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Pride. Put it to work.




Transportation Policy

I. Agency Provided Transportation
If it is determined that the Agency will provide transportation services with its vehicle, the following guidelines will be followed:

A. The vehicle will be used for no other purpose than the transportation of consumers on designated routes, to employment sites, and for program activities without special permission from the Agency Designee.

B. No person shall be allowed to drive the vehicle without the proper license.  Authorization maybe given by an Agency Designee to allow staff members or a community member to utilize an agency vehicle for a non-consumer or a consumer during non-program time under special circumstances.
Driver’s license checks will be run on all employees and any other person driving an agency vehicle with the exception of mechanics for maintenance purposes at the time of hire and annually after hire.
C. All staff will be trained under our passenger assistance training and lift van securements, prior to transporting consumers in the lift vans.

D. Immediate report of all accidents, however slight, involving any agency vehicle will be made by the driver to the site manager and to such other authorities as required by law, rule or regulation.  If another vehicle is involved the staff must call the police to report the accident and request a police report be completed.
E. Vehicle routes will be approved by the Agency Designee.

F. All vehicles used for transportation of consumers will have vehicle books, which includes the required personal information of each rider including the emergency information release.

G. Coordinated Service and Support Plan and Individual Abuse Prevention Plan will be followed for supervision requirements.

H. Transport should not be longer than 90 minutes per one way trip as per our individual county contracts and licensing regulations.  The contracts also state that the county case manager has the right to overrule this in unusual circumstances.
I. In the event of a severe weather emergency, staff will take the following actions:

1. Monitor weather conditions. Listen to local television or radio or a weather-radio for weather warnings and watches. 

2. Follow directions for the need to change plans and activities, or seek emergency shelter.

3. Inform passengers why plans and activities have changed.  Assist passengers remain calm.

  Purchased Transportation Services
When it is determined that the Agency will contract for busing services, the following guidelines will
apply:

A. The President will sign a contract with the service agent.
B. The contract will state insurance liabilities, cost of service, compliance with Minnesota Statutes 169.44–169.451, 1974, and H.F. 265 and Florida Statutes 1012.45 relating to qualifications of school bus drivers.

     General Transportation Rules
A. Absolutely no tobacco can be consumed by drivers or passengers of Agency leased or owned vehicles.

B. Absolutely no alcohol can be consumed by drivers of Agency leased or owned vehicles.

C. Safe driving practices, speed limits and other driving laws must be observed at all times.

D. Prior to driving Agency vehicles, the following information must be obtained for each driver’s Personnel file:

1. Driver’s license number and expiration date

2. A record check with the Bureau of Motor Vehicle Services and proof of a driving record that is acceptable to Opportunity Services and the agency’s insurance carrier.

Each staff member is responsible to keep the above information up-to-date, including reporting any moving violations and changes in his or her driving status to an administrator within five days of the violation or change.

     Vehicle Use
A. All Agency vehicles are to be used for Agency related activity only.

B. All passengers riding in Agency vehicles are to be seat belted and properly restrained at all times, including wheelchairs.

C. If a passenger becomes unbuckled during the course of the route, the van driver should pull over and assist the passenger with their proper restraints.

D. All designed routes should be adhered to as much as possible.

E. All traffic and road safety laws must be followed.

     Loading and Unloading the Vehicles
A. Staff should assist consumers on and off the vehicles as needed.

B. No van should be left unattended when consumers are in the van.

C. No consumers should be allowed to sit in the driver’s seat, hold the keys or operate any of the equipment in or on the vehicles.

D. Consumers should be seated in the vans in the safest location possible.

1. Consumers need to be seated away from doors, if they have a tendency to attempt to open doors when the van is moving.  Child Safety Locks will be engaged in all vehicles that are equipped with such devices.
2. Consumers shouldn’t be seated next to consumers who they have conflicts or known difficulties with.

3. Consumers of small stature (under 4’9”) cannot be seated in the front passenger seat due to airbag safety concerns.

     Picking Up and Dropping Off Clients
A. Staff should not leave the vehicle to enter a client’s home to assist them to the van.  Home staff should walk the client to the van and the staff may assist the client into the vehicle.

B. The vehicle should not be left running when the staff is not in the vehicle unless the vehicle must be running for the operation of the lift for wheelchairs.

C. Staff may not leave a client at home without making visible contact with a staff person at that home.  Unless the client has a current unsupervised release on file with our Agency.  If the release has expired, the client cannot be left unattended until a new release is signed by the client’s team and is on file with our Agency.

D. Cell phones will be available in each vehicle. Cell phones will only be used/answered when the vehicle is pulled over to a safe location.  
    Vehicle Maintenance Safety
A. All staff driving Agency vehicles are responsible for monitoring and reporting all issues related to the safe operation of the vehicle.

B. At the end of each month, a vehicle safety check list will be completed and turned into the supervisor with all appropriate information filled.

C. One time per year (or as needed) the vehicle will be checked to see that it contains a First Aid kit and fire extinguisher.

D. All vehicle issues related to vehicle operation should be reported as they occur to their supervisor. 
E. Vehicles are to be kept clean interior and exterior.
F. All staff have access to all emergency equipment located in the vehicle and are trained how to use it if needed.  Emergency Equipment includes:  First Aid kit, cell phone, fire extinguisher and name and list of phone number of clients representatives to call in case of an emergency. 
G. The gas tanks of agency vehicles will be maintained at a half of a tank.  Staff will fill vehicles without consumers present; filling the vehicle either prior to AM route or after PM route except in extenuating circumstances.
1      Transportation of Medication
A. No staff may transport medication from a consumer’s home to our Agency.

B. All medication must be delivered to the Agency by the home and received by the proper person and recorded on the proper exchange form.

C. Medication being transported to and from a job site must be in the proper locked box/bag and secured by the staff person to assure that no other person has access to these medications.

D. The same procedure must be followed when a medication is needed for a PRN during transportation.  Only staff that are medication certified may transport consumers who require a PRN medications.
2      Motor Vehicle Record Criteria
A. Copy of new driver’s Motor Vehicle Record (MVR) will be obtained from Insurance Advisors, Inc. for evaluation before staff is allowed to operate a company vehicle.

B. MVRs of permanent drivers will be reviewed semi-annually.

C. Any driver (new and permanent) with any of the following types of violations in the past three years will not be allowed to operate a company vehicle:

1. Driving while under the influence of drugs and alcohol.

2. Negligent homicide arising out of the use of a motor vehicle.

3. Operating a vehicle during a period of suspension or revocation of a driver’s license.

4. Using a motor vehicle for the commission of a felony.

5. Aggravated assault with a motor vehicle.

6. Operating a motor vehicle without the owner’s authority (grand theft).

7. Permitting an unlicensed person to drive.

8. Reckless driving or participating in a speed contest.

9. Hit and run driving.

10. Two or more “preventable” accidents in the last three years.  A “preventable” accident is one in which the driver failed to do everything reasonably possible to avoid it.

D. Any driver (new and permanent) with any combination of accidents and violations (other than listed above) which total three or more in the last three years will not be allowed to operate a company vehicle.  Examples:
1. Any moving violations, other than listed above.

2. Tailgating offense.

3. Open failure to appear.
E. Any driver (new and permanent) who receives two violations will be given a warning letter.  Examples:

1. Failure to obey semaphore

2. Equipment violation

3. Speeding

4. Child restraint (combinations)

As an employee of Opportunity Services, I have received and read Opportunity Services’ Transportation Policy.  I agree to abide by its terms.  I understand that this acknowledgment and receipt will be kept in my personnel file.
__________________    _________________________________________________________

Date
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