
MFSB Management
Process for reserving Mini-Bus



Multi-Function School Activity Bus (MFSAB)

Go to the 
MFSAB 
Website

Staff has need for using a 
Mini-Bus

Review Pre & 
Post Checklist

Review 
Procedure 

Manual

Complete 
Video 

Training

Check MFSAB Availability - 
Use calendar for each bus 

(2 buses available)

Bus #36 
Calendar

Bus #35 
Calendar

Available Call Transportation 
Department

Print and Complete 
Acknowledgement 

Form

Complete 
Request Form

Copy license and 
send with form to 

Transportation

Receive 
Confirmation email 

of approval

Request Bus 
Checklist & Key 

Pickup

Done

No

Yes

https://www.westonschools.org/district/administration/transportation-department/multi-function-school-activity-bus/
https://www.westonschools.org/district/administration/transportation-department/multi-function-school-activity-bus/
http://www.westonschools.org/wp-content/uploads/2022/03/Weston-MFSAB-pre-and-post-trip-check-list.pdf
http://www.westonschools.org/wp-content/uploads/2022/03/Weston-MFSAB-pre-and-post-trip-check-list.pdf
https://docs.google.com/document/d/18yNW2ihUOeIN4qd9w5pW0vQ-1ySwYIvS9BwdTW7uHjE/edit?tab=t.0
https://docs.google.com/document/d/18yNW2ihUOeIN4qd9w5pW0vQ-1ySwYIvS9BwdTW7uHjE/edit?tab=t.0
https://youtu.be/b0j4HFa2tUk
https://youtu.be/b0j4HFa2tUk
https://calendar.google.com/calendar/embed?src=c_1881p3eu7vcb4hregpcssr820pftg%40resource.calendar.google.com&ctz=America%2FNew_York
https://calendar.google.com/calendar/embed?src=c_1881p3eu7vcb4hregpcssr820pftg%40resource.calendar.google.com&ctz=America%2FNew_York
https://calendar.google.com/calendar/embed?src=c_188f4r81hl3c0indl3sdc1p8t37mm%40resource.calendar.google.com&ctz=America%2FNew_York
https://calendar.google.com/calendar/embed?src=c_188f4r81hl3c0indl3sdc1p8t37mm%40resource.calendar.google.com&ctz=America%2FNew_York
https://docs.google.com/forms/d/1pDgbbi2x5IA59dPX5p11AXlQNWTQn3zyCTyy3pfD5w0/edit
https://docs.google.com/forms/d/1pDgbbi2x5IA59dPX5p11AXlQNWTQn3zyCTyy3pfD5w0/edit


Transportation Groups Process

Receive Notification 
Email from Sheet 

Check Contents of Request

Confirm Bus Available

Make Draft Reservation in 
Calendar

End
Awaiting Forms

Receive 
Acknowledgement form 

and Copy of License

Ensure Completed 
Documents and Valid 

License

Change Draft Calendar 
Reservation to Actual 

Send Email Confirmation of 
Document Receipt, 

Reservation Completed and 
Request Key Pickup Time

End
Awaiting Pick Up

Send Confirmation of ‘Draft’ 
Request Received

Staff Arrives for Van Pick 
Up

Provide Checklist, Keys and 
Key Drop Box Location

Escort to Van and Confirm 
Return Time

End
Awaiting Pick Up

Find Keys in Drop Box

Check the Van - Odometer 
Gas Dent,

Send Email Confirming 
Receipt of keys and Van

End


