PUBLIC SCHOOLS

“Setting the Standard for Excellence in Public Education”

Havemeyer Building
290 Greenwich Avenue
Greenwich, Connecticut 06830 — 6521
Tel: (203) 625-7446
Dr. Robert Lichtenfeld
Managing Director of Operations March 29, 2010

Dear Eastern Middle School Parents and Parents of Fifth Grade Students,

At the end of last summer, some Eastern Middle School parents expressed concerns
regarding the late notification of changes in bus availability and route changes -
particularly the elimination of a courtesy bus inside the one and a half mile limit. Some
parents also raised concerns over the safety of walking routes.

As a result, the school district commissioned an independent organization, Fuss and
O’Neill of Manchester, CT, to conduct a review of the “walkability” of those three
pedestrian routes from Lancer Road & Silo Hill; from Bertolf Road; and from Hassake
Road to the school bus stop according to existing transportation procedures of the
school district.

While the study was being conducted, the district relocated one bus stop and created
another bus stop to accommodate the students whose routes were in question.

The results of the study are found on both the Eastern Middle School PTA website and
the Greenwich Public Schools” website.

The conclusions of the report state, in part:

“In general, walkable pedestrian routes are available to Eastern Middle School from the
three neighborhoods discussed. There are sidewalks and suitable crossing locations for
each route. Using the guidelines and design criteria noted in the report, the intersection
crossings provide the desired sight distance to allow students to safely cross the street
or else provide adequate traffic control in the form of stop signs, traffic signals, or
crossing guards. For those areas described as unfriendly to students, we have identified
alternate routes consistent with school guidelines.”

The Fuss & O’Neill Study has confirmed the practice of the school district’s
transportation policy and practice and, as a result, effective August 1, 2010, the district
will be returning to its previous bus routes and withdraw the Sound Beach Avenue
Extension/Lancer Road bus stop and the Sheephill Road/Lakeview Drive bus stop.



Student Transportation Update
January 2010

This update responds to a number of student transportation issues identified last fall. The
District Transportation Procedure (attached) has been revised and expanded to incorporate
suggestions received from Eastern Middle School families as well as from PTA Council leaders
who reviewed a draft and provided input at their December 2009 meeting. Among other things
the procedure provides additional details about the appeal process and describes a new process
the administration plans to implement in 2010-11 to anticipate the level of ridership by eligible
students.

All mileage verification requests have been completed and all families have been notified
regarding eligibility. Between September and November, 2009 four (4) student transportation
hearings were convened by an impartial hearing officer in response to appeals initiated by
parents. Two appeals were made by North St. parents, one by a North Mianus parent, and the
fourth by an Eastern Middle School parent. The impartial hearing officer supported the
administration’s position in three of the four appeals.

The Department of Public Works reviewed and responded to several infrastructure requests and
recommendations which emerged from the appeals, the Eastern Middle School study, Safe
Routes to Schools studies, and from several requests submitted directly to the district by
members of school communities:

» Sidewalk at Westcott Rd. at Hoover/Neil — Under evaluation.

» Crosswalk and sign recommendations in the Fuss & O’Neill study — Work orders
submitted to the Highway Department.

» STOP sign control at Valley Rd. & Windsor — Intersection does not meet the warrants
(standards) for either signage or crosswalk; additional discussion required to discuss
alternatives for students who currently cross at this location (North Mianus).

» Marks Rd. & Meadow Rd. — This location has been reviewed in the past for STOP sign
control and does not meet the warrants. Other options to consider include signage and
striping.

> Hillcrest, Palmer Hill, Florence — Several factors contribute to the determination that this
would not be a good location for a marked crosswalk.

Beginning in 2010-11, Tom Bobkowski, the Director of School Safety, will assume a leadership
role for student transportation, continuing to work closely with Janice Domiziano, the
Transportation Manager, the bus company, and with public safety.

The administration has also addressed the following additional issues specific to Eastern Middle
School:

1. Relocation/addition of bus stop on Old Orchard. The 2010-11 Eastern Middle School bus

route(s) are expected to continue to include a bus stop at Old Orchard and Rainbow Road
(rather than Old Orchard and Palmer Hill Rd.) to meet the needs of eligible students.
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2. Pedestrian Route Study.

a. Based on the conclusions in the study completed by Fuss & O’Neill (see website), the
administration anticipates discontinuing two stops created in 2009-10: a) Lancer Rd.
Ext. and Sound Beach Ave. Ext. and b) Lakeview Drive and Sheephill Rd.

b. In addition, families living within 1.5 miles of the school and in the neighborhoods
addressed by the study will not be considered eligible for student transportation in
2010-11, again, based on the results of the study.

c. Although in some instances the study describes multiple possible pedestrian routes to
school and identifies some as more or less pedestrian friendly (and in several cases as
primary routes), the school system does not promote or endorse any particular route
to school. Rather it assumes responsibility for determining whether or not there is at
least one pedestrian route which is generally consistent with the criteria and standards
described in the procedure.

d. The administration will follow up with the Department of Public Works (DPW) and
other Town Departments with a request that they respond to infrastructure
improvements identified in the study which enhance the pedestrian experience.

3. Department of Public Works Study — Sheephill Road at Sound Beach Ave. Extension.

On October 5, 2009, in response to a request from area residents who are also parents of students
attending Eastern Middle School, the Department of Public Works issued a Traffic Investigation
Report pertaining to this intersection. While the report indicated it might be possible to relocate
the STOP sign on Sheephill Road northbound, the results of their study did not support the
installation of an additional STOP sign at this intersection.

Attachments
Procedure E-051.4 Revised December 2009
Eastern Middle School Pedestrian Route Study
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GREENWICH PUBLIC SCHOOLS
Greenwich, Connecticut

Policy E-051 - OTHER ADMINISTRATIVE OPERATIONS

Procedure E-051.4 - TRANSPORTATION

According to Board Policy E-051, the District shall provide safe, reliable, efficient and
economical transportation for all public, private, and parochial students in Greenwich to the
extent required by law. The Transportation Manager, the Director of School Safety, and the
Managing Director for Operations, with the involvement of the Director of Special Education
and school administrators, are responsible for all aspects of student transportation.

Eligibility:

Free transportation is provided to and from school for students living beyond the established
pupil walking distances within their attendance areas, and students attending a District magnet
school who live within that school’s designated cluster area (Western - Hamilton Ave, New
Lebanon; Central — Julian Curtiss; Eastern — International School at Dundee).

Elementary: One mile
Middle School: One and one-half miles
High School: Two miles

Mileage is defined as the linear measure of a prescribed or authorized pedestrian route between
the pupil’s residence and his/her school from a point at the curb or edge of a public road or
highway nearest the pupil’s residence to a designated point or points at each school site. One
mile walking distance means a reasonable measurement of a route to be traversed extending from
the point of measurement at least 5,280 feet. The initial measurement used as the basis for
eligibility is derived from the geographic information system (GIS) using property lines and GIS
maps. If necessary and appropriate the administration may use one or more of the following
methodologies to check mileage: car odometer, digital device designed for this purpose.

Students may also receive transportation in the following special circumstances:

a. Students living within established walking distances who purchase courtesy passes on a
space-available basis with the provision that there will be no change in bus routes or
stops. This provision also applies to students living within established walking distances
and/or attending a District magnet school outside their attendance cluster (Eastern,
Central, Western).

b. Students who live within the established walking distances but whose walking routes to
school are determined to be not pedestrian friendly based on established standards and
criteria (Appendix C and other reports and studies as available).

c. Students whose IEPs or Section 504 Accommodation Plans stipulate specialized
transportation.

The general procedures used in the special circumstances listed above are described below:
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1. Application for courtesy bus transportation (Appendix A) should be made to the school
of attendance. Schools will provide and assist as necessary with the completion of
paperwork, collect fees as applicable, and issue courtesy passes.

2. On or around August 1% of each year, the Transportation Manager will provide each
school with the courtesy pass annual fee. The rate is established by the Managing
Director for Operations in consultation with the Superintendent of Schools. The fee may
be pro-rated for partial year but there are no refunds unless the pass is revoked by the
District. The fee is waived for students eligible for free and reduced lunch.

3. Prior to the first day of school, the Transportation Manager will provide each school with
preliminary written information about bus routes, stops, and number of students assigned
to each bus.

4. After the first few weeks, schools may begin selling courtesy bus passes for non-eligible
students using best available information from the Transportation Manager. All schools
use the same form.

5. The number of courtesy passes available using a fair and equitable process for non-
eligible students will be based on the actual assigned ridership of each bus on each route.
In other words, there should not be any “overbooking” based on assumptions or beliefs
about ridership patterns or trends.

6. Should assigned ridership change over the course of the school year, students riding with
courtesy passes may have their passes revoked and a pro-rated portion of the fee
refunded.

Rights and responsibilities:

While districts are required to provide transportation services to eligible students, Connecticut
Statute (C.G.S. 10-233c) allows districts to suspend transportation services for any pupil whose
conduct while awaiting or receiving transportation to and from school endangers others or
violates district policies and procedures. Unless an emergency exists, transportation will not be
suspended without advance written notification to parents or guardians and an informal hearing
convened by the school and/or District administrators. The pupil will be informed of the reasons
for the disciplinary action and given an opportunity to explain the situation. If circumstances
warrant, the District may convene a more formal hearing. In emergency situations, the hearing
may be held as soon after the suspension as possible. Unless there is a formal hearing, no pupil
shall be suspended more than ten times or a total of fifty days in one school year, whichever
results in fewer days.

Schedules and bus stops:

School bus scheduling, including the location of stops, are subject to change based on safety and
educational needs (e.g., arrival time), number of students, frequency of ridership and trip
duration. The administration may use an “opt out” process to determine ridership (Appendix B).
Typically the length of time students are on the bus will not exceed 60 minutes. However there
are exceptions due to unique circumstances including but not limited to low density attendance
areas. The goal of the district is to have buses arrive at school approximately 10-15 minutes prior
to the school start time. The Transportation Manager is responsible for monitoring ridership
throughout the school year. If necessary, routes, stops and schedules may be modified based on
the information collected. Late bus routes and stops usually vary from regular morning and
afternoon routes and stops based on ridership. Transportation will be provided from the bus stop
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nearest the child’s legal residence only; transportation to or from an alternate location shall
require the approval of the Director of School Safety.

Private roads:

The Transportation Manager is responsible for maintaining a list of all private roads currently
used for bus transportation and for ensuring compliance with statutory requirements (C.G.S. 10-
220 (c) Transportation of children over private roads. Immunity from liability): 1) determination
from the chief executive officer of such municipality or his designee that the roads have been
constructed and maintained in accordance with the standards for similar roads within the
municipality, and 2) written authorization from the individual(s) or association (Appendix C).

Children with special needs:

Upon decision of a Section 504 Multidisciplinary Team or by stipulation of an Individual
Education Plan, students with disabilities who have special transportation needs will be
transported between home and the appropriate educational facility. To the extent allowable by
the terms and conditions of the District bus transportation contract, subject to the review and
approval of the Managing Director for Operations, and consistent with all purchasing, bidding,
and insurance requirements, the transportation of children with special needs may be handled in
part by private transportation service providers. The same rules noted below also apply to the
transportation of students with special needs. In addition, no special education bus may be
loaded beyond its capacity, and bus routes or stops cannot be altered without advance written
approval through an Individual Education Plan Team or through the Section 504
Multidisciplinary Team.

Crossing Guards:

Crossing guards are coordinated, deployed and employed by the Greenwich Police Department.
While the intent is to provide crossing guards at each scheduled time and assigned location,
parents and students are cautioned that circumstances beyond anyone’s control may result in a
crossing being unattended without prior notice. While every effort is made to avoid this
situation, it is important for parents to have discussed the possibility with their children and
establish a predetermined course of action.

Attendance at vocational/technical and other approved schools:

School districts are responsible for arranging transportation as is reasonable and necessary for
students attending vocational/technical and other schools outside their town of residence.
Options may include but not be limited to a) provision of bus transportation to and from a central
District location consistent with established pupil walking distances, b) mileage reimbursement
to parents or guardians, c) interdistrict transportation service.

Questions, concerns, reguests, and complaints:

Parents or other interested parties should report any and all bus issues and/or questions using the
on-line transportation reporting system available through the District’s website
(www.greenwichschools.org). Those who do not have access to a computer should contact their
youngster’s school office where someone will either answer the question or file an on-line
transportation report. The Transportation Manager, in collaboration the Director of School
Safety are responsible for reviewing the complaint, concern, question or request and responding
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in a timely manner with the understanding there are typically additional delays in responding at
the start of the school year.

The District administration uses a variety of resources and tools to fairly and equitably review
and respond to requests to change school bus routes or stops or to review eligibility for
transportation requests. These include but are not limited to the “Criteria Used For Evaluating
Transportation Requests” (Appendix D), data available through other Town departments or the
bus company, and the involvement of those with expertise in the area of public safety and traffic
(i.e., Department of Public Works, Police Department, Director of School Safety).

Appeal Process:

The purpose of the appeal process is to secure a fair and appropriate resolution to issues that may
arise regarding eligibility for bus transportation and bus stop locations and which are not
resolved by the Transportation Manager in consultation with the Director of School Safety to the
satisfaction of the complainant. A request for reconsideration of a transportation decision and/or
a hearing to appeal any initial administrative ruling by the Director of School Safety and the
Transportation Manager may be made by any parent, guardian, emancipated minor or adult
student as follows:

1. Submit a written appeal form to the Managing Director for Operations (Appendix E),
who will consult with the individual filing the appeal, public safety officials, and others
as appropriate (e.g., bus company safety officer, Department of Public Works) and render
a decision.

2. If no resolution is reached under 1. above, the matter will be forwarded to the
Superintendent of Schools for review.

3. If no resolution is reached under 2. above, the Superintendent of Schools will inform the
individual making the appeal of his or her right to request a hearing in accordance with
Section 10-186 Connecticut General Statutes (Appendix E). The parent or guardian of
any child denied transportation may request a hearing with the Board of Education. This
request must be submitted in writing and should include a description of the
transportation issue (e.g., substantiation of a claim of a pedestrian safety condition, or
variance from the procedures), and the requested change.

4. After the Board of Education receives the request, the following steps shall occur:

a. The Board of Education shall conduct such a hearing within ten (10) days unless
an extension is requested by the parent or mutually agreed to by the parent and the
District administration.

b. The Board may engage the services of a qualified impartial hearing officer with
the understanding the recommendations of the hearing officer shall be binding on
the Board.

c. The hearing will be conducted in accordance of the provisions of the Connecticut
General Statutes, Sections 4-177 to 4-180, inclusive and Section 10-186 of the
Connecticut General Statutes, as may be amended from time to time.

d. The Board of Education shall make a stenographic record or tape recording of
such hearing and the finding will be made within ten days after the hearing.

5. Anyone who makes an appeal to the Board of Education who is aggrieved by their
finding may upon request be provided with a transcript of the hearing within thirty days
of such request and may take the appeal to the State Board of Education. The findings of
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the Board of Education shall be upheld by the State Board of Education unless it is
determined that such finding was illegal, arbitrary, capricious or unreasonable.

Safety rules:
The following guidelines and protocols are designed to insure that students arrive at school and

return home safely, and that there is clear and consistent communication between and among
school, home, the bus company, police, and central office administrators:

1. School administrators are responsible for securing and maintaining a written permission

slip in advance and for verifying space availability on a bus whenever a parent or
guardian requests permission to travel on a bus other than his/her own assigned route or
to another student’s home. Slips will be kept on file in the school office for the balance of
the academic year.

Connecticut Motor Vehicle Regulations (Sec. 14-275c-16) states that at least twice during
each school year, each pupil shall be instructed in safe (bus) riding practices, and
participate in emergency evacuation drills. School leaders should contact the District
Transportation Manager for assistance in arranging for these drills.

Parents must be informed in writing that students in Pre-K through grade 1 must be
accompanied to and from the assigned bus stop by a responsible adult. If no responsible
adult is at the bus stop, the bus driver is directed to contact the bus company and to return
the student to school and the supervision of the school administrator. Students in Pre-K
and Kindergarten who are not eligible for bus transportation must be accompanied to and
from school by a responsible adult.

The following roles and responsibilities apply in the event of an accident (any incident,
without limitation and no matter how slight, where an automobile, motorcycle, truck, van
or other motor vehicle, any bicycle, animal or any other personal or public property
comes into contact with any bus) or delay (more than 30 minutes after the scheduled
pick-up/arrival time). The sequence and responsibilities may vary depending on the
circumstances.

Role Responsibility

Bus driver e Contacts bus company by radio or phone.

Police Department o Notifies bus company and Superintendent of accident.

Parents e Contacts school or District administrator to notify them that a
bus is more than 30 minutes late picking up students in the
morning or dropping off students in the afternoon.

Transportation e Contacts the school(s) involved, including those with subsequent

Manager & Director of bus runs, both public and/or private.

School Safety e Reports the information to the Managing Director for

Operations.
e Reports the information to the Director of Special Education if
students with special needs are involved.

Bus company (any and | ¢ Reports immediately by phone to the District Transportation
all service providers) Manager and/or Director of School Safety.

e In the absence of the Transportation Manager and the Director of
School Safety, contacts the Managing Director for Operations
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Role

Responsibility

Reports back within an hour of the initial notification with
details about delay or accident including injuries, property
damage, or citations.

e Files a written report no later than 48 hours following the
accident.

e Contacts the Police Department with the understanding that no
student is to be taken off a bus or released to parents/adults
unless the police have authorized an evacuation or the bus driver
determines that remaining on a bus may result in serious injury.

e Maintains contact with the bus driver to identify causes and
solutions.

District
Administrator(s)

e Provides back up and support to the Transportation Manager and
the Director of School Safety.

e Shares information with other District administrators including
Superintendent, Deputy Superintendent, and the
Communications office who will, as appropriate, update
information on the website.

Director of Special
Education or designee

e As necessary, establishes and maintains communication with
impacted non-District schools attended by children with special
needs.

e Notifies parents of special needs students, providing contact
information for updates.

School Administrator(s)

e Notifies parents of students involved, providing contact
information for updates.

e If there are obvious weather conditions or other extenuating
circumstances, the school principal may contact the bus
company directly in the event of any delay.

Procedure Revised — December 2009
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Appendix A

GREENWICH PUBLIC SCHOOLS
REQUEST FOR COURTESY BUS TRANSPORTATION

Name of Student:

Address:

Telephone:

Name of School: Grade:

Bus Number: Bus Stop:

Date: Parent’s Signature:

Amount due:

Checks payable to Town of Greenwich

Return to School Office

For Office Use Only

Fee waived and status/eligibility verified

(Initials of staff member)
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Appendix B
GREENWICH PUBLIC SCHOOLS
TRANSPORTATION DEPARTMENT
HAVEMEYER BUILDING
290 GREENWICH AVENUE
GREENWICH, CONNECTICUT 06830

MARCH 1, 2010
Dear Families Eligible for Bus Transportation,

We are asking those who are eligible for transportation to let us know whether or not you plan to
use the school bus service. Knowing this information in advance will help us eliminate any
unnecessary travel time on the routes, identify appropriate bus stops, and generally allow for
more consistent service delivery.

We would very much appreciate it if you would complete and return the tear-off sheet provided
below (or the form available on the website www.greenwichschools.org) indicating whether your
child will be using bus service during the 2010-11 school year. Please complete a separate
form for each child. The completed form may be returned to any school office and it will be
forwarded to our attention via inter-office mail.

Sincerely,
Janice Holko-Domiziano Thomas Bobkowski
Transportation Manager Director School Safety Service

Student Transportation Services Participation Form (2010-2011 School Year)
Return by March 30" to Greenwich Public Schools

ATTN: Transportation Office

290 Greenwich Avenue

Greenwich, CT 06830

Student’s Name School (Fall 2010) Grade (Fall 2010)

Please check one:

Address
O YES My child will be taking the
bus
O NO My child will not be taking the
bus
Parent's Signature Date
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Appendix C

GREENWICH PUBLIC SCHOOLS
““Setting the Standard for Excellence in Public Education™

PERMISSION TO TRAVEL ON PRIVATE ROADS

In accordance with Connecticut General Statute 10-22(c), Transportation of children over
private roads. Immunity from liability.

The Greenwich Board of Education / Town of Greenwich is hereby granted permission to
operate the School District’s busses whether owned, leased or contracted on,

for the purpose of providing student transportation to students attending the Greenwich Public
Schools or students for which board of education has a responsibility to provide transportation
for educational purposes.

This authorization, once granted the Board of Education can only be rescinded in writing to the
Superintendent of Schools. The discontinuance of bus services as a result of said notice will take
place July 15" to August 15" in the School fiscal year following the receipt of a validated written
request.

Please sign and print name. Please include official title if signing as agent or representative, or
corporate officer.

Owner (s) Date
Owner(s) Date
Owner(s) Date
Owner(s) Date

Notary Public
Contact Address Sign:

Date

Contact Telephone ( ) -

Please return completed form to: Greenwich Public Schools — Transportation Department, 290
Greenwich Ave., Greenwich, CT 06830
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Criteria Used to Evaluate Student Transportation Requests

Name of student: Grade: School:

Appendix D

Name of parent: Address:

Current Bus Route/Stop:

Pedestrian Route:

A. Request (Check all that apply)

a. Change location of bus stop from to
b. Determine eligibility based on pedestrian route

C. Determine eligibility based on mileage

d. Other (please describe)

B. Conditions that exist on a street or road having an adjacent or parallel sidewalk.

Name(s) of street(s):

Check
all that Condition

apply

Notes

(K-5) Absence of a pedestrian crossing light, cross walk, and/or
crossing guard at an intersection where students must cross a street
that has a traffic count in excess of 60 vehicles per hour during the
time that students are walking to/from school or a bus stop.

(6-12) Absence of a traffic light, stop signs, crosswalk and/or
crossing guard at an intersection that has an exceptionally high
traffic count per hour (typically exceeding 100 vehicles per hour)
during the time when students are walking to/from school or a bus
stop.

(K-12) Line of sight visibility and posted speed limits do not
permit vehicular braking/stopping in accordance with public
safety standards: 150’ local roads, 250’ collector roads.

(K-12) Posted speed limit in excess of 40 miles per hr. that does
not have pedestrian crossing lights, crossing guards or other safety
provisions at points where students must cross going to/from
school or a bus stop.

(K-12) Usual or frequent presence of any nuisance such as open
manholes, construction, loading zones where delivery trucks park
on walkways, etc.

C. Conditions that exist on a street, road or highway without sidewalks
Name of street(s):

Check
all that Condition

apply

Notes

(K-5) Traffic count of 60 or more vehicles per hour at the time when
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Check

all that Condition Notes
apply
students are walking to/from school or a bus stop.
(6-12) Traffic count of 100 vehicles per hour or more at the time
when students are walking to/from school or a bus stop.
(K-5) Street, road or highway with a speed limit in excess of 30
miles per hour.
(K-12) Line of sight visibility and posted speed limits do not permit
vehicular braking/stopping in accordance with public safety
standards: 150’ local roads, 250’ collector roads.
D. Other Conditions
Check
all that Condition Notes
apply

(K-5) Lake, pond, stream, waterway or bridges that does not have a
fence or other suitable barrier within 15 feet of the sidewalk.

(K-5) Area adjacent to road, sidewalk or bridge having a drop of
three or more feet per four feet of travel length on either side of the
established lanes and that does not have a fence or other suitable
barriers.

Walking route passes through an area with a history of aggressive
acts of molestation to students resulting in actual or threatened
physical harm as determined by the school system with advice from
the Police Department.

E. (K-8) Does the walk to/from school or the bus stop require travel more than one-half hour before
sunrise or one-half hour after sunset? Yes No Other:

F. Mileage
Walking distance means the linear measure of a prescribed or authorized pedestrian route between the pupil’s residence and
school from a point at the curb or edge of a public or private road at the property line to a point at a safe entrance to the school

grounds.

Date(s) measured: Method(s) used:

Results:

Name/Signature of person(s) completing this form:

(Name/Position) (Date)

(Name/Position) (Date)
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Appendix E

Transportation Appeal Form
Managing Director for Operations/Superintendent Levels

This form should be submitted when appealing the decision of the Transportation Manager and Director of School
Safety. The form should be sent to the Managing Director for Operations or the Superintendent of Schools
(Havemeyer Building, 290 Greenwich Ave., Greenwich 06830).

Note: If the remedy being sought is to change an existing policy (rather than a procedure), the avenue of appeal is
through public comment at regularly scheduled Board of Education meetings or submittal of documentation directly
to the Board of Education requesting consideration for a change in Board policy. Please use this form to request
consideration of a change to an existing administrative procedure (rather than Board policy).

1. Name, address, daytime telephone number and email of person appealing the decision of the
Transportation Manager and the Director of School Safety (Please list each name if more
than one).

2. Provide a concise statement of the issues and specific areas you are disagreeing with
regarding the decision or action of the Transportation manager and the Director of School
Safety.

3. Provide a concise statement of facts to support your appeal.

4. State the relief or remedy you are seeking.

Signature Date
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