is neglecting to ask 
about the ridership of students being promoted to a new school over the summer.

• Elementary to Middle (5th to 6th)
• Middle to High (8th to 9th)
• Other School\Grade Combos (K-2, 3-5, K-8, etc)

• Just because a student rode the bus last year, to/from their former school building, does not mean they 
will ride the bus to/from their new school building. Current Non-Riders may now need transportation 
to their New School in August, while current Riders could now be in a Walk Zone or ride with a parent, 
sibling or friend instead of taking the school bus.

• Assessing the Transportation Needs of Students transitioning to a new school is very important in 
preparing for the first day of school.

• Double the information is required if the student changed both schools and addresses.
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Fall Planning - Things We Can Control

Trends in Student Ridership – by Grade Level

• Most districts show this pattern of 
Ridership by Grade Level

• Consistent across Elementary Grades

• Ridership Percentage spikes for 
Middle School Students and then 
slowly drops as they progress 
through High School.

• As you can see, capturing the 
ridership status of students moving 
from Elementary to Middle School 
may be the most important group to 
focus on as this is when ridership 
seems to increase the most.

• Failing to Prepare is Preparing to Fail.
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Fall Planning - Things We Can Control

• Stop Requests, Safety Reviews, Bus Capacity Analysis

• Once TIMS Staff have a good list of expected riders for August, they can start 
the process of reviewing stop requests, creating new stops if needed, assigning 
students, reviewing assignments for safety concerns and then analyze 
anticipated bus capacities.

• Avoid working students one at a time as you can quickly load all Yes Requests. 
There are ways to easily display students by Codes from Infinite Campus. TIMS 
Staff can then determine if there is a safe stop already in place for each group 
of students or if a new stop needs to be created and added to existing bus runs.

• After expected riders are assigned, or as staff are working on Fall Routes, TIMS 
will allow you to examine the assigned loads and provide the opportunity to 
redesign bus routes that may be overcrowded or identify which buses are 
under capacity.

• It takes time to design, analyze and perfect Bus Routes for a new school year. 
Do not wait until the last minute to begin preparing for Day 1.



Fall & Summer Planning :

Understanding School Bell Times 
& 

Arrival/Departure Windows
in TIMS
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Fall Planning - Things We Can Control

• Bell Times and Transportation Arrival/Departure Windows in TIMS

Every year, at least one district calls and asks why are all the buses late to a certain 
school.
• Typically, it turns out that the School changed  Bell Times and never notified 

the Transportation Department. 
• These districts like to blame the schools… “They didn’t tell us!”

• In reality, the problem is that the Transportation Department never bothered 
to ask/verify/confirm the Bell Times for Fall. 

• The blame actually falls on the Transportation Department.

• In TIMS, the settings for the Bell Time Arrival and Departure Windows are very 
important to ensure buses arrive on time.
• Early enough in the AM for breakfast, bathroom, etc.
• Need to coordinate School supervision for double loads and shared buses.
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School Bell Times

• Have you verified the Fall Bell Times for each of your Schools?
• Setting the Bell Times in TIMS

• TIMS Transportation Windows
• Setting the Bus Early and Bus Late Windows in TIMS

When setting the Bell Times for each School in TIMS, you are asked to enter 6 pieces 
of information: 

• AM Bell Time
• AM Bus Early
• AM Bus Late

• PM Bell Time
• PM Bus Early
• PM Bus Late

Lets look at each of these variables in more detail to better 
understand how they are used in TIMS.
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School Bell Times

Setting AM Bell Times in TIMS

AM Bell: The time classes begin.

AM Bus Early: is the earliest time 
buses could begin unloading students in the morning. 

• When will the doors to the school be open and staff present to supervise students 
before the morning bell? When is the earliest a Car Rider could be dropped off by a 
parent?

AM Bus Late: this is the preferred arrival\drop-off time for buses at this school and 
should typically be long enough before the AM Bell to allow time for students to eat 
breakfast, stop by their locker, visit the restroom, etc… before they report to class. 

When you process Run Directions in TIMS, the time listed in AM Bus Late is the drop-
off time all Bus Runs for that school will try to meet by default.
AM Bus Late is the Key Variable in TIMS for Morning Bus Runs.
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School Bell Times

Setting PM Bell Times in TIMS

PM Bell: The time classes end.

PM Bus Early: is the earliest time in which buses begin departing campus with 
students onboard.
• Most LEAs set the PM Bus Early time for 5 to 10 minutes after the PM Bell. This gives students 

time to exit school and board the correct bus before departure. When you process Run 
Directions in TIMS, the system uses PM Bus Early as the default expected departure time of all 
the PM Bus Runs for this school, so make sure this time is accurate.

PM Bus Early is the Key Variable in TIMS for Afternoon Bus Routes.

PM Bus Late: this is the latest time students can remain on campus (with staff 
supervision) while waiting for a bus to arrive and pick them up. 
• For Routes with double-loads from the same school or those paired with a Route from 

another school, you will need to set PM Bus Late based on the time the last bus leaves the 
school with a load of students. 

Example: Bell at 2:30pm - Bus Early at 2:35pm  - Bus Late at 3:10pm  
as some students could wait 40min after school for a bus to arrive.
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School Bell Times for Multi-Tier School Systems

• Having a 15-30min window to come and go at the school is not that 
important for Single-Tier Districts but is extremely important for Multi-
Tier Schools when trying to pair 1st, 2nd and 3rd Tier runs together into a 
full bus route.

• Typical run lengths will vary by school and by bus. Elementary routes tend 
to cover smaller areas and are shorter than Middle and High School 
routes that cover larger areas and provide transportation to more 
students.

• Having proper bell time windows will allow TIMS to better pair runs 
together across multiple tiers. 

• Wider Bell Time windows allow runs to be adjusted to arrive earlier within 
the AM window or later in the PM window so that the bus could perform 
a longer run on another tier.
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This Multi-Tier Route Timeline illustrates how 
bell time windows allow for routes to adjust 
within the window to meet the needs of runs 
for other schools.

School 316 has a 7:55am Bell Time and the 
AM Transportation Windows allow buses can 
come and go from 7:10-7:45am

Only two buses (316.002 and 316.007) have to 
arrive close to the early window of 7:10am to 
allow for the 2nd Tier run to arrive at the next 
school on time.

If you look closely, 4 of these 9 buses actually 
perform double-runs at School 316, dropping 
off the first loads between 7:10-7:20am and 
having enough time within the window to go 
back out and return by 7:45am.

The other 5 buses perform runs for other 
schools on the next tier.

7:10am 7:45am

This type of efficient two-tier bus 
route design would not be 

possible if the Bell Time window 
restricted buses to arrive between 

7:30-7:45am
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This Multi-Tier Route Timeline illustrates how bell 
time windows allow for routes to adjust within the 
window to meet the needs of runs for other schools.

School 316 has a 3:30pm Bell Time and the PM 
Transportation Windows allow buses can come and 
go from 3:35pm to 4:10pm.

Only two buses (316.102 and 316.107) have to arrive 
close to the late window of 4:10pm as their 1st Tier 
runs are slightly longer compared to others.

If you look closely, 4 of these 9 buses actually 
perform double-runs at School 316 in the PM, with 
the first loads leaving at 3:35pm and having enough 
time within the window to return by 4:10pm.

The other 5 buses perform runs for other schools on 
the first tier and arrive back at School 316 by the 
4:10pm Late Window

3:35pm 4:10pm

This type of efficient two-tier bus 
route design would not be 

possible if the Bell Time window 
restricted buses to depart 

between 3:35-3:50pm
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On the TIMS Website, under Documents, there is a 
Bell Times Worksheet to help map out the 
Arrival/Departure Windows for each School.

Call around and ask about Fall Bell Times right 
now, so you can plan for any changes caused by a 
new bell schedule.

*In some LEAs, the Transportation Department 
helps set the Bell Times at each school to ensure 
they can maintain their current level of 
transportation efficiency.
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It is important you understand School Bell 
Times and the concept of Bell Time 
Arrival/Departure Windows for Multi-Tier 
School Systems.

Transportation Directors and TIMS Staff may 
need to explain these concepts to the Central 
Office and School Principals in order to get the 
proper bell times and windows in place to meet 
the need of our operation.

Schools will need to provide staff supervision to 
children, both before and after school during 
the bell time windows, while bus riders await 
buses coming from other schools and/or tiers.

Please confirm your Bell Times for each school 
next year so you don’t work hard planning 
routes that arrive or depart at the wrong times.



Fall & Summer Planning :

Working with 
Infinite Campus Coordinators 

and 
School Data Managers
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Interactions between TIMS and Infinite Campus
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Working with Infinite Campus Coordinators & School Data Managers

• TIMS UpStu Process using Infinite Campus Data
• School & Grade Assignments
• Address Errors & Corrections

• Student Transportation Page in Infinite Campus
• Options for collecting Ridership Info – Yes, No, Alt for AM\PM
• Options for Students with Special Transportation Needs
• Backloading TIMS Data into Infinite Campus
• Bus Requests (Yes\No Codes) and Bus Assignments

• Using Infinite Campus Pre-Transition Data for Early Promotion
• Local Deadlines for Pre-Transition Data Entry (Next School/Grade) 
• Local Deadlines for Incoming Kindergarten Data Entry

• Using the TIMS Rollover Process for Early Promotion
• Defined Feeder Patterns by School Boundary
• Problems related to Out of Boundary Students
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Working with Infinite Campus Coordinators & School Data Managers

Student Information in TIMS from Infinite Campus
• Current School and Grade
• Pre-Transition Data (Next School, Next Grade)
• Gender, DOB, Race/Ethnicity
• Home & Mailing Addresses
• Parental and Emergency Contact Information
• Student Transportation Data

• Transportation Requests for All Students (if used)
• Transportation Requirements for Student with Special 

Transportation Needs (if used)
• The accuracy of student addresses entered in Infinite Campus are vital 

to the Transportation Department. Incorrect Addresses can lead to 
hours of corrections and edits by the Transportation Staff. 

• Things seem to be improving and are more stable with Infinite 
Campus, but there are still some hiccups along the way.
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Working with Infinite Campus Coordinators & School Data Managers

• Gone are the days where we would see three siblings with different 
address spellings and other errors.

• In Campus, Data Managers must Create a Household Address and 
then students are connected to a Household.

• If there are address errors in Campus, the Household Address must 
be corrected to reflect proper street name and address information.

The SIS Coordinator and School Data Managers will need to visit the 
County GIS Website (for both your own county and neighboring 
counties) and learn to lookup, match and enter proper addresses for 
all student households.
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Working with Infinite Campus Coordinators & School Data Managers

Following an UPSTU into TIMS, TIMS Staff can help identify any new student 
address errors and work with SIS Staff to complete corrections within Campus. 
Eventually, the number of student address errors will be minimized and much 
easier to manage every year.

Below are some of the more common address errors still seen across the state.

Empty Student Addresses: there is an extra step for data managers in Campus 
where all students must be “Connected to a Household”. Some data managers will 
miss this step when managing addresses within Campus. TIMS Staff can identify all 
Empty Student Addresses received during UPSTU to help data managers make the 
necessary corrections.

Traditional Address Errors: Typos, Misspellings as well as Apt\Lot Numbers can still 
be entered incorrectly as a household. TIMS Staff can help identify these and other 
invalid addresses so Data Managers can research and update the official Household 
Address for the student(s) based on County GIS Listings.
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Working with Infinite Campus Coordinators & School Data Managers

Numbered Streets Require Accuracy -

• Is It…
• 10th Street or Tenth Street?
• 1st Avenue or First Avenue?

• You May Have Both ... 
• First Street and 
• 1st Street

County GIS can help identify the 
Correct Spelling for All Streets.
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Working with Infinite Campus Coordinators & School Data Managers

Backloading TIMS Data into Infinite Campus

Once Bus Assignments are completed in TIMS, districts can choose import Bus 
Stop Locations, Stop Times, Bus Numbers and Route Info into Campus.

From a formatted TIMS Spreadsheet, the Campus Data Import Wizard allows 
operators to import student transportation directly onto the transportation page 
in campus. 
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Working with Infinite Campus Coordinators & School Data Managers

Additional Information for AM and PM can be found under the Routes Section
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Instructions for Understanding and Managing the various interactions between 
TIMS and Infinite Campus can be found at NCBusSafety.org

Please contact TIMS Support Staff at NCSU and UNCC with any questions or for 
assistance along the way.



Fall & Summer Planning :

Student Promotions in TIMS
using

Infinite Campus Pre-Transition Data
or

TIMS Rollover Process
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Working with Infinite Campus Coordinators & School Data Managers

Early Promotion in TIMS via Pre-Transition Data from Infinite Campus

• Speak with your Campus Coordinator to understand local procedures, plans 
and deadlines for managing School Calendars in your district.

• Once they establish Next Year’s Calendar in Campus, the TIMS Extract will 
start to contain Next Year School and Grade information that can be used to 
promote students within TIMS.

• If your district has magnet\lottery-based schools, early colleges or other 
special circumstances, the initial Next Year School and Grade in Campus is 
subject to change as updated enrollments occur.

• Following Kindergarten Registration, the Campus Coordinator will 
eventually create all new student records via an import from the OLR 

• Ask about their plans , timelines and deadlines for all of this…
• When will the New Calendar be created?
• When will magnet\lottery\special enrollments be updated?
• When will new KI Records be created\established in Campus?
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Working with Infinite Campus Coordinators & School Data Managers

If the New Calendar in Campus is not yet ready or will be delayed, there is an 
option to early promote within TIMS, via the Rollover Process

• General Student Promotion by Address and Boundary Lines
• Potential Errors with Out of District Students, Special Needs Assignments
• TIMS Rollover\Promotion Scripts will work correctly for the majority of 

students, but understand that some assignments will be subject to change.
• Staff Children, Homeless, Special Needs, Board Approvals, etc.

In the Server\STA Folder there is a file called ROLOVR.DAT
This ROLOVR file contains at least one line of data for each grade and then lists the next 
school and next grade for each grade in your LEA.

Each command line provides instructions on how students are to be promoted.
** If they are a 1st Grader in School 314, promote them to 2nd Grade in School 314***
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Promoting Students via TIMS Rollover Process

Simple Rollover File
Current School & Grade Next School & Grade Boundary ID



Fall Planning

Promoting Students via TIMS Rollover Process

Rollover File with Boundary Info

Take Note of the 
Boundary ID for each School in 
TIMS. 

You will use the TIMS Boundary 
ID in the Rollover File to instruct 
the system on how students will 
be promoted to their next 
school and grade based on the 
boundary they live within.
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Promoting Students via TIMS Rollover Process

Rollover File with Boundary Info
Some schools will not have a pure feeder pattern for promotion, such that students from one 
elementary could go to two or more middle schools or students from one middle school could be 
split between two or more high schools. 

If this is the case in your LEA, then you will need to create a rollover file with boundary qualifiers, 
instructing TIMS to roll students over to certain schools and grades based on their TIMS 
Boundary. For this to work properly, TIMS Boundaries need to be accurate and all students must 
be correctly addressed matched. If students are not addressed match, then TIMS will not know 
which boundary a student lives in and therefore the student will not be promoted at all.

The Rollover File command line would give promotion instructions like this

• Move Central Middle 8th Grade to North High 9th Grade if they live in North High Boundary
• Move Central Middle 8th Grade to South High 9th Grade if they live in South High Boundary
• Move Central Middle 8th Grade to West High 9th Grade if they live in West High Boundary
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Promoting Students via TIMS Rollover Process

Rollover File with Boundary Info

Look at the last three lines for school 304, these instruct the system to promote 304 8th Grade 
Students to one of three High School 9th Grades

• School 304 8th Grade to School 358 9th Grade if they live in Boundary 17
• School 304 8th Grade to School 352 9th Grade if they live in Boundary 16
• School 304 8th Grade to School 332 9th Grade if they live in Boundary 18

Current School & Grade Next School & Grade Boundary ID
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When constructing a Rollover File for TIMS, it is important you think through all of 
the possibilities for Student Promotion based on Boundary Lines.

Out of Boundary Students: Most LEAs have student exceptions where students live 
in one part of the county but are allowed to attend school in another part of the 
county. These are often Staff Children as well as special needs students attending 
a certain program at another school building.

If you use a boundary qualifier to promote students, these out of district students 
may be reassigned to their home school and grade based on their address. TIMS 
Operators should produce a list of Out of District Students prior to Rollover. Then 
student exceptions should be reassessed for the next school year.

Out of County Students: Students living Out of County are not able to be 
addressed matched in TIMS. Because they do not live within a TIMS Boundary, 
they will not be promoted during  a Boundary Rollover. Enrollment Status and 
School Assignments for Out of County Students should also be reassessed for the 
next school year.
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Rollover File with Boundary Info 

Reach out to TIMS Support Staff at NCSU or UNCC for help and assistance 
with a TIMS Rollover. We can help review and update your Rollover Script 
to meet the needs of your district.

The TIMS Rollover will correctly promote most of your students to the 
correct next school and grade. Students with special exceptions for Out of 
District Enrollment, Irregular Special Needs placements or those who do 
not pass will need to be moved back to their old school and grade. Most of 
these differences will sort themselves out after your first UPSTU in July 
after YET.

Using Infinite Campus Pre-Transition Data is the best option and I 
encourage you to consult with your Infinite Campus Coordinator about 
the data entry deadlines for this information.



Fall & Summer Planning :

Preparing for Open House 
and the 

Start of the School Year



Fall Planning
Preparing for Open House and the Start of School

Finalizing Student Assignments and Stop Creation (Cut Off Dates?)

Streamlining AM and PM Runs for Efficiency
• Crisscrossed Bus Routes
• Overcrowded Loads
• Half-Empty Buses
• Improve Multi-Tier Bus Route Pairings (for larger LEAs)

Have finalized Routes ready for Back-to-School Driver Meetings
• Dry Runs and Practice Time for Drivers
• Stop Lists, Passenger Lists, Turn by Turn Directions, GPS Tablets

School Bus Information Available at Open House
• Bus Assignment Slips 
• Master Spreadsheets 
• Infinite Campus Data
• Updated Parent Apps



Fall Planning
The last few weeks before school starts – Polish the Brass on your Stops, 
Runs and Routes

At this point of the summer, you should have most of your TIMS Data caught 
up and your Bus Routes are close to final, based upon your expected 
ridership the first day of school.

TIMS Staff should display the AM and PM Runs for a school and look for any 
overlap or crisscrossing that cold be avoided.

Expected Ridership and Bus Capacity should be examined and plans made for 
the larger buses to run the routes with the heaviest loads. 

You may discover some buses that are overcapacity while others are only 
partially full. You will want to explore fixing these issues prior to the first day.



Fall Planning
The last few weeks before school starts – Polish the Brass on your Stops, 
Runs and Routes

Once your bus routes and student assignments in TIMS are as good as they 
can be, you should print updated Route Descriptions, Stop Lists and Driving 
Directions for each Bus Driver. 

Some districts provide the drivers with their routes in a few days or even 
weeks in advance so they have time to review and practice the new routes 
prior to the first day of school.

If drivers review and practice the new routes, they can provide feedback 
about the accuracy of expected pickup times and other improvements.



Fall Planning
Transportation Data Available at Open House

Schools, Parents, Students and Drivers should have the latest and greatest 
Transportation Data available during Open House.

Some LEAs have great methods and information available…
• Bus Slips and Stop Assignments are included with class schedules for the semester.
• Master Spreadsheets made available to School Staff, Teachers and Principals
• Homeroom Teachers or Assistant Principals distribute Bus Assignments
• Parent Apps are fully updated and instructions provided to parents

Some LEAs have not so great methods…
• A Driver Table at open house where students say they need a ride and 

then the drivers create routes in their head
• Have drivers do the routes they did last year and just pick up all the 

students waiting by the road.
• Yes, this actually happens in some LEAs



Fall Planning
Transportation Data Available at Open House

TIMS Bus Slips and Transportation Assignments 



Fall Planning
Transportation Data Available at Open House

Student Letters from TIMS or a Mail Merge on Official School Letterhead



Fall Planning
Transportation Data Available at Open House

Master Spreadsheets for Each School



Fall Planning
Transportation Data Available for Drivers

Driver Directions with Stops and Passengers



Fall Planning
Transportation Data Available for Drivers

Passenger Lists, sorted …
Alphabetically or by The order they get on the Bus



Fall Planning
Transportation Data Available at Open House

School Bus Technology and Other Data

Some LEAs use Parent Apps that notify Parents when the bus is approaching 
their child’s assigned stop in TIMS or has arrived safely at school.

Some LEAs have WebQuery, a website that identifies the closest stop to an 
address. 

Edulog offers a Parent Portal App while Synovia has Here Comes the Bus and 
other vendors have similar GPS Trackers that allows parents to view TIMS Stop 
Assignments and follow buses.



Fall Planning
Transportation Data Available at Open House

TIMS Bus Stop Data can be also imported back into Infinite Campus, where 
Parents, School Staff and Administration can view planned bus assignments.

TIMS Data, if regularly updated and imported in Infinite Campus, can then be 
used to populate School Messenger Systems and other types of Automated 
Calling Services to notify parents about bus assignments, delays, accidents or 
breakdowns.

If you stand by your TIMS Data, then there is no reason why you should not be 
taking advantage of these additional features.



Fall Planning
The clock is ticking…and we have a whole lot to do.

With around 3 months of school left this for year, you need to focus on a few 
things…

• Maintaining Spring Route Updates in TIMS
• Collecting the Ridership Status for students in August

• Once they leave in June, it will be impossible to collect this info from 
everyone

• Try to have all of this in place and collected by May
• Bus requests for Incoming Kindergarten and other Grades

• New requests through June and enrollment\registration procedures 
over the summer

• Students being promoted to a New School and Ridership Requests
• Students staying in same school – how will you handle those?



Fall Planning
The clock is ticking…and we have a whole lot to do.

• Fall Bell Times, Arrival/Departure Windows and School Supervision 
before/after the bell

• Do you have a cutoff point or deadline for Day 1 Stop Requests?
• Hopefully, sometime around the end of July or early August
• An Open House Deadline the week before school is not suggested.

And don’t forget… Summer School typically starts a few weeks after school 
ends in June, so you will need to spend time working on those Bus Routes as 
well.

We will talk about setting up for summer school in the next slides…



Fall Planning
FALL PLANNING CHECKLIST

• Student Promotions and Fall Bus Routing in TIMS
• Current Students, Promoted Students, New Students
• When will new students be available for import into TIMS?
• When and how will new bus requests or changes be received?
• Deadlines for Day 1 Bus Requests

• Opening or Closing any Schools? 
• Any Boundary Changes or Grade Reconfigurations?
• Verifying School Bell Times, Arrival\Departure Windows

• Final Run and Route Reviews, Back to School Driver Meetings
• Preparing Reports and Information for Open House
• Infinite Campus Imports, Student Bus Slips
• Master Spreadsheets, Driver Tablets and Parent Bus Apps



Fall & Summer Planning :
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Preparing for Summer School Bus Routes

How will your Bus Routes look 
the first week of summer school?



Summer School Planning
Summer School Bus Routing in North Carolina

• Traditionally, not every school district in North Carolina offers Summer 
School Programs each year and this varies based on applicable funding 
and the needs of the district. 

• Summer Programs are not typically offered at every school within the 
district and in many cases students from several schools will be 
consolidated to a single school building for summer classes. 

• In Infinite Campus, there is not yet a ready-made way to establish 
student assignments to temporary Summer Programs. 

• As a result of the summer school limitations in Infinite Campus, TIMS 
Operators may need to rely upon lists of summer students, both paper 
lists and spreadsheets, to begin preparing Summer School Bus Routes.



Summer School Planning

Summer School Bus Routing in North Carolina

• Within the routing software, Students are assigned a school code, 
which is typically their home school of attendance. 

• However, given that summer programs are not held at each building, 
this requires extra information within the routing software as students 
must be reassigned to summer school locations as well as have new 
stops, runs and routes created to service other school zones.

This is a lot of extra work on a very short timeline, and we need good 
data in the proper format to hep streamline completion of the bus 
routes.



Preparing for Summer School Bus Routes
Preparing for Summer School

• Summer Students vs. Summer Riders
• Collecting the information for Summer Riders
• To/From Home for AM and PM? (daycare, grandparent, etc.)

• Summer School Location(s) and Student Assignments
• Which building(s) will Summer School be held?
• Students from which school(s) will attend this summer program?
• How many different programs or locations? 
• What time do they begin and end?
• What time do they need students there?
• What dates do the programs begin and end?
• How many days a week will the program occur?

• Summer School Database Tool for  helping with 
School Code Changes & Summer Ridership



Preparing for Summer School Bus Routes
Preparing for Summer School

• Summer Students vs. Summer Riders

Historically, the biggest issue we’ve seen over the summer is that no 
one bothered to collect the ridership requests for summer students. 
TIMS Staff will often receive a list of all students in the summer 
program, but they do not know who needs summer transportation.

You should work with your Summer School Coordinator about collecting 
the ridership status for potential summer school students.

• Do Not Assume they will all need transportation.
• Do Not Assume regular school ridership will be exactly the same for Summer.
• Do Not Build Routes for all 500 Students if only 275 need transportation.
• If possible, have them Request Summer Transportation.
• You must know the cargo (students) to pick up and drop off each day.



Preparing for Summer School Bus Routes
Preparing for Summer School

• Summer Students vs. Summer Riders

Summer School Coordinators will tell you they do not know the final 
summer school students until EOG Scores are received, which is typically 
during the last week of school in early June. 
This is correct, however… schools tend to have a good idea of 80-90% of 
the students who are struggling to pass and will likely qualify for 
summer school.

With this list of likely summer school students, the schools can help 
transportation by collecting the summer ridership needs before school 
ends. Don’t wait until the last minute to ask about summer 
transportation.

Start Early!



Preparing for Summer School Bus Routes
Preparing for Summer School

• Some LEAs have started to develop Summer Bus Routes weeks or months in 
advance by providing Transportation a list of anticipated summer students 
based on current grades.

• TIMS Staff could then use current ridership as a proxy measure for expected 
ridership for Summer Programs and begin to develop preliminary Summer 
School Bus Routes.

• Efforts must also be made to eventually collect Official Yes\No Bus Ridership 
data for all summer students and communicate the true final ridership 
information to TIMS Staff.

• This would allow TIMS Staff to import the final list of students and adjust the 
preliminary summer routes to service the final bus riders.

• If possible within your LEA, these methods would make the production of 
Final Summer School Routes much easier and less strenuous than starting 
completely from scratch at the last minute.



Preparing for Summer School Bus Routes
Preparing for Summer School

When assigning students in TIMS, we must know the following…

• Where the child will be in the morning for AM Pickup.
• Home Address, Daycare or Grandparent/Relative, etc.
• Door Stops vs Designated Pickup Points

• The school building of the summer program
• Where the child needs to be dropped off in the PM

• Home Address, Daycare or Grandparent/Relative, etc.
• Door Stops vs Designated Pickup Points

Student transportation needs over the summer can be very different 
compared to the regular school year. Some districts provide doorstops 
while others may only service a few community stop locations in other 
school districts.



Preparing for Summer School Bus Routes
Preparing for Summer School

Managing Summer School Routes in TIMS is more challenging than during the 
year as students must often be reassigned to a different summer school building. 
This has historically resulted in hours of extra work by TIMS Staff to manually 
reassign students to the Summer School Building Code before stop assignments 
and route construction can even begin.

Several years ago, we developed the School Code Replacement Database in 
Microsoft Access which allows districts to UPSTU students into the correct School 
Code for Summer Classes.

In order for the new tool to work properly, LEAs will need a Summer School 
Spreadsheet containing the following information.

• Student ID Number
• Summer School Building Code
• AM Transportation Code
• PM Transportation Code



Summer School Bus Routing in North Carolina

Preparing for Summer School Bus Routes

Without Infinite Campus providing a 
ready-made way to manage short 
term summer school assignments for 
students, each district will need to 
work with the Summer School 
Coordinator to ensure a student 
spreadsheet is available to meet the 
needs of TIMS.

• The original spreadsheet may contain lots of additional information but 
the most important data for TIMS will be the Student ID, Summer 
School Code and the AM\PM Transportation Codes. 

• The spreadsheet MUST HAVE STUDENT ID NUMBER – and cannot only 
contains names. Work with the Summer School Coordinator to ensure 
you get the proper information in a timely manner. 



Preparing for Summer School Bus Routes
Preparing for Summer School

With a proper Summer School Spreadsheet, TIMS Staff can import a NewStu File 
and the Summer Spreadsheet into the School Replacement Database. 
This tool will then update their normal school code in the file with the school 
code from the spreadsheet. 
If AM\PM Transportation Codes are in the spreadsheet, those will also be 
updated within the NewStu File.
TIMS Staff then use the modified NewStu file to complete a Summer School 
UPSTU, moving students to the correct school code and updating summer 
ridership codes within TIMS.

• Student ID Number
• Summer School Building Code
• AM Transportation Code
• PM Transportation Code



Preparing for Summer School Bus Routes
Preparing for Summer School

Most LEAs want cheap, efficient Bus Routes over the summer… 

• This means the least amount of buses possible while not creating 
unreasonably long ride times or extremely early AM pickup times.  
Summer Routes will typically have to be experimented with and 
redesigned a few times before settling on the final number of routes 
for each program.

Things to consider…
• What time does the program start? … 8am, 9am?
• How early is too early for AM pickup? … 6am, 7am, 5:30am?
• How many students are in boundary or out of boundary?
• How many buses will we need for each program?
• How many buses and drivers are available?



Preparing for Summer School Bus Routes
Preparing for Summer School

TIMS Staff are often asked to “try it with 6 buses” and when the first 
stops times are too early or the ride times too long…

“Try it with 7 buses”
“How about 8 buses?”
“Let’s see what that looks like”

• It can be a lot of work to design and redesign bus routes you develop 
an acceptable set of bus routes.

• It is important that TIMS Staff have time to appropriately plan for 
efficient Summer School Routes.

Don’t wait until the last minute.
Failing to Prepare is Preparing to Fail!



Preparing for Summer School Bus Routes
Preparing for Summer School

When does Summer School Begin?
• If school ends on Thursday June 11th, it is unrealistic for Summer to begin 

that following Monday June 15th… unless the summer school rider info has 
been available to TIMS Staff for several weeks.

• Speak to your Summer Coordinator about the number of summer 
programs this year and the start date for each program. 

• Explain the importance of having accurate student assignments and 
transportation requests for summer students several weeks in advance. 

• Once Routes are created in TIMS, students and parents will also need to 
be notified about their expected stop time and bus number for summer 
school. You may also want the drivers to review (and maybe practice) the 
routes prior to the first day of summer school.



Preparing for Summer School Bus Routes

Preparing for Summer School

• What time does the Summer Program begin and end?
• What time do they need students there? 
• Breakfast or Lunch provided before/after the Bell?

• Summer School Bell Times and TIMS Transportation Windows must be set 
up the same way as they are during the school year.

• You will need to know those same 6 pieces of information for the summer 
program. 



Preparing for Summer School Bus Routes
Preparing for Summer School

Start asking about Summer School programs now…

• What date does each program start and end?
• How many days of the week will they run?
• What are the Bell Times for each program?
• Which students will attend each program?
• Which of these students will need transportation?
• What are their AM and PM Transportation Needs?

• What can Transportation do to help gather Summer Ridership Info?
• What can the Schools do to help gather Summer Ridership Info?
• When will Transportation have the final list of riders?

• It takes time to complete all these steps.
START EARLY!



Thinking Backwards 
from 
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Fall Planning and Summer Planning



Preparing for Summer School Bus Routes

Thinking Backwards from Day 1
(Example Fall Timeline)

• 1st Day of School: August 24th

Bus Routes would need to be ready by

• Open House: August 19th & 20th

• Drivers Meeting: August 14th

Even with a Deadline for Day 1 Bus 
Request of July 31st, that still only gives 
TIMS Operators the first two weeks in 
August to Finalize Bus Routes.

The deadline for completing bus routes is 
not the Friday before school but actually a 
few weeks before.



Preparing for Summer School Bus Routes
Thinking Backwards from Day 1
(Example Summer School Timeline)

• 1st Day of Summer School: July 15th

Bus Routes would need to be ready by
• Wednesday the 10th?
• Sooner? 
• Maybe Friday June 5th?

With all of the irregular busing and special 
information needed for summer school, 
how early will you need the final lists of 
students to complete Routes in TIMS?

You will also need time to notify students 
and parents of stop times as well as 
distribute routes to drivers.



Fall Planning
Session Summary 

• Things we cannot control, Things we can control
• Managing Expected Ridership in August
• Springtime Surveys and Transportation Requests
• New Students, Promoted Students, Current Students

• Fall Bell Times and TIMS Transportation Arrival/Departure windows
• Working with Infinite Campus Coordinators and School Data Managers

• Pre-Transition Promotion vs TIMS Rollover

• Info at Open House – Bus Passes, Letters, Assignment Slips, etc.
• Infinite Campus Backloads, Parent Apps, GPS Trackers, etc.
• Dry Runs & Practice for Bus Drivers before School Starts

Applies to Back to School and Summer School Planning
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Fall and Summer Planning :
Preparing Bus Routes 

for the 
First Day of School


