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YCIS Beijing 2025/2026 School Bus Service Handbook

Objective

The school bus service is a crucial part in the daily operation of the school. To ensure a safe and
reliable system of transportation and high-quality service to the community, we have formulated
this policy, which aims to provide overall information about the school bus service for current users
and potential users, as well as to inform all participants of the workings of the bus and to define
each participant’s role in the system.

Scope
This handbook applies to all stakeholders of YCIS Beijing (students, parents/guardians, staff, bus
ayi, and outsourced service providers).

Eligibility for Transport

School bus service is provided only for YCIS Beijing students aged 3 and above. In accordance
with the Child Protection Policy, no adult, parents or caregivers are allowed on the bus, except for
the school bus Ayi.

Fees
Distance Price per Student
Below 5km RMB2,000/month
5km-15km RMB2,250/month
Over 15km RMB2,400/month
Refunds

For withdrawn students, please refer to the 25/26 Departure & Refund Policy and Procedure
for more details. For enrolled students, parents who wish to cancel the bus service must notify the
school bus coordinator in writing by email one full month in advance. Bus fees for the current
month are non-refundable, the remainder of the bus fee paid is refundable.

Bus Routes and Bus Stops

Bus routes and bus stops are arranged to meet students’ needs while minimizing the length of
time the students travel on the bus. Prior to the start of every semester/school year, we review
and optimize school bus routes based on the needs of students, including necessary changes to
bus models.
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The late bus service was provided to improve the convenience for those bus students who proactively
attend routine sport practice, IlIP or any other enrichment activities. The late bus route and stop will be
reviewed by each Sport Season per school year. The late bus route and time schedule will be shared with
related school bus parents. Parents are requested to confirm intention of riding the late bus and date via
return.

(

For any normal enquiry or request such as temporary change or cancellation of bus service,
please follow the same procedure of school bus management and communication as stated below
in this handbook.

e in order to ensure safety, improve the efficiency, accuracy of record and satisfaction of bus service. The school
was implemented the YCYW TMS Operation Management System starting in the 2024-2025 school year. For
specific usage instructions and requirements, please refer to the attached "YCYW TMS User Manual."

Arrival and Departure Times
School buses should normally arrive at the school by 8am and depart from the school following

the schedule below. Should you wish to know the arrival and departure time of a specific stop,
please kindly contact the bus coordinator.

School Days Departure Time Get on the Bus at Responsibility

Teachers will send ECE & PRI bus
students to their bus after 3:20pm
and hand over with the bus ayi.

1%t round: Teachers will send ECE &
PRI bus students to their bus after
3:20pm and hand over with the bus

With CCAs on 1% round 3:30 pm School B .

School B

Normal 3:30 pm Playground

Tuesday & o _ 2" round: Teachers will send PRI
Thursday 2" round 4:40 pm | Playground bus students to the cafeteria hand
over with the bus ayi. When buses
are ready, bus ayi will take students
to each bus.
Monday to The teacher or coach should send
. y School Main PRI bus students to board the school
Friday Late TBC .
E— Entrance bus at the main gate and hand over
Bus .
with the bus.

e Secondary bus student should always get on the school bus by themselves on time. The school
bus will not wait and to locate any Secondary bus student who is late.
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Pick-ups and Drop-offs of Students

All school buses run following the scheduled times, route, and stop locations determined by the
school.
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The pick-up time in the morning indicates the departure time of the bus from that stop. Students
should be ready and waiting at their bus stop prior to the scheduled arrival of their school bus.
Please understand that the bus will not wait to locate or return to pick up late arrivals.

Emergency Closing

If the school bus is unable to run as usual due to force majeure factors such as traffic control, the
school will notify the parents/guardians. If the bus breaks down or has an accident while driving,
the school will try to arrange a back-up bus to complete the trip. If the school is unable to arrange
a back-up bus, parents/guardians will be asked to pick up their child(ren) by themselves and the
bus fee will be waived for that day.

Occasional Transportation

Students who have a valid reason to change bus stops must get prior confirmation from the bus
coordinator. Parents are asked to contact the bus coordinator and the school office 24 hours in
advance. The bus coordinator will check and respond to parents’ requests accordingly.

For students who don’t use the school bus service but wish to apply for a temporary trip, parents
are asked to contact the bus coordinator 24 hours in advance. The bus coordinator will check the
availability of the seat and respond to parents accordingly.

Temporary rides are charged at the following rates, and payment needs to be settled prior to the
ride.

Distance Price per student (New Energy School Bus)
Below 5km RMB 75/single trip
5km-15km RMB 80/single trip
Over 15km RMB 85/single trip

Students without prior requests and whose requests have not been confirmed by the bus
coordinator are not allowed to ride the bus.

School Bus Ayi

To ensure the safe driving of every school bus and the safety and comfort of each student, each
school bus is equipped with a school bus ayi, and all bus ayi and drivers receive the child
protection training before taking up their posts. Bus ayi to confirm students’ boarding and exiting
the bus at each stop and to ensure all bus rules are observed. The bus ayi’'s responsibilities in
transportation are as follows:
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e Arrive at the departure stop in advance, complete the daily checks of the bus and supplies.

e Supervise students as they board and exit the bus in a safe and orderly manner.

e Check the attendance.

e Supervise students to fasten seat belts, manage behavior and maintain order on the bus.

e Ensure any items left behind are returned to the students or handed over to the School
Office in a timely manner.

(

School Bus Management and Communication

The school bus coordinator, who is designated to supervise the operation of school buses, can be
contacted for any bus related inquires, requests, or suggestions.

The contact information is as follows:

Email: SchoolBus.YCISBJ@ycis.com

Phone: (8610) 8585 1886 (7:30-16:30 on workdays)

The bus coordinator will respond to different scenarios according to the chart below:
Priority Details Response Time
Accident Health and safety related Within 3 hours

Emergency | School bus breakdown, temporary replacement

of bus Ayi, etc. Within 5 hours

New application for school bus service Within 3 working days
Application for temporary riding for non-bus
students Within 24 hours
Application for temporary change of route/stop | (Excluding weekends or
for regular bus students holidays)

Normal Application for permanent change of school bus

. . : Within 2 weeks
Inquires or | service due to relocation, etc.

Requests Cancellation of school bus service

Feedback on school bus service comments and | Within 24 hours

suggestions (Excluding weekends or
School administration issues notice about holidays)
school bus

Changes of Bus Routes, Times, and Bus Ayi

The school will notify parents/guardians of bus students in advance of any changes to bus routes,
times, or bus Ayis. In the case of emergencies that the written notice cannot be made in advance,
a phone call will be made, and an email will be sent afterwards.


mailto:SchoolBus.YCISBJ@ycis.com

@ Yew Chung International
m——m School of Beijing

=N LREREReR
YCIS

Risk Management

Proper risk management related to safety and health is a top priority in the school bus operations.
The school leadership team, school supporting department, and bus coordinator regularly inspect
the condition of each school bus and the sanitation inside the bus. The school bus company is
responsible for regular safety and driving skills training and assessment of all school bus drivers.
The vehicles are all legally registered to be on the road, the drivers are licensed, and the relevant
insurance is complete. School bus vehicle licenses, insurance policies, driver licenses,
maintenance and repair records, vehicle driving records, passenger records, and all types of

records are completely archived.

(

Roles and Responsibilities
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Responsibilities of School and Bus Service:

Provide quality school buses.

Bus drivers receive full induction training to conduct and professionalism.

Checking of the safety equipment and seat belts.

Notify to school management team immediately in the event of accident or lateness

Developing and implementing policies and procedures that promote a safe and respectful
environment on the bus.

Responsibilities of Bus Students:
It is expected that YCIS Beijing students adhere to our school behavioral expectations during the
bus journey.

Be at the bus stop at in a timely manner.

Have the student ID card with bus sticker while riding the bus.

Do not throw objects on the bus or out of the window.

No food or drinks (other than water) allowed.

Under normal circumstances, all bus windows must remain closed. Please keep all parts
of your body inside the bus.

Sit in your assigned seat for the journey duration. Seatbelts are to be buckled the whole
trip.

Be vigilant when crossing roads.

Take personal belongings & any waste with you.

Responsibilities of the Parent/Guardian

Submit your application following the procedures should you need the school bus services.
The school bus coordinator will need at least three working days (excluding weekends and
holidays) to confirm new requests. For new students applying the school bus, we kindly
suggest that they start taking the school bus on the first day of the bus service at dismissal
time. This allows the bus ayi to get to know the students better from the very beginning.
Notify the bus coordinator or the school office no later than 2:00 pm if you will pick up your
child yourself on the day.

Inform the bus coordinator of any changes in home address which may result in possible
changes on bus stops or bus routes at least 14 days in advance to allow the bus coordinator
enough time to check whether any adjustments can be made.

Present the bus card when collecting students from the bus stop.

Inform the School Office of any changes in personal contact details.

Secondary students who walk home alone from the bus stop will need to present a waking
pass which can be applied for from the School Office.
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School Bus Service Application Form

RERS HIER

Student Name 244

Student Year Level 4 FLH

Parent/Guardian Name ¥/ B AES

Home Address 5 EE{EHE

Parent Phone R¥KHIE

Parent Email Zx¥HBFE

Desired Bus Start Date %2 FFI8EAKRE
REHIBEHA

If the school bus service can be arranged, a confirmation will be emailed to you with the final
approved bus start date and details.

REZHAF R, BNSX—HHIMEEE, HPEERERAXER. RERLRENTHENF

=
B/Gro

| have hereby read the School Bus Service Handbook and agree to the School Bus Service
Policy and School Bus Guidelines for Students. | also agree to submit payment of the School
Bus Transportation Service fee in advance of the desired service start date.

RESHEEIRERSAE, HAREZRERSHRFENENES, CEBRIETSE
RUREEESE, FHRELERLRETEIRERA.

Parent / Guardian Signature i/ BIPAZRA:

Date H&H:
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REBRFSEFRNEECETEETDERNEM . ABERARIERBETERFRRERS
MEEKETT, HeEEEARERSNFERENEETANZERERTESERERE. LEKRA
REFERHREEIES MUAHRESRSRENZFEREHRRE.

SEE
AEREATIERETEREROMERAXE (FE£. RK/EPA. BRI REMRIS
BERE®) .

REHE
FRAFEB=5 U ENARERFERBRERS . RBILERPAE, KELBERERR
RSN, ARARKHEIFARIT,

# AR K

2025/2026 FERZEF A FEEFERE)
CR/NED 2000 sTAERM/H

5-15 B 2250 TARM/A

15 nERE 2400 TAKEM/H
*FLBIERE SEBRRENZAHEE.

2N

REZENRERRBKBESR (25/26 ZFEEFZSERBFESESR)
ERFEMBPUERERS, RKIAERHRIT—NMERABIMAEREBARETE. KEIZE
MY ANRERATRIE, AREHMORERTTRIE,

BRLETIIRIE R

BREMBEERNTHERE T FERAFENRERSBRME, KRERDEIEH BMEIEX
. FIREGIHFESAZHF B SREFEZEFTRENITEEL . RENBRMEEILZH,
FORMNREER., K. NEXNBEESHATRE., FRABUERERLZ. MEk. F3,
uh R B9AF

PR ERSELRPLMERIRSMBEEE L. WP MEMSINREENOREFE,
MRS MNNEFT. SFESPEHFHIEFNIERIERERREMIE R BRI RSN
BRESHIREXKIE, RKBZBLEAFHIARLERENTEME .

NTEAEEFEHFT R, NRNENIBUERERS, HREAFHFROREERE
bR N
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2024-25 ZFEEZEIERA YOYW TMS REEZESEER L, REREHTZHNELXR, L&
B (K YCYW TMS @#/HFH) -

e RS
RELEEZTHE L 800 iiiAFR, FHERTIINBEREFTEZR. MBFETBREFHNR
XN e, BRIt ESRETERR.

ZR ERH Exsedingll Z /R ZE B IRIR T
ZIMBAETHF 3:20 2554
EH T 3:30 £ & FRB#YG | LEF/NERNZEEXIRE

. RERERER,
—iHRE: ZIMRAE T 3:20
ZRBHILEFNERNFE
FEREL XBRER
o

FRB#RG | THRE: IR/ NERALR
EFNFEXRFBTIEEN
E, SREEEHR, BHRK
FRRTEENERER

FECRIETD —lERE TF 330 %%
EH"MERMN THERE TF440KRE

%,
e L L
EN—ZEWE PRAGRR N FR
%i%i BE SRE | EREREET EREHS
Bt IR

. PRETETRITRALRE, REFSHFISHRBIFSE,
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BXFE
RZE BB A% A I % RS & BB 1T

REAFPRNVBFENEZEREMZEANEXRE. A HRREEFEERBENEIR, EFDH
RFFERAGEHRER, ENELE, BTHERR, REMRLTEZSSMRFNFERKEN
KE, RN, REERENNEEAZE, BABREESIREHRIDEREINFEE, FURER.

REFE

MBRBEFFATRARRERREFE, FREBAREFZENFK/EFA, MiThEH
REHIHEHER, FRERETHEMRETHRERZERS, NERHLLTELRHFERR
F, BEBERK/BEPABTTERFERE SAREHRABSTHR.

e Bt B = M B ER B AR EE IR 5

FAREFFZHEMBEMNBAERFBETH, BREK/EPAFUIRR 24 /M (REERE
TRE) BEMARKARETERFERIAE, RETEFRERELFZEBLFHIAS TS
2 BETHRKEER.

ARNIEREZE MR IR BIFFEARERS, TFERK/BIPASHIRET 24 N (FEHE
KA THEE) BEMERRARREFE#HTRIE. REFEBREREXLFEEBAFIAESEES
ZHE, BATRKEE., I ARBIRNEE, TELZPIRINERESE, BRAERKE,
Il B e 25 AR SN T
5 AEA 75 TARM/HBE
5-15 A B 80 TARM/EFE
15 ABME 85 TARM/EFRE
*REBFHRIBERBERAFIAERSNEER T ATRLRE.

KPR
BWREER —BREMKR, IAREMEMIVELRIINER T TEBNJLERPEII
REMBRMMREZTZETHNEE, RIEXENBERINE,

TERR
o RAIFIARELAFHR, REFRNRREYE, HrEsIE
o ALREFAREHAMRFMTRLRE, RFRET.
o FPAFER, REMRZXFERAE.
o REEEH WEFARFREW, eFETH, EHRERKF.
o FATER KWERARAFARSHEF LMNYRNENPEZERARZEILRIIAE,
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REFERFIERBPEFRERENRECRZASREZENXKIEIFALTEIE, 20

ZEENEE, RERERSHRE. BAELML. BUH. FHLES.

EBTTE:
B F BB {4: SchoolBus.YCISBJ@ycis.com

Bi% 7418 8585 1886 (IEH L {EH 7:30-16:30) .

,\i

(] R R R B SRR e %

k% g fiR B 8]

REFH BE/RE/BE 3 /A

EaER Bl R I E R R RE 5 /\RE

—RBIERR | RIEFEARNRERS 24 1IN (REBRFTHRE)

ROEIR Y XRAFREBUERERERS RNASH#EIA
FRIF I A SR B 2% 24 I\B (REEXRFEBER)
R EIR S HiE 3IANTHER
RERSEERF 7
R RS HIBUH

BRI &R RXRERBH

ATRERSEASBWNRIER

24 I\ (AERBRFRE)
24 I\ (AEBERFBRE)
24 /ZH (AERERHHERE)

R, WRNE., REMRNEE

WREFERKNEE . WRNE. REMREZETN, FRSFEIBAREFZENFTK/EPA W
BIRNRAEM, TERTPEBNN, BIEEM, FEHREBS.

RpsEIE

REZETMFSZE. BREXNNREERETZE., FREEHANM. REWB. RELXESR

A

KREEPRERL, ERARREL. REASDMTINAEREINHTERLE . SREENIGIEZ,

FWEE LR, IYFRELER, BXREFTE. REEWIER. REZE. SYIER. KREMLEEICE.
EHTWICR. REARIDEK. SERICFRHMTEETH,
B ALFIER 5T

R

BRER zs

=)

a
E 30 g
REEE v
RERERIZE v v
RERFEX v v
REZLEFTAME v v v
RERSHRIE. TE. BUH v v
KBRS Ay o] sk i v v
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FRMRERSHNTRE:

RFEMLFIIRE.

RESNEZ T YR EEZI.

RELEREFNLET,

AREEWERE B T L ANBAM AR EIEHAA.
HEFRE A BERMRFERTE, RHREMIBRELE.

EAILEBHERERNZE, BNPSFERENRIALSHRENTAH, FEMBZLERLEE,
BIPME. W, FEARERSHZEFTEEIRUTER:

REM&EZE. ENRE.

REFEIME T LE TR THRER

R IMALIRFA

FHERTNERE LR B (RSN .

REER FANEERAFRET, MBHFOE NSITHAEFIREL. FHREBEN.
FERT, FANEEREGHE, REGTRIRED, NEREMN, FHERES.

o DN ERETES.

RIEFRENBESRE, FBFHERELR.

KK/ BIFARE

BRIFBRERS, SRERETERWNG, RNFHRESRH. RETEFEEZL=ATIHER
(FERRMTHRE) WIAFTNORERSHIE. FREREARENFZEZVWMARERS T8 BRI
FIIRE—RRERE, WEREMRINRFLE,

ATHRREENEE. ZHEENER, RKOREXBECEHREREFENS, BABRTEX
T2 REBEEBERBANTNBIREETESFRINE.
MAREFAAEFEFURE TN SRR RRERERLZ, BRI/ BIFAZDEIAEMIBATH
SRETEDBRIFEUAREERFUERFRR.

KK/ BPARTEREERETEAREFERR,

WRK/ P AN FISHEERT A LR, HEE—NEHABHNERIINE.
WHFZAFTRACIARETELRBAOR, BRK/EFARNODFRDAZHRIBEATERE
TR, BURERFEEETZEARBRK/ BEIFAEZNBERT TREBTER.

12



@ Yew Chung International
— School of Beijing

""* L FEhEI PR
YUS

(

School Bus Service Application Form

RERS HIF

Student Name 414

Student Year Level Z4F 2%

Parent/ Guardian(s) Name R/ 5P A4

Home Address REE{Tit

Parent Phone ¥ HiE

Parent Email 3K HB3E

Desired Bus Start Date #Z={& AR |a]

If the school bus service can be arranged, a confirmation will be emailed to you with the final
approved bus start date and details. BFRHIFE, RNSE—HHMEAL, EhOFEREH
XER . BRARERETIAIEFELR.

| have hereby read the School Bus Service Policy and agree to the School Bus Service Policy
and School Bus Guidelines for Students. | also agree to submit payment of the School Bus
Transportation Service fee in advance of the desired service start date.
KREZRAF"BIRERSAE". FEHERZRERSFBERMEABTNER, BEREIEFTF
ERAREEEGE, HFRESERLCRENRIRETRA.

Parent/Guardian Signature i/ BIPAFA:

Date HHj:
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