
 
 

SCHOOL BUS STOP LOCATION/SERVICE REQUEST 
INFORMATION AND PROCEDURES 

 
For your information: 
 
 The establishment of bus stops for picking up and dropping off school children has 
been a tremendous safety measure for the personal safety of our school children and for 
the traffic safety of motorists.  When bus stops were first designated, the government 
agencies involved in the school bus transportation program surveyed the island and 
determined that certain sites were the most safe and convenient for servicing school 
children in the community.  (The primary safety considerations are listed on the “Bus 
Stop Guidelines.”)  Please remember that it is often difficult to relocate an existing bus 
stop and to re-route a bus because the existing bus stop was probably the best possible 
location for:  (1) the convenience of school children living in the area, (2) bus routing, and 
(3) most of all, the safety of loading and unloading children from a bus. 
 
 Please follow the instructions below to request bus stop related changes or 
services. 
 
Procedures for requesting bus stop related changes or services: 
 

1. Please complete the School Bus Stop Location-Service Request Application 
form.  Your application must be completed in full to be properly evaluated. 

 
2. Check the requested bus service change or action and state reasons for your 

request.  Please include street address (or the property’s tax map key 
number) for bus stop location/relocations. 

 
3. Indicate on the Bus Route Map your proposed location or relocation site for 

the bus stop. 
 
4. Submit your School Bus Stop Location/Service Request Application and map 

to the School Bus Transportation Officer, Department of Education, 3060 
Eiwa Street, Room 301, Lihue HI 96766. 

 
5. Your application will be reviewed and evaluated by the State Department of 

Education-Student Transportation, the State Department of Transportation 
or the County Department of Public Works for their recommendations in 
terms of safety, bus routing and other concerns.  For county roads only, the 
County Council will approve or disapprove of your application based on 
these recommendations.  You will be notified of these agency 
recommendations and Council action. 

 
Please call the School Bus Transportation Officer at the Department of Education 

(241-7120) if you have any questions on these application procedures.



Reference No. ______________ 
        Part I 
 

SCHOOL BUS STOP APPLICATION 
 
 
APPLICANT’S NAME: 
 
Address: 
 
 
 
Phone Number: 
 
 
 
[  ] Establish new bus stop (s) at: 
 
 
 
[  ] Eliminate the bus stop at 
 
 
[  ] Relocate the bus stop at 
 
 to 
 
[  ] Other:  (bus shelter, etc.) 
 
 
 
Reason for bus stop change or service: 
 
 
 
 
 
 
 
 
 
 
 
 
 
       Signature 
 
       Date: ____________________________ 



        Reference No. ______________ 
        Part I 
 

AGENCY COMMENTS/RECOMMENDATION 
(Departmental Use Only) 

 
 

Requester: 
 
Location: 
 
 
DOE-STUDENT TRANSPORTATION 
COMMENTS/RECOMMENDATION: 
 
 
 
 
 
 
 
 
 
Approved by:        Date: 
 
DEPT. OF PUBLIC WORKS 
COMMENTS/RECOMMENDATION: 
 
 
 
 
 
 
 
 
 
Approved by:        Date: 
 
COUNTY COUNCIL: 
 
 Resolution: [  ] Approved [  ] Disapproved Resolution No._______ 
 
 Ordinance: [  ] Approved [  ] Disapproved Ord. No. _____________ 
 
Date: 
 
Other: 



(FOR DEPARTMENTAL REFERENCE) 
 

SCHOOL BUS STOP LOCATION/SERVICE REQUEST PROCEDURES: 
 

1. An individual, property owner, organization or government agency who would like 
to have a bus stop established, eliminated or relocated should be referred to the 
School Bus Transportation Officer at the State Department of Education - Student 
Transportation, phone number 241-7120, for an application form, application 
procedures, bus stop guidelines and the appropriate bus route map. 

 
2. A completed application, including the bus route map, shall first be submitted to 

the School Bus Transportation Officer/DOE for review, comments and 
recommendations.  On an Agency Comments/ Recommendation Form, the DOE-
Student Transportation Office will evaluate the application in terms of school bus 
transportation program concerns, such as bus routing, service-ability and 
feasibility of the request. 

 
3. After the review of the School Bus Stop Location/Service Request Application by 

the DOE-Student Transportation Office, the application along with the agency 
comments/recommendation form shall be submitted to the County Department of 
Public Works (DPW) in the case of county roads or to the State Department of 
Transportation (DOT) for State highways. 

 
4. For county roads only, the DPW shall review the application and forward to the 

County Council:  (1) its comments and recommendation on the safety of the 
proposed bus stop site or service on the agency comments/recommendation form, 
and (2) an appropriate traffic resolution for any changes. 

 
5. Based on the recommendations of the DPW for county roads, the Council shall 

take formal legislative action to approve or deny the application, and shall 
communicate its decision to the applicant, DOE-Student Transportation & DPW. 
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