
SCHOOL BUS SERVICE GUIDE 

1. Background: 

IMS has a contract with Castle Brothers Ltd, a private bus company, to run the school bus service at all four 
IMS campuses. Castle Brothers Ltd has been the school’s bus vendor for almost 20 years now, ever since the 
school opened in 2002. 

2. School Bus Service Registration: 

Bus service registration is required for each school term. (August - January; February - June) 

Beginning of School Year: IMS will send parents the registration forms via email in June for the returning 

students. Please send completed registration forms, with check attached, to Castle Brothers Ltd before the 

deadline. This deadline will be strictly followed. If the form arrives after the deadline, spaces on your 

child’s bus route are not guaranteed. 

Middle of School Year (August – January): Registering for bus service during the middle of the school year 

is possible, depending on availability of seats. For more details, please contact Castle Brothers Ltd (please 

see point 13). 

Renewing Service for (February – June): You will receive re-registration forms in the beginning of 

December for renewing bus service for the following February to June. Please send completed forms to 

Castle Brothers Ltd, with check attached, by 25 December. If the form is not returned, the bus company 

will assume that your child no longer requires bus service as of 1 February. 

Termination of Service: One month’s written notice to Castle Brothers Ltd is required for termination of 

service. Refunds will be issued for one month (e.g. if notice is given on 7 October, payment is required 

through 30 November). 

3. Billing Details: 

One-way travel will be charged at the same rate as two-way travel. A full month’s travel fare will be charged 
for any partial service used during part of the month. 

4. Bus Pass: 

Your child will be issued a laminated bus pass, one week prior to the start of service. This bus pass lists your 
child’s name, bus number(s) to and from school, and bus ID on the pass. Please ensure that the bus pass is 
attached to your child’s school bag before the first day of service. 

Please note that if you do not include an emergency phone number with your application, the bus pass will 
be issued without these details. 

The bus passes are non-transferable. 

If you do not receive a bus pass from Castle Brothers Ltd before the start of school, or if you lose or misplace 
the bus pass, please contact Castle Brothers Ltd. 



5. Pick Up/Drop Off Locations and Collection Times: 

Prior to the beginning of service, you will receive information by mail regarding pick up/drop off locations 
and collection times. 

To reduce the total duration of the bus route for the children, all pick-up/drop off locations will be at the 
street level, not podium. 

The initial collection times that you receive are approximate. The bus company may need to evaluate the 
collection times after the first few weeks of service, depending on the traffic situation and the status of late 
registrations. Also, as the term progresses and children move or new students are registered for bus service, 
the pick up/drop off schedules are subject to changes. If there are any changes to the original schedule, 
Castle Brothers Ltd will inform parents directly for a newly amended schedule. If you do not receive an 
update, your initial collection times should be considered permanent. 

As the bus will leave promptly in the morning at the stated collection time, please arrive at the pick up point 
at least 5 minutes early. 

If your child’s school bus is over 15 minutes late at drop off, Castle Brothers Ltd will inform the parents by 
Whatsapp group. This Whatsapp group is set up as a mode of one-way communication for Castle Bros. to 
inform parents of delays; if parents need to communicate with Castle Bros, they should do so by calling 
directly to 2555-2088. 

If your child’s school bus is regularly picking up or dropping off outside of the stated collection times, or if 
the bus is over 15 minutes late at drop off, please contact Castle Brothers Ltd. 

Children in Lower Elementary WILL STRICTLY NOT be allowed off the bus unless there is a parent or 
responsible adult to meet them at the bus stop or they are with an Older Upper Elementary sibling who has 
a Pink Card (If parents authorize their older child who has a Pink Card to escort their younger siblings off the 
bus alone, please send a completed Upper Elementary Student Release Form to the campus administration 
office. ). Students in Upper Elementary will be allowed to leave the school bus at the bus drop off stop and 
walk to home alone without a guardian or parent when the Upper Elementary Student Release Form is 
completed by parents. Parents MUST submit the Upper Elementary Student Release Form to the campus 
administration office which will inform Castle Brothers Ltd for this arrangement. Parents need to take full 
responsibility for their child/ren’s release and will not hold the school and bus company responsible in any 
way. 

Please note that GPS tracking is made available for Stanley Campus busses, but is not currently available at 
the other campuses due to the total number of busses and riders. As described above, Whatsapp notification 
of delays over 15 minutes is available at all campuses. 

6. Arriving and Departing from Campus: 

Students are escorted to and from the buses by IMS staff. At any IMS campus if your child’s bus arrives early, 
the bus mother will wait with the children on the bus in the parking area until the IMS staff arrives to escort 
them into school. 

7. Drop Off Rule: 

Any parent, designated adult or substitute parent / caregiver must show an IMS security card to the bus 
mother when you pick up your child at the bus stop. The Bus Mother will only release a child to a person 
who has the IMS security card and is authorised to take responsibility for the child. 

The bus will arrive at the drop off point in the afternoon, and if it is early, the bus will wait until the 
designated drop off time listed on the child’s bus schedule. 



In the event of a designated adult or substitute parent / caregiver not being present to collect a child from 
a bus, the bus mother will try to contact the parents / caregiver directly or will contact Castle Brothers who 
will then take responsibility to ascertain the reason for any delay. 

To avoid impact on subsequent drop-off times, the bus will not wait for a period of more than 5 minutes 
after its arrival at any drop-off point or 5 minutes after the scheduled arrival time, whichever is later. If the 
child cannot be collected by an authorised adult within this period, the child will remain on the bus and the 
bus will proceed to it’s next stop. 

If the child needs to remain on the bus, the Bus Mother or Castle Brothers will inform the parent / 
caregiver where the child can be picked up further along the route. If no collection along the route can be 
made, the bus will take the child to the nearest IMS campus where they will remain until pick-up can be 
made. If, because of the time of day, the use of an IMS campus is not suitable, Castle Brothers commits to 
taking the child/ren to a collection point where it is safe for the bus to wait and where the child/ren have 
access to toilet facilities. This collection point and approximate time of arrival will be made known to the 
parents. 

A record will be kept of all delayed pick-ups. In the event of frequent incidents, the School or Castle 
Brothers reserves the right to review a child’s continued use of the bus service. 

Parents or responsible adults should wait at the drop off point punctually to ensure that every child gets 
dropped off and picked up safely everyday. 

8. Accompanying An Anxious Child (Special Arrangement): 

If your child is anxious riding the bus, you or your helper may accompany the child on the bus if seating 
allows. Please contact Castle Brothers Ltd on the day before to guarantee a seat on the bus; kindly note 
that if the bus is completely occupied, this special arrangement may not be applicable. 

Also, you may wish to instruct the bus mother on how best to comfort your child, explaining what she 
should or should not say. You may need to write down your suggestions and have them translated into 
Chinese. 

If due to the scheduled after school activities or any play-date/ birthday etc that children need to take 
another bus regularly, this cannot be arranged. 

However, if your child is not a registered bus rider, single bus rides are not permitted on any bus in any 
case. 

Except for the anxious child exception noted above, no other riders will be allowed on any of the school 
buses at any time. 

9. Change in Travel Plans: 

If you plan to pick up your child from school rather than have them take the bus, you MUST notify Castle 
Brothers AND the IMS campus administration office AT LEAST ONE DAY IN ADVANCE to ensure we do not 
put your child on the bus. For routine activities which happen each week, one notice by email/ letter can 
be given; however, any further change from that routine must be notified to both Castle Brothers and the 
School. 

For any other changes to your child’s bus schedule, please communicate directly with Castle Brothers in 
writing, at the earliest possible time and a minimum of one day prior to any changes. Such communication 
can be given by fax (+852 2518-8288) or letter (given to the bus mother). 



In case of last minute emergencies, please contact Castle Brothers directly (+852 2555-2088/ 9032-7434) 
and they will endeavor to support any request to the best of their ability. 

10. Sick/Absent Child: 

If your child is sick or otherwise absent for one or more days, please phone Castle Brothers Ltd at 2555-
2088 as soon as possible in the morning to inform them your child will not be riding the bus that day. 
Please call after 6 am or at least half an hour before scheduled pick up time. 

Please also email or phone the school sometime that morning about your child’s absence (copying your 
teacher) so that the school can inform the bus mothers not to wait for your child after school. The contact 
information for each campus is: 

ST: admin.st@ims.edu.hk 
AB: admin.ab@ims.edu.hk 
SH: admin.sh@ims.edu.hk 
ML: admin.ml@ims.edu.hk 

Tel: 2566-7196 
Tel: 2156-9033 
Tel: 2861-0339 
Tel: 2857-7007 

If your family goes on an extended holiday (outside of stated school holidays), please contact the bus 

company and IMS to inform them of your schedule. 

11. Bus Safety: 

Seat Belts: The bus mother will ensure that the retractable seat belt is buckled. If your child’s seat belt or 

harness is not being adjusted properly by the bus mother, please contact Castle Brothers Ltd and IMS. 

Never Unbuckle Seat Belts Before the Stop: Seat belts should never be unbuckled before the bus comes to 

a full and complete stop. If you witness a bus mother unbuckling seat belts before the bus stop, please 

contact Castle Brothers Ltd and IMS. 

School bags: School bags should be removed before the child is buckled into the seat. If the bus mother 

does not remove the child’s school bag before the child is buckled into the seat, please contact Castle 

Brothers Ltd and IMS. 

Staff Emergency Training: The bus driver and bus mother are shown how to operate the emergency exits 

for their particular bus. 

Accident or Breakdown: In case of an accident or breakdown, Castle Brothers Ltd will immediately contact 

IMS management, who will coordinate communication with the parents and assist in managing the 

situation. (Please note that IMS school buses have never been involved in an accident.) 

12. Complaints/Suggestions: 

If you have any complaints or incident reports, please contact Castle Brothers Ltd within 5 hours. Castle 

Brothers Ltd will investigate and get back to you asap. For any suggestions, please feel free to contact 

Castle Brothers Ltd directly. 

 



13. Contact Information: 

Castle Brothers Ltd. 
Contact Info: 
General Office Phone: 2555-2088 
Fax: 2518-8288 
Address: Room 1804,18/F, Abba Commercial Building, 223-227 Aberdeen Main Road, 
Aberdeen, HK 
Postal Address: PO Box 24368, Aberdeen Post Office, HK 
 

When you have any general enquiry, please call Castle Brothers Ltd. at 2555-2088 during office hours from 

8am to 6pm. If after several attempts, you cannot reach the bus company’s staff or your problem is not 

resolved, please contact the manager of the bus company, Mr. Robert Mu, on his mobile at 9032-7434. 

IMS Contact Info: 

ST: admin.st@ims.edu.hk 
AB: admin.ab@ims.edu.hk 
SH: admin.sh@ims.edu.hk 
ML: admin.ml@ims.edu.hk 

Tel: 2566-7196 
Tel: 2156-9033 
Tel: 2861-0339 
Tel: 2857-7007 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


