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INTRODUCTION

NISRA (Northern Illinois Special Recreation Association) offers hundreds of recreation 
programs annually, along with summer camps, trips, Leisure Education and special events for people of all ages and ability levels. One of the services provided is transportation to and from programs. Because of the special needs of our participants, NISRA has a fleet of custom-designed vehicles to meet their varying needs and requirements.  To ensure that our participants receive the best service available NISRA hires and trains qualified individuals to drive its vehicles and transport its participants. This manual is designed to help all NISRA drivers (full-time staff, part -time leaders, drivers and interns) become familiar with the duties and responsibilities of the position.






Revised 7/12/19  Exec. Dr. Approved: Jim Wiseman
I.
DRIVER JOB DESCRIPTION


The driver is responsible for the safe transport of NISRA participants and staff to


and from programs.  See appendix for complete Job Description.
II.
PROCEDURES FOR USING NISRA VEHICLES

At the NISRA Office
A.      The Transportation Manual 

The transportation manual is a resource for all drivers. It contains all the information that is given at driver’s training and current drivers are required to keep this available to refer to if needed. 
B.
Reserving NISRA Vehicles (Full Time Staff) 



Senior Manager of Operations assigns vehicles and schedules on the Outlook calendar.  Staff will need to check the calendar for assigned vehicles for their programs.

C. 
Vehicle Calendar



All Program Coordinators are required to check the vehicle calendar on Outlook before using their vehicle to be sure there hasn’t been a switch. The calendar is now electronic on staff’s computers. The Senior Manager of Operations will notify the full time staff (or contact the part time staff) if there has been a switch. 
D.
 Key Checkout
Keys are agency property and should not be lent out or lost.  Staff are required to sign out a key using the dry erase tags and record on the clipboard. Part time staff must return their keys between sessions. Drivers that do not have a set of keys should use the following procedures to check out keys from the office: 


1.  Keys may be picked up from the NISRA office between 8:30 a.m. 
             and 5:00 p.m., Monday – Friday, other arrangements to pick up keys 

             can be made with program coordinator

2.  Keys are located in the key box on the wall south of the copy room. 

          3.  Drivers must have a full-time staff member sign them out a key. Full-          time staff will fill out the tag with the driver’s name, date, and key               number.


    Loss of a key may result in having to pay to replace it

4.  For one time events the key should be returned to the drop box 
             after the event. If driving for a whole program session keep the 
             key and return at end of the session

5.  Driver’s should have a key contract form signed and in their personnel

     file
E.
Visual Inspection


          The driver is required to walk around the vehicle, visually inspecting for
 body damage. Any body damage or major defect should be reported before the driver leaves the parking lot.

  F.
Mirror Station

Prior to leaving the parking lot drivers need to pull into the mirror station to adjust mirrors into the proper position and check brake and rear lights by using the convex mirror.

In the Vehicle

A.       Pre/Post Trip Inspection  

Drivers will need to complete the pre/post trip inspection via the Fleetio Go 

App on the vehicle phone. The App items are pass/fail for the pre-inspection and Yes/No for the post-inspection. There is also a paper copy of the inspection forms in vehicles.  All items on the paper checklist should be checked individually and mark the S for Satisfactory or the U for Unsatisfactory for correct operation before beginning the trip.  If an item is unsatisfactory, please make a note of the issue on the pre-post trip form.  If the issue involves the vehicle not being drivable or a safety issue, the driver must call the office or after-hours number to discuss the options. 

B.
Vehicle Notebook

Inside the van, drivers will locate the vehicle notebook. Contained within are the following:

         1. Emergency Information Sheet
List of phone numbers to call in an emergency, vehicle phone numbers, other emergency information, and insurance information. NISRA vehicles are exempt from the state of Illinois mandatory vehicle insurance law; refer to the PDRMA insurance card for insurance coverage.

2. Vehicle Information Sheet (Reverse Side of Emergency Info Sheet). 

This has specific information on the vehicle. Includes information on working the lift, starting the vehicle and other information. Drivers should always read this sheet first if it is the first time they are driving this vehicle.


3. Transportation Manual 

Copy of this document

 C.      Toll way I-Pass
Each Vehicle is equipped with a white or blue I-pass transponder on the windshield. This transponder will automatically bill NISRA for passing through the I-Pass lanes. If you think the I- Pass is not operating properly please right down the toll booth number, day and time and give the information to the Senior Manager of Operations.

D.
Cellular Phones

Each NISRA vehicle contains a cellular phone to use to contact other vehicles, the office, or emergency services if needed. Employee’s personal cell phones must be turned “off” at all times when operating a NISRA vehicle.  As part of the pre-trip inspection, the vehicle phone must be turned on during all trips in order to receive calls. Plug in to charger and outlet if battery low, below 50%.
 (Do not leave plugged into charger when starting vehicle)
It is NISRA’s policy that drivers do not talk on the cell phone while driving the vehicle and as of January 1, 2014 it is illegal to have a phone in your hand while driving. Any violations are the responsibility of the driver. Calls from the vehicle should be placed either by a non-driving staff or by the driver when the vehicle is parked. Drivers should pull over to a safe location before placing calls. When the phone rings, it should be answered by a non driving staff, if the driver is the only staff; the driver may answer only when they have pulled over in a safe area and placed the vehicle in park.
E.      Returning Vehicles
Drivers should lock all doors when returning vehicles. Keys should be returned immediately upon return of the vehicle either to the NISRA office or the drop box along with the completed pre/post trip inspection sheet, if used.  Return vehicle to assigned parking spot (see appendix)
F.       Garbage & Program Supplies
All drivers are REQUIRED to remove any and all garbage from the vehicle after use. This includes any garbage that was on the bus before the trip (there is a trash receptacle by the main entrance).  If a driver finds a bus unreasonably dirty from a previous driver, make a note on the pre/post trip inspection note area of the App. NISRA wishes to have a very positive and professional appearance through the agency vehicles.

Please note on Pre trip form if you are leaving program equipment on the bus. Please make sure items are secure in the event that the vehicle is used before coordinator can remove the items.

G.       Fueling Vehicles
During program seasons the vehicles are fueled on Tuesdays and Fridays by the Senior Manager of Operations.  If you need to fuel use one of the two Shell stations listed below.   Park Districts using NISRA vehicles are to refill tank to the level it was when vehicle was when picked up unless other arrangements have been made.
NISRA staff fueling in Dundee will need to use the Shell Card located in the vehicle notebook. This card is accepted at Shell gas stations only. 
Shell card in Ted, use at the pump and enter current mileage and driver ID (6100)

Crystal Lake stations – will need to enter the current mileage and driver ID (6100) inside the station, on the payment keypad.

Dundee Area – Ted only

Rt. 25 & Lake Marion Rd, C’ville
1389 Dundee Rd., Elgin

801 W Main & Rt. 31, West Dundee

Card is in Ted vehicle binder in the zip pouch
1. Sign the receipt with your name, vehicle name and program and bring back to the office when you return the keys.

     2.  Place receipt & keys in Senior Manager of Operations mailbox / or the drop box located on outside of NISRA office when you return. 
         Dundee staff may leave receipt(s) in the vehicle pencil pouch only when not returning to the office in the near future.  If a Dundee driver finds any receipts in the vehicle and will be going to the NISRA office please bring them and put in the Senior Manager of Operations mailbox or drop box.
      3. Vehicles should be empty of passengers when fueling.  If unavoidable, passengers will need to exit the vehicle prior to fueling.


III. OTHER DRIVING POLICIES

A.
Alcoholic beverages or other drugs are not allowed to be used in NISRA vehicles at any time.  Nor is any driver allowed to operate a vehicle under the influence of these substances. Be cautious of prescribed medication and their side effects. Violation of this policy will result in immediate dismissal. See Policy Manual for complete policy.

B.
Seat Belts are to be worn in all NISRA vehicles at all times by every individual.  The driver of the vehicle should make a verbal reminder, followed by a visual check, regarding seatbelt usage prior to putting the vehicle in motion.  This procedure should be repeated following any stops enroute (i.e., pick ups/drop offs, rest stops, etc.).



NISRA also requires that riders on commercial/leased transportation vehicles used for NISRA programs wear seatbelts in all cases in which they are provided.

Drivers who do not comply with this policy will be subject to disciplinary action in the form of verbal and/or written warning(s), and, if necessary, termination of employment.


C.
Never leave the vehicle engine running, especially if there are passengers 



on the vehicle.  Always lock the vehicle when unattended.


D.
Do not exceed the maximum number of persons permitted on the vehicles.

E.
Passenger lists are to be used for any transportation.  Check off 


passenger names as they enter the vehicle, don’t wait until the vehicle is 



loaded to check off names.  This needs to be done each time participants

exit and re-enter the vehicle. Also be sure to walk the vehicle to check for passengers and belongings 
F.
Distressed Vehicle For the safety of the participants, assisting staff and drivers, while operating a NISRA vehicle, drivers are not permitted to pull over and assist a distressed vehicle.  If you feel it is an emergency situation, assisting staff may call 911 or the driver may pull over, in a safe area, and call 911.


G.
Remember when using the NISRA vehicles drivers are representatives of 



NISRA and should follow all traffic laws and be courteous drivers as their 



conduct is a reflection on the entire Association.


H.
Personal Use No NISRA vehicle shall be used for personal use by staff.
I. Transportation of Participants in Personal Vehicles NISRA staff members are directed not to drive participants anywhere or for any reason in their personal vehicle. NISRA insurance covers transportation in NISRA owned vehicles or other vehicles designated for use, such as commercial or park district owned buses and vans.
J.  
Eating, drinking and smoking are not permitted in NISRA vehicles.

K. 
Backing Policy- NISRA recognizes the dangers of backing in large vehicles and discourages it unless necessary to do so. The following procedures are in place for all NISRA drivers to ensure safe backing:

1. Driver must physically look behind bus while outside the vehicle. (Look behind vehicle for cars or objects before entering vehicle – 360 walk around for safety)
2. Use another staff member to direct backing if possible. That member should be out of the vehicle, behind and to the left of the bus (drivers side)
Participants, Parents or Passers-By are not to be asked to help
3. Roll down driver’s window before backing in order to:

a. Ensure backing beeper is sounding when in reverse if equipped with one
b. Be able to hear if someone else is trying to get driver’s attention

c. Be able to hear/see their assistant staff communicate visually & verbally

4. Put vehicle in reverse (listen for backing beeper if equipped).

5. Wait 5 seconds before backing (to allow people to respond to beeper if necessary)

6. Back vehicle, using mirrors to be sure you are clear of all obstructions.  Vehicles with back up cameras can be used, but don’t solely rely on the camera for rear view.
L.
Use of Vehicles by Untrained Drivers
NISRA provides a detailed vehicle orientation & training for staff drivers. Staff are prohibited from driving NISRA vehicles without having been through the appropriate training.
M.
Front seat passengers in non-accessible vans
Due to the dangers of passenger-side airbags, children 12 years old and younger are prohibited from sitting in the front seat of non-accessible vans. Older teens and adults that weigh less than 100 lbs. should also not sit in the front seat.


N.
Hazardous materials
Vans should be kept free of all hazardous materials in the passenger compartment. Such materials include:  antifreeze, oil, aerosols, etc. 
O.
Children & Safety Restraint
The Illinois Vehicle Code indicates the child restraint system shall be provided by the parent or legal guardian. If provided, the agency must utilize the parent’s restraint or be in violation of the Illinois Vehicle code. Furthermore, the Illinois Vehicle code provides protection to the agency when parents or guardians fail to provide restraint systems for their children.

The best way to protect those participants is to have them securely fastened in a safety restraint. NISRA’s policy requires all passengers to be secured in a lap belt when sitting in the seat while being transported however current federal standards do not require installation of seat belts on buses with a gross vehicle weight rating over 9,000. 

P.
Child passenger protection Act –

January 2004 Illinois Vehicle Code Child Passenger requires a child restraint system be used when transporting children under the age of 8 in the following circumstances:

· When transporting children under the age of 8 in a vehicle designed to carry not more than 10 passengers, which includes passenger cars and mini vans:

· When transporting children under the age of 8 in a vehicle designed to carry more than 10 passengers with a gross vehicle weight rating of 9,000 lbs. or less (activity busses are over 9,000 lbs.)
The National Traffic Safety Administration did create a standard requiring buses manufactured after April 1, 1977 to have strong, well- padded, energy absorbing seats and higher seatbacks to compartmentalize and protect passengers during a crash. If the agency provides safety restraints they should be utilized to the manufacturer’s specifications.

Restraints are not needed in the school bus style activity busses Ted, Clark, Pearl, and Mack. They are designed to compartmentalize the passenger.
Children under the age of 8 will not be transported in the paratransit vehicles.

Q.
Service Animals
Service Animals are permitted to accompany individuals with disabilities. The Department of Transportation’s ADA regulations defines a service animal as “any guide dog, signal dog, or other animal trained to work or perform tasks for an individual with a disability.” 

R.
Door to Door Procedures & Transportation
Door to door is offered to participants with physical or visual impairments who are residents of one of our member districts. Nonresidents are not eligible to use door to door services.

The door to door route is completed, picking up each person, and the van either returns to NISRA to meet the rest of the participants or it meets at an activity site. 

Before a door to door route begins, the driver must have the driver folder, with the route, pick-up and drop-off times.  Staff may also talk to you about the seating arrangement of participants in the van or may give you a diagram of where each individual will sit. Room often needs to be reserved for participants you may meet at NISRA after the route. 

The driver should do a practice-run of the route if he/she is unsure of the location of the houses or the area. This should be done in the daylight hours if possible, since addresses on houses can be better seen in the daytime. NISRA will pay for your time in doing this at your assist rate.

The Route:

· The program coordinator will call participants in advance to let them know their pickup and drop-off times. 

· Route is provided in driver’s folder.

· There should be enough time allowed between pickup points for loading and traveling. If you find that you need more time, let the program coordinator know, and changes can be made and participants will be notified.

· If you are running behind schedule on your pickups, call the participants using the van phone to let them know. The phone numbers are on the attendance form. Also call the NISRA office to let them know. Never rush, safety is our first concern.

· Always pull up to a house so that the lift is at the driveway. The house should always be to your right as you are driving. The routes are usually designed so that this is the case, or you may be asked to turn around so that the lift is on the right side.  

      (Avoid backing up if at all possible)
· Put flashers on when you are using the lift and loading participants.
· Set emergency brake.
· Always use wheelchair securement and seat belts appropriately and safely. All chairs must be secured and all participants must have a seatbelt and shoulder strap secured.
· Participants who utilize electric scooters/amigos must transfer to a seat. They cannot remain in the scooter. The scooter is then secured.
· Always check your folder for all information you may need. Participants should be encouraged to keep the same spot in the van throughout the program.
· Staff is not responsible for doing transfers or assisting participants inside their home due to liability. NISRA staff can assist a participant as he/she exits the home. (making sure other passengers on the vehicle are secure and vehicle off if no other staff are on board)
· If a ramp, set of stairs, or other situations appear unsafe, NISRA staff should inform the participant of the concern, and fill out an incident report for the Senior Manager of Operations to evaluate the situation prior to the next pickup. Participants should be encouraged to make improvements to make the situation safe. NISRA will help as much as possible.
If you ever have questions regarding your responsibilities, details regarding door to door route, or concerns related to participants or the route, do not hesitate to talk to the program coordinator. We welcome your questions and suggestions. You, as the driver, know by doing a route the changes that need to be made. Let us know what can be done to make your job easier.

Door to Door Transportation

For reasons of safety and good customer service, the following guidelines have been adopted to help staff in creating programs for individuals with physical impairments where door to door transportation is required. 

1. All door to door routes must be limited to two hours or less one way. This is from the time of the first pickup to the arrival at the local destination, or last pickup before leaving the area to go to the program site.

2. No more than six persons are to be included on a door to door route involving the large lift van; and no more than three persons using a wheelchair and two ambulatory persons are to be included on a door to door route for three small lift vans.
3. During the program planning process, maximum numbers for registration need to be set for programs offering door to door transportation, based on the limits established in items (1) and (2) above. For programs where the limit is to be more than six participants, more than one van needs to be requested or a central pickup/drop-off location offered. When maximum registrations are exceeded, waiting lists should be established and enrollment allowed after additional vans and drivers have been secured.

4. Participants should be notified at least 24 hours in advance as to their pickup times and approximate drop-off times.

S.
Passenger care
The individuals who take advantage of NISRA transportation services have different needs. It is the job of a driver to try and meet each and every one of their transportation needs. Make sure to review each participant’s detailed roster information and transfer plan.  If you have any questions or concerns discuss it with the program coordinator.

 Walking Device & Wheelchair Users
Wheelchair Securements: Drivers are responsible for safe wheelchair securements and are expected to inspect all securements (even if performed by other trained drivers) before pulling away.

Wheelchair Lift: Only trained NISRA staff /drivers are permitted to run the lift on NISRA vehicles. Participants, family members, teachers, etc. are prohibited from running the lift unless they have been through NISRA’s training.

Refreshers on lift operations and new vehicles may be necessary periodically



A. Passengers with Walking Devices:
· If the passenger has a cane, assist the passenger on the opposite side of the cane.
· If the passenger uses a walker, ask on which side he/she would prefer to be assisted if at all.

· Ask the passenger to grasp your arm with both hands when transferring to and from seat.

· Spread your legs shoulder width apart.
· Bend your knees and keep your back straight.

· Lean back and use your entire body weight when you lift.




B. Passengers with Wheelchairs 

· Your passenger is totally vulnerable. Be sensitive to his / her needs and ensure a safe and comfortable ride. 

· As you approach barriers, be gentle in your movements. Even a small bump, cord or crack in the pavement can cause a jolt to the passenger.

· Always maintain solid control of the wheelchair. Scan at least 5 to 8 feet ahead for barriers.

· Negotiating up over a curb or other barrier



Set the foot plate close to the curb.



Put your foot on the tilt bar.

Use your full body weight to elevate and push so casters are on top of barrier. Push the chair flush against the barrier with both wheels touching the barrier.
· Negotiating down from a curb or other barrier:


Back chair to the barrier



Step down and position feet firmly.



Take the wheels to the edge of the barrier.



Use your hip to cushion the chair on the way down.



Let the wheels touch down.



Back up and put your foot on the tilt bar to lower the chair.

· Advise passenger to put their hands on their lap, no elbows out, to avoid injury.

· Make sure passengers feet are both on the foot rests before moving chair.

· Always advise the passenger when you are going to tilt the chair.

· Wheelchair passengers go in back first to lift, and walkers load facing forward and hold on to rails provided on the side of the lift.

· Wheelchair should be locked down in the Q-Straint securements using the four-point securements attached to the floor.

· Passengers must always be seated facing forward and seat belted using the seat belt designed for and attached to the vehicle and securements
· Passengers who transfer from a wheelchair to a seat must wear a seat belt and the wheelchair must be secured to prevent it from moving while the vehicle is moving.

· Passengers can not be transported in motorized three wheel Amigos,
or a stroller. They must transfer to a seat and wear a seat belt and the Amigo/stroller must be secured.

T.
 Loading & unloading Procedures at the NISRA office
When loading and unloading in the NISRA lot position your vehicle so that you are loading & unloading onto the sidewalk side not the parking lot side.

In an accessible vehicle allow 6 -8 feet between your lift and the side walk so the participant can get on and off the ramp.  This way you are also protecting against traffic in the parking lot.


[image: image2]
In a non accessible vehicle you will pull up so you unload onto the sidewalk without having to step onto pavement and then back up onto sidewalk 
[image: image3]
U.       Transportation Guidelines and need for Aides on Vehicles
Weekly Programs/Special Events:

Guideline for Youth & Teens up to age 15: An aide is required if four or more participants are on a vehicle or if any of the below factors apply

Guideline for Teens & Adults 16 & Older:  An aide is required if six or more participants are on a vehicle or if any of the below factors apply

Factors to consider when determining if a vehicle requires an aide:

· Age of participants/age discrepancy of participants

· Ability/functioning level of participants

· Potential for inappropriate behaviors

· Medical needs of participants

· Number of participants

· Other

If staff is uncertain as to whether or not an aide should be added to a vehicle, they should discuss it with the program coordinator.
Summer Day Camp:

NISRA will be assigning a bus aide for each of the busses utilized for summer day camp transportation.  However, there may be days when an aide is unavailable and NISRA will not have adequate notice to either assign a substitute aide to the bus or advise parents/guardians that an aide will not be on the bus that day.  It is the parent’s/guardian’s responsibility to confirm at the pick-up point each day, that a bus aide is available, and if not, to determine if they choose to send their child to camp that day.

V.       Other 

All policies approved in the Association's Policy Manual and all traffic laws and safety procedures must be observed when utilizing NISRA vehicles
IV.  
DRIVER QUALIFICATIONS & REQUIREMENTS
All drivers of NISRA vehicles must hold a valid Illinois drivers license.  All drivers must complete a formal vehicle orientation given by the Senior Manager of Operations before driving any NISRA vehicle. Drivers will also be required to attend various trainings to keep their status current. (See Job Description)

A.
Illinois License Classes
Class "D" License.  This is the regular class issued to an Illinois driver.  With a class "D" license, upon completion of vehicle orientation, drivers can drive all NISRA vehicles 

B. 
Driver’s Age Requirements

All NISRA Drivers must be 21 years old or older.  State Law requires anyone driving a vehicle that can hold over 10 passengers be 21 years old or older.

 C.      Employee/Applicant Motor Vehicle Record Review
NISRA will request a State Motor Vehicle Record (Driver Abstract see appendix) review for all drivers upon gaining driver status and once a year for all drivers. Based on the abstract received, the Senior Manager of Operations will determine driver status based on the following # of violations in the prior 36 Mos.

Type A violation: (other)…………………..       


______

 DWI, DUI or operating while impaired ……       

______ 


Chemical test refusal ………………………

 
______ 


Reckless/careless driving …………..
…….

______ 


Driving under suspended license …………


______ 


Fleeing police ……………………………. 

 
______ 


Leaving scene of accident ………………..
 
 
______ 
Type B violation: Moving violation (other) 

 ______

Speeding (> 15 mph over limit or over 75 mph) …    
______ 

Improper/illegal lane change or turn ………

______ 

Following too close ………………………………

______ 

Traffic signal offenses ……………………………………. 
______ 

Failure to signal ……………………………………………

______                
Failure to yield …………………………………………….  
______
                    Not approved driving record:

- One or more Type A violations in preceding 36 months

- Three or more Type B violations in the preceding 36 months

Approved driving record, with 6 month probationary period:

- Two Type B violations in the preceding 36 months

Note: At its discretion, for employees who fall into the not approved category, the agency may take the following actions which may include, but are not limited to:
· Revocation of an employment offer

· Termination of employment

· Suspension from driving agency owned vehicles

· Require that the employee attend driver safety training
· Be subject to periodic check rides and other forms of driver                       monitoring
Current drivers will receive:
Written warning notice
One Type B violation (not limited to agency business)

One preventable accident using an agency vehicle

One Type B violation (not limited to agency business) and one preventable accident using an agency vehicle

One-year probation

Two Type B violations (not limited to agency business)

Two preventable accidents using an agency vehicle

Any combination of the above totaling three

A driver who obtains a Type A or B violation or is involved in a preventable accident using an agency vehicle while on probation will be suspended of all driving privileges.

D.
Drug Screening

All new part-time staff hired to transport patrons will be required to do a drug screening.  A medical health care facility of NISRA’s 

choice and at NISRA’s expense will perform the drug screening. Employees will need to consent to the disclosure of the results to NISRA. Your results will be maintained in a separate confidential file.


E.
Self-Reporting


All drivers are required to self-report any Type A or B violations to the 



Senior Manager of Operations while either driving an agency vehicle or 



personal vehicle.  Failure to do so could result in termination.
V.
ACCESSIBLE VANS:  USAGE AND PROCEDURE

NISRA provides transportation for many programs and events for individuals in wheelchairs. The following procedures are to be used by staff that are transporting participants requiring a wheelchair lift and that are being transported while sitting in their wheelchair.


A.
Transferring Participants:

Please review the participant’s transfer plan as to whether they transfer to a seat or stay in their wheelchair. If transferring, the chair will still need to be secured either in a seat with a seatbelt (if foldable) or secured to the floor with tie downs. Passengers in “Amiga” or Tri-wheeler chairs must transfer to a seat and the chair secured. Passengers cannot ride safely seated in a tri-wheeler chair.


B.
Steps for Operating Hydraulic Lifts on NISRA Vehicles




Prepare Vehicle

1. Put vehicle in park. Vehicle should be parked so the lift deploys on a totally flat surface and not obstructed when unfolding.

2. Engine should remain running when using the lift. Use caution if other passengers are on the vehicle without another staff
3. Secure parking brake (lift will not work if the parking brake is disengaged)
4. Turn off accessories- it is recommended to turn off air conditioning while using the lift. This will eliminate overload of battery.

5. Engage interlock switch. This is a switch with a picture of a wheelchair on it located to the right of the steering wheel, or overhead. Not all vehicles have this switch (Pearl & Gus). If a vehicle has this switch, the lift will not operate if it is not pushed.

6. Drivers should wear proper footwear when operating the lift, no 
open toed shoes, sandals, or heels.  Only rubber soled shoes.



To Unfold

1. Open side doors and make sure it is secure 

2. Locate lift hand control
3. Be sure that there are no obstructions when unfolding

4. Press the top “unfold” button to unfold lift.  If lift doesn’t unfold, push the fold button as the lift may have shifted.
5. Press the bottom “up/down” button to raise or lower lift. Be sure lift is flush with ground when lowered and that the front “Safety stop hinge” is deployed.


To Load

1. Back wheelchair onto lift platform. (rider should always face out)

2. When loading a passenger with a walker they will face in and hold on the lift handles

3. Lock all wheels on chair or walker. Be sure participant’s feet are free of folding “safety stop hinge”

4. Notify the participant that the lift will be going up

5. With an assistant holding the chair steady or with steadying the chair with one hand, push the “up” button until the lift is flush with the floor. Lift operator or assistant should have one hand on the chair as it raises or lowers. (only NISRA trained staff should operate lift)
6. Unlock brakes, back chair onto bus.
7. Driver should not ride the lift with the participant.


To Unload

1. Prepare vehicle as before

2. Unfold platform, being sure Safety Stop Hinge is up, until flush with floor of bus.

3. Roll wheelchair forward onto lift, locking all wheels.

4. Holding chair steady, push the “down” button and lower to ground.

5. Unlock wheels, step on Safety Stop Hinge (if necessary) and push off of lift.


To Fold

1. Raise platform, push the “up” button (be sure lift is raised completely before proceeding).

2. Push the “fold” button until it is completely in the fold position
3. Close and latch door.


C.
Hydraulic Lift Breakdown



Each vehicle has a sticker on or near the lift with steps to use the lift manually.  There is also a copy of the instructions by the lift box. Use those instructions if possible or call the office or after-hours number.


To Unfold & Lower Platform manually
a. Locate the “pump handle” clipped on or by the lift. Place slotted end of pump handle onto Back-Up Pump release valve (the slot should fit so the valve can be turned) and turn counterclockwise.  This releases the hydraulics to unfold and lower the lift. Caution:  Whenever a passenger is on the platform, turn release valve slowly and carefully so you are in control of the speed of descent. 

* Note: Before raising the platform, you must retighten the key.



To Raise Platform:





a.
Place slotted end of pump handle onto Back-Up Pump release valve and turn clockwise to tighten securely.

b. Insert handle into Back-Up Pump and pump (like a jack) until platform reaches desired height.  Note:  Valve must be tight, but do not over tighten. (you will continue to pump handle to fold up the lift)
D. Wheelchair Securement Procedures for Wheelchairs in NISRA Vehicles
QRT Retractable Tie Down  


[image: image4.emf]


E.
Flip Seats




Operation of Freedman flip seats in Rona, Nemo, Rosie & Gus


Step 1- Depress red lever under side/rear of seat to fold back down
                             (make sure seatbelts are lying flat)


Step 2-Depress other red lever under side/rear of seat to fold up. 



Step 3- Lock seat with red locking mechanism under seat.


F.
Seatbelts for Wheelchairs



Seatbelts & Shoulder straps are mandatory for all persons in wheelchairs being transported in NISRA’s vehicles. 



In a bag attached to the black box on the side of the lift is a seatbelt to be used for those participants who do not have a seatbelt on their wheelchair.  It is to be used on the lift only. 


G.
Amiga or Tri-Wheeler Chairs 

Participants may not be transported in Amiga or tri-wheeler chairs.  Participants in this type of chair must transfer to a seat and the chairs transported empty.  These chairs are unsteady and tip easily, even when secured.  Transfer the participant to a seat and then break down the chair so it can be secured in the vehicle.  If the participant cannot be transferred to a seat, then NISRA is not able to transport that person.


H.      Using Harness Hook-Ups in NISRA Vehicles


Some passengers using NISRA transportation will be wearing a harness



hook up jacket. These are made of seatbelt material and are equipped 



with 4 metal rings, 2 at the shoulder and 2 at the waist.
The harness belts are used to hook around the seat and attach to each of the rings. This allows those unsteady when sitting to be more secure in their seats or those who have difficulty keeping their seatbelt latched. Before using these for the first time, check with the Senior Manager of Operations for instructions on how to hook up properly.  One harness hook- up is located in the appropriate vehicle in a plastic Ziploc bag. 
(Please return to bag when finished using)
VI.
 SAFETY AND EMERGENCY PROCEDURES
A.
Vehicle Accident Information.  The following information is included in the vehicle notebook in each NISRA vehicle.  These are guidelines to follow in an emergency or accident.
	Vehicle Accident Procedures


	
	NISRA
Insurance Information

	1. First Priority is safety of passengers-  

    move bus to a safe location, or                 evacuate if necessary.

2. Set Hazard lights and reflectors.

3. Call police or road side assistance 
   Call the police in ALL cases of injury or      property damage from a vehicle accident    – completely fill out Form 2 (see               appendix)

4. Call the NISRA office (815/459-0737) or     the after hours on-call number                 (815/276-6964).

5. Be courteous to all involved.

6. Do not admit any guilt or accept               responsibility from/to any party. Only       discuss the facts with the police.
	
	This vehicle is owned by the above named governmental agency and therefore exempt from the state of Illinois mandatory vehicle insurance law.

Vehicle insurance coverage is provided by:

Park District Risk Management Agency

(PDRMA)

2033 Burlington Ave
Lisle, IL 60532
(630) 769-0332




B.
Safety Equipment


Each NISRA vehicle is equipped with the following items:




First Aid Kit


Shell Card (Nemo only)



Fire Extinguisher

 Wheelchair Lift Seatbelt (acc. vans)




Triangular Reflector Kit
  



Jumper Cables 



Van Phone


Ice Scraper / Snow Brush (winter)




Vehicle Manual/Notebook
Broom



Spill Clean-up Kit                Gloves



Thermal wraps





(Located in first aid box)







*If any of these items are missing or damaged, please report immediately to the


 Senior Manager of Operations.

C.
Vehicle Breakdown Procedures


What to Do First 

· Move the van to a safe location if possible.  If you can safely take care of problem - do so.  Use triangular reflectors.

· To call the police or highway patrol dial *999 for road side assistance on the cell phone or wait for assistance on the roadside with your hood up. 

· Call the office immediately and the front office staff will direct your call to the appropriate staff. If after hours, call the after-hours number programmed in the vehicle phone.
· A Full Time NISRA staff will assist, complete routes, get assistance, etc.



Information when calling



When calling the office or staff for help

1. Report the problem.

2. Report the location of the vehicle and your location.
3. Report if another vehicle is needed to complete the route.

4. Report if parents, schools, workshops, other park districts, etc., need to be called.

5. Report the name of the program involved.

6. Report if you need a ride home or to the office or to another program.

D. Medical Emergency

1. Remain with the injured person

2. If it relates to a seizure, refer to the participant’s seizure questionnaire, the leader should have a copy of the questionnaire
3. If the injury is serious, call 911 and follow the dispatcher’s instructions

4. Notify the NISRA office at 815/459-0737.  If after 5:00pm or on the weekend call the after-hours number at 815/276-6964.  The office staff or on-call staff will notify the family/guardian

5. If possible, the leader or other staff should accompany the injured individual to the hospital if their absence will not jeopardize the safety of the program.  A NISRA staff will meet at the hospital with the original registration form, and transport the staff back to the program once the parent/guardian has arrived

6. Notify the facility staff and complete any necessary paperwork

7. Fill out accident form 01(see appendix) and turn into the NISRA office within 24 hours

E.
Other Emergency Procedures
1. Flat Tire Procedures In case of sudden tire failure, avoid heavy brake application.  Gradually decrease speed.  Hold steering wheel firmly, and move slowly to a safe, off road place.  Park on a level spot, turn off ignition, turn on the hazard flasher system, and unload all passengers.



NISRA drivers are not expected to change blown or flat tires in any vehicle.



Drivers should call the office or emergency number for assistance and a 



replacement van.  Do not attempt changing a tire.


2.
Dead Battery



A.
A dead battery will occur if lights are left on, if the vehicle has sat for a long time, or if the battery is old.  Once again, if the battery is dead, please call our office or emergency number for assistance before trying 
to “jump start” the van.



B.
If it is agreed that you may “jump start” the vehicle after talking to the office, follow these procedures: A vehicle of same size should be used. 




1.
Use the jumper cables in the van and a running vehicle to jump the van.





2.
Attach the red clamp to the positive (+) (usually marked red) terminal of the battery in the running vehicle.




3.
Attach the black clamp to the negative (-) of the running vehicle.  






CAUTION:  When the jumper cables are attached to the vehicle battery never touch the opposite end of the jumper cables together.  This may cause damage to the vehicles electrical system or may cause the battery to explode.





4.
Attach the red clamp to the positive (+) terminal of the disabled vehicle.





5.
Attach the black clamp to a ground (a bare piece of metal on vehicle, away from the fan) on the disabled vehicle. DO NOT ATTACH TO THE OTHER BLACK TERMINAL.





6.
Rev up the running vehicle steadily and charge vehicle battery for 2-3 minutes.





7.
Start disabled vehicle engine.





8.
Remove jumper cables from vehicle batteries in reverse order and replace them in vehicle.



3.
Use of NISRA Vehicle Fire Extinguishers (ABC) Multipurpose




In case of Fire:





1.
Evacuate Van





2.
Call fire department





3.
Remove extinguisher from its holder





4.
Hold the extinguisher firmly in an upright position, 6-10 feet from the base of fire.





5.
Stay low to avoid inhalation of smoke.





6.
To discharge extinguisher:  remove pin, lift large handle, depress small lever.





7.
Aim discharge just under the flames, using a side to side motion, sweeping the entire width of the fire.





8.
The contents are discharged by pressure.  





(Do not aim discharge at a persons face.)


*REMEMBER




1.
The total discharge of extinguisher contents is a matter of seconds; therefore, any delay should be avoided.



2.
Never move into an area where fire was burning even though it appears to have been extinguished. You could be trapped and burned if the fire re-flashes.



3.
Never use extinguishers at a distance of less than 6-10 feet.



4.
Never dispose of extinguisher in the fire.



Note:

Report all use or problems with extinguishers to the Senior Manager of Operations immediately. For more complete information on the fire extinguishers, read the instructions on the extinguisher or see the safety manual
 

4.
Procedure for Using Triangle Reflector Kit



a.
Assembly & Placement





1.
Triangle reflectors are kept in the carrying case in each vehicle.





2.
Remove reflectors from case, raise tow arms and snap pin into slot.





3.
Turn base to 1/4 turn to stop position.





4.
Place triangles as per diagram below.





5.
Triangles should always be placed toward oncoming traffic.


   *BEFORE LEAVING VEHICLE, ACTIVATE HAZARDS FLASHING LIGHTS


     TURN OFF VEHICLE AND TAKE KEYS WITH YOU IF NO OTHER STAFF CAN            SUPERVISE PASSENGERS

	         On a Two Lane Highway
	On a Divided Highway

	1 triangle 100 ft. in front
	1 triangle 10 ft. in back

	1 triangle 10 ft. in back
	 1 triangle 100 ft. in back

	1 triangle 100 ft. in back
	 1 triangle 200 ft. in back



	
	


VII. NISRA Vehicles                                                           

 Specific Vehicle Information:

MACK


Type of fuel: Gasoline 
Oil: 5W-30
Type of Vehicle:
       
14 Passenger Activity Bus Non-Accessible 
Parking Location:

NISRA
Starting the Vehicle: 
Vehicle will not go into gear unless brake is pressed.

                                          Make sure rear emergency door is unlocked. The vehicle will not                                    
start if any locks are locked (you will hear a buzzer).

Using AC

          Both front and Rear AC control (located by right leg on side of center counsel) must be on or AC to work. (Damage to unit will occur if you do not run both front and rear simultaneously.

Electric Door                    Passenger Entry Door button is located on center console(red button)                                                

Emergency Exits              Activity busses are equipped with emergency exit windows as                                                   well as the back door. If opened when bus is running a buzzer                                                  will sound. Red lever should be tested during pre-trip to make                                                  buzzer works and exit opens. (Lever may become dislodged                                                     when going down the road if road is bumpy.

Back Door Safety Latch     Back doors on the Activity Busses have a hold open latch to                                                      latch: from open locked position open the door slightly and                                                       this will release latch pull close.

         (DO NOT FORCE CLOSED THIS WILL CAUSE DAMAGE TO THE DOOR AND HINGE)

Seating


   This vehicle meets school bus safety standards therefore children over the age of 3 are not required to be in safety restraints
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ROSIE 1817


Type of fuel: Gasoline 
Oil: 5W-20
Type of Vehicle:
       
14 Passenger Accessible Para Transit (4 wheelchair stations)
Parking Location:

NISRA 
Starting the Vehicle: 
 Make sure the lift door is unlocked




 Vehicle will not go into gear unless brake is pressed, and emergency parking brake disengaged.
Using the Lift:

1. Van should to be running to operate lift




2. Depress parking break (make sure not to leave emergency brake                                              on when done as lift will work and someone can enter)


3. Push lift button on console, green light should come on! If it  

 
    doesn’t, be sure that gear shift is fully in park by pulling up on it.





*If lift does not unfold, press the “fold” button to be sure lift is fully 





  folded and try the unfold button again.

Lift Breakdown: 

Braun Lift- Century II




Use Pump key to loosen and unfold/lower. (Located inside cover to                                           the left of the lift on the inside





Tighten key, pump up to raise/fold. (See instructions on lift)

If vehicle does not 

shift out of “park”-   
Be sure parking brake is completely off by pulling up on the pedal. 

Using AC

          Rear AC switch (center counsel) must be on for rear AC to work.





Must use front and rear air together to avoid damage to AC unit

Electric Door                    Door switch is located on the overhead counsel and a key entry is 





located on the outside on the passenger side by the door

Emergency Exits             Para-transit busses are equipped with emergency exit windows as                                            well as a rear window exit.                 
Auto Headlights               If headlights are on “AUTO “They will automatically go on when                                     dark enough. They will not go off automatically when vehicle is                                       turned off. If lights are still on your back up beeper will sound.                                        To turn off turn headlight switch to the right and then back to                                         the left again and the lights and alarm will go off.

***Seating:

Children need proper restraint device as per Illinois Vehicle code child protection act.  Participants under the age of 8 a majority of the time will be transported in an activity bus.
Gus
Type of fuel: Gasoline 
Oil: 5W-20
Type of Vehicle:
       
14 Passenger Accessible Para Transit (3 wheelchair stations)
Parking Location:

NISRA
Starting the Vehicle: 
Vehicle will not go into gear unless brake is pressed and parking brake, and emergency parking brake is disengaged.
Using the Lift:

1. Vehicle should be running to operate lift




2. Depress parking brake

3. Push lift button on console, green light should come on! If it  

 
    doesn’t, be sure that gear shift is fully in park by pulling up on it.





*If lift does not unfold, press the “fold” button to be sure lift is fully 





  folded and try the unfold button again.

4. Unlock lift door from the outside 

               (Make sure to re lock when done)
Lift Breakdown: 

Millennium Lift- 





Use Pump key to loosen and unfold/lower.





Tighten key, pump up to raise/fold. (see instructions on lift)

If vehicle does not 

shift out of “park”-   
Be sure parking brake is completely off by pulling up on the pedal. 

Using AC

          Rear AC switch (center consul) must be on for rear AC to work.





  Must use front and rear air together to avoid damage to AC unit
Automatic Door

Door switch is located on the center counsel and a key entry is 





located on the outside on the passenger side by the door

Seating


Children need proper restraint device as per Illinois Vehicle code child protection act.  Participants under the age of 8 a majority of the time will be





transported in an activity bus.
Rona 1420
Type of fuel: Gasoline 
Oil: 5W-20
Type of Vehicle:
       
14 Passenger Accessible Para Transit (3 wheelchair stations)
Parking Location:

NISRA

Starting the Vehicle: 
Vehicle will not go into gear unless brake is pressed and parking brake, and emergency parking brake is disengaged.
Using the Lift:

1. Vehicle should be running to operate lift




2. Depress parking break


3. Push lift button on console, green light should come on! If it  

 
    doesn’t, be sure that gear shift is fully in park by pulling up on it.





*If lift does not unfold, press the “fold” button to be sure lift is fully 





  folded and try the unfold button again.

5. Unlock lift door from the outside – lift door lock is broken
               (Make sure to re lock when done)

Lift Breakdown: 

Millennium Lift- 





Use Pump key to loosen and unfold/lower.





Tighten key, pump up to raise/fold. (see instructions on lift)

If vehicle does not 

shift out of “park”-   
Be sure parking break is completely off by pulling up on the pedal. 

Using AC

          Rear AC switch (center consul) must be on for rear AC to work.





  Must use front and rear air together to avoid damage to AC unit
Automatic Door

Door switch is located on the center counsel and a key entry is 





located on the outside on the passenger side by the door

Seating


Children need proper restraint device as per Illinois Vehicle code child protection act.  Participants under the age of 8 a majority of the time will be transported in an activity bus.
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PEARL 1916
Type of fuel: Gasoline 
Oil: 5W-30
Type of Vehicle:
       
12 Passenger + 2 wheelchairs Accessible Activity bus
Parking Location:

NISRA

Starting the Vehicle: 
Make sure rear emergency door is unlocked. The vehicle will not                                   
start if any locks are locked (you will hear a buzzer).


                    Vehicle will not go into Gear unless brake is pressed.

Using the Lift:

1. Van does not have to be running for lift to operate





2.  Depress parking break (make sure not to leave emergency brake                                              on when done as lift will work and someone can enter)





*If lift does not unfold, press the “fold” button to be sure lift is fully 





  folded and try the unfold button again.

Lift Breakdown: 

Braun Lift- 





Use Pump key to loosen and unfold/lower. (Located inside cover to                                           the left of the lift on the inside)




Tighten key, pump up to raise/fold. (See instructions on lift)

If vehicle does not 

shift out of “park”-   
Be sure parking break is completely off by pulling up on the pedal. 

Using AC

          Rear AC switch (center counsel) must be on for rear AC to work.





Must use front and rear air together to avoid damage to AC unit

Electric Door                    Passenger Entry Door button is located on center console                                                

Emergency Exits            Activity busses are equipped with emergency exit windows as                                                   well as the back door. If opened when bus is running a buzzer                                                  will sound. Red lever handles should be tested during pre trip to                                               make buzzer works and exit opens. (Lever may become                                                           dislodged when going down the road if road is bumpy and a                                                     buzzer will sound.
Auto Headlights               If headlights are on “AUTO “They will automatically go on when                                     dark enough. They will not go off automatically when vehicle is                                       turned off. If lights are still on your back up beeper will sound.                                        To turn off turn headlight switch to the right and then back to                                     
the left again and the lights and alarm will go off.
Seating


This vehicle meets school bus safety standards therefore children





over the age of 3 are not required to be in safety restraints
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NEMO 1314 

Type of fuel: Gasoline
Oil: 5W-20
Type of Vehicle.              14 Passenger Accessible Paratransit (5 wheelchair stations)
Parking Location:           Dundee – Rakow Center
Starting the Vehicle: 
Vehicle will not go into gear unless brake is pressed and parking brake, and emergency parking brake is disengaged.
Using AC

          Both front and Rear AC control must be on for AC to work. (Damage to unit will occur if you do not run both front and rear simultaneously.)
Using the Lift:

1. Vehicle should be running to operate lift




2. Depress parking break


3. Push lift button on console, green light should come on! If it  

 
    doesn’t, be sure that gear shift is fully in park by pulling up on it.





*If lift does not unfold, press the “fold” button to be sure lift is fully 





  folded and try the unfold button again.

          4. Unlock lift door from the outside – lift door lock is broken
               (Make sure to re lock when done)

Lift Breakdown: 

Braun – Century II 





Use Pump key to loosen and unfold/lower.





Tighten key, pump up to raise/fold. (see instructions on lift)

Electric Door                     Door switch is located on the center counsel and a key entry is 





 located on the outside on the passenger side by the door

Seating


Children need proper restraint device as per Illinois Vehicle code child protection act.  Participants under the age of 8 a majority of the time will be transported in an activity bus.


CLARK 1717
Type of fuel: Gasoline
Oil: 5W-30
Type of Vehicle.              14 Passenger Activity Bus

Parking Location:           NISRA 

Starting the Vehicle: 
 Make sure rear emergency door is unlocked. The vehicle will not                                     start if any locks are locked (you will hear a buzzer).
Using AC

          Both front and Rear AC control must be on                                                   


for AC to work. (Damage to unit will occur if you do not run both                                              front and rear simultaneously.
Auto Headlights              If headlights are on “AUTO “They will automatically go on when                                     dark enough. They will not go off automatically when vehicle is                                       turned off. If lights are still on your back up beeper will sound.                                        To turn off turn headlight switch to the right and then back to                                         the left again and the lights and alarm will go off.
Emergency Exits              Activity busses are equipped with emergency exit windows as                                         well as the back door. If opened when bus is running a buzzer                                        will sound. Red lever should be tested during pre-trip to make                                        buzzer works and exit opens. 
                               (Lever may become dislodged when going down the road if road is bumpy)
Back Door Safety Latch    Back doors on the Activity Busses have a hold open latch to                                                       prevent door from closing and causing injury. To release                                                          latch: from open locked position open the door slightly and                                                       this will release latch pull close.
         (DO NOT FORCE CLOSED THIS WILL CAUSE DAMAGE TO THE DOOR AND HINGE)
Seating


   This vehicle meets school bus safety standards therefore 




   children over the age of 3 are not required to be in safety restraints
APPENDIX


NEW DRIVER’S TRAINING CHECK LIST

	FORMS
	Received
	Comments/Questions

	Clear copy of Driver’s License
	
	

	Permission for Abstract/ Signed
	
	

	Signed copy of this Checklist
	
	

	Signed Drug Consent Form
	
	

	Driver received copy of Transportation Manual
	
	


	
	Reviewed
	Comments/ Questions

	Review Policy Manual:
	
	

	Passenger list, head count
	
	

	Seat belt use/Harness
	
	

	Late pick ups
	
	

	Check/ walk to back of Vehicle
	
	

	Keys, check out procedure and drop box
	
	

	
	
	

	Review Cell Phone Procedures:
	
	

	Personal Cell Phone policy
	
	

	How to operate vehicle phone
	
	

	Situations to call after-hours
	
	

	
	
	

	Review Pre/Post trip Procedures:
	
	

	Walk through a Pre trip
	
	

	Drop box keys/folders
	
	

	Fueling procedure
	
	

	Report vehicle problems
	
	

	
	
	

	Review and Locate Binders and Safety equipment :
	
	

	Locate vehicle supplies/seasonal
	
	

	Lock at all times
	
	

	Accident Procedures
	
	

	Emergency Procedures
	
	

	First aid kit/ Spill clean up kit
	
	

	
	
	

	Bus Conduct Reports  (* turn in within 24 hours)
	
	

	Notify Parent or Guardian at Pick-up/Drop off
	
	

	Denial of Release  for Safety reasons 
	
	

	
	
	

	Perform driver road test :
	
	

	Review Blind Spots /Mirror adjustments
	
	

	Proper backing
	
	

	Discuss any concerns
	
	


	Accessible Vehicles:
	
	

	Fold away seat
	
	

	Review Tie Down Procedure
	
	

	Perform Actual Tie Down
	
	

	Review Lift Procedure
	
	

	Raise lower lift
	
	

	Review Manual lift in case of emergency
	
	

	Removal / Storage of  Tie downs
	
	

	Ppt may transfer to seat/secure mobility aid
	
	

	Schedule Practice Route 
	
	


Comments: Concerns: Questions

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

DATE: ___________________

Signature of Driver ____________________________________

DATE: ___________________

Signature of Trainer ____________________________________
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DRIVER INFORMATION FORM

To further improve our risk management program, we annually run a check of employee driving records. All new or current full-time and part-time employees responsible for operating agency vehicles or who drive in the course of employment will have their driving record abstract requested through the Secretary of State’s office.

We appreciate your cooperation by completing the following and returning it to our supervisor by __________________________.

________________________________
_________________________________
 Executive Director


                    Human Resources Coordinator
    [image: image6.png]



I authorize Northern Illinois Special Recreation Association to review my driving record through the Secretary of State’s office and I understand that a poor driving record may disqualify me from operating agency vehicles or driving as part of my employment.

___________________________________________


​​​​​​​​​​​​​​​​_____________

Signature of Employee






Date

Employee’s complete name ___________________________________________________

(Last)


(First)


(Middle)

Street address _____________________________________________________________

City ________________________    State _________    Zip _________________

Date of Birth ____________________


Driver’s License # and State __________________________________________________

Driver’s License Classification _________________________________________________
Driver Training Date ___________________
Trainer __________________________
BUS CONDUCT REPORT

(Summer camp)

Child’s Name: ______________________________

Driver’s Name: ______________________________     Van___________

Date: _________


Time: ____________

Bus Rules- Please circle the number(s) of the inappropriate behavior
1. Fighting, hitting, spitting

2. Damage to equipment/van

3. Throwing objects

4. Hands, arms or head out window

5. Standing/moving while bus in motion

6. Foul language

7. Excessive noise or disturbance

8. Smoking in the bus

9. Disrespectful or threatening behavior

Driver Comments – Describe Incident:

____________________________________________________________
____________________________________________________________
____________________________________________________________

____________________________________________________________
____________________________________________________________
Were parents/guardians notified of the incident at the pick-up? ___

Please turn in report within 24 hours of incident

Follow Up:

____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
​ NISRA Staff Signature
Job Description - Driver
The driver is responsible for the safe transportation of individuals with disabilities to and from programs. Drivers are also hired as assisting staff to the programs.

Work schedule:
5-20 hours per week
Approximately 7:00am-12:00 midnight depending on the program

Drivers hours and times will vary depending on the needs of the program

Immediate Supervisor:

Senior Manager of Operations and/or Senior Manager of Support Staff

Duties & Responsibilities:
        
Essential Functions:

1. Vehicle Inspection (Pre/post trip inspection form using Fleetio Go app)


Daily visual inspection
Visual Inspection of the Interior

The driver will enter the vehicle and check for the following items and conditions:

1. First aid kit

2. Emergency equipment and supplies

3. All seat belts in working order

4. Emergency information and phone numbers

5. Mobile phone is working

6. Air conditioning/heating system is working

Clean-up of Vehicle

Driver is responsible for removing trash, lost and found items from the van after each use

2. Driving (Physical Functions)

Upper extremities and fine motor skills to adjust mirrors, operate gear shift, steering wheel and items on the dashboard.  Apply pressure to the gas and brake pedal.  Trunk and head rotation to check blind spots and look over shoulder.  Eye movement to monitor surroundings.

Grasp handle to operate door for entry of passengers.

3. Transferring and Transporting of Participants

Driver may need to perform individual transfers.  These are performed by lifting and/or assisting participants to stand, pivot, and lower to seat level. 

Driver is responsible for making sure that every participant’s seatbelt is secured.  Driver may need to reach for the seatbelt, pull it across the participant’s lap and latch the seatbelt.

Driver is responsible for picking up program participants and transporting them to programs.  Driver may need to escort a participant who is ambulatory from his/her door to the vehicle and assist participants getting into the vehicle.
Driver may need to push participants in wheelchairs on the vehicle and operate the hydraulic lift (see manual for lift operation).  Once on the vehicle the driver may need to maneuver the wheelchair to fit in tie-down area.  Wheelchairs will need to be secured with wheel locks and tie downs.

Driver may need to lift participants in wheelchairs over curbs or barriers.  

4. General Paperwork

Pre/Post Trip Inspection Sheet (if used instead of app)
Vehicle Accident Form – as needed

Incident/Accident Form – as needed

5. Criteria
Drive at least one special event or program every session with the exception of summer day camp driver’s who will be required to drive a route every summer and attend the summer orientation session

Schedule a vehicle orientation/training

Attend annual safety day

Take Defensive Driving on-line class (PDRMA)

Schedule bi-annual driver’s audit

Attend one specialized training session a year provided by NISRA
Marginal Functions:

1. Assisting with Group Programs

Driver is responsible for assisting the program leader in the implementation of the program. He/she may be required to push participants in wheelchairs around and over barriers and assist with the personal hygiene needs of the participants. This may require the transferring of participants from wheelchairs onto toilets or changing tables (training will be provided if needed). Other program duties may require assisting with the various activities planned and following the directions of the program leader.

2. Supervising During Program Activities

Driver is responsible for providing safe and adequate supervision at all programs in which they transport participants.

3. Safety Policy compliance

Driver is expected to comply with NISRA’s Safety Manual.

NORTHERN ILLINOIS SPECIAL RECREATION ASSOCIATION

AUDIT ROAD CHECK

DRIVER NAME:                              ___________ DATE: _______

LICENSE NUMBER: ______________________CLASSIFICATION: A B C D





A = ACCEPTABLE




NA = NOT ACCEPTABLE

COMMENTS

VEHICLE PREPARATION


Outside Inspection

__________


_____________


Seat Belts


__________


_____________


Mirror Adjustments

__________


_____________
DRIVING STYLE


Mirror Use


__________


_____________


Blind Spot Checks

__________


_____________


Turn Signals


__________


_____________


Speed (Adjusted)

__________


_____________


Following Distance

__________


_____________


Center of Lane

__________


_____________


Intersections


__________


_____________


(Visual Checks)


Backing Technique

__________


_____________

COMMENTS: __________________________________________________________________________________________________________________________________________________________________________________________________________________
DRIVER SIGNATURE: ____________________________________________

EVALUATOR SIGNATURE: ________________________________________
SAFETY COORDINATOR SIGNATURE: _______________________________

NISRA ROAD TEST

For New Drivers/Accessible Vehicle Operation

Driver’s Name ____________________________________   Date _________________

Vehicle Used for Training:___________________________
NISRA Staff Evaluator: ___________________________________________________

OBSERVED

REVIEWED VERBALLY

AIM HIGH IN STEERING
           

Drive in center of lane


_____________

_______________

Select proper speed



_____________

_______________

Avoid tailgating



_____________

_______________

Reduce speed if necessary


_____________

_______________

Steer smoothly



_____________

_______________

GET THE BIG PICTURE

Look right and left at intersections
_____________

_______________

Check sides and rear


_____________

_______________

Anticipate other’s actions


_____________

_______________

KEEPS HIS/HER EYES MOVING

Check mirror regularly


_____________

_______________

Yield to pedestrian’s



_____________

_______________

Avoid being boxed in


_____________

_______________

Avoid hard stops or turns


_____________

_______________

MAKE SURE THEY SEE HIM/HER

Signal and take proper lane for turning
_____________

_______________

Make eye contact



______________

_______________

Signal before pulling from curb

______________

_______________

LEAVES HIMSELF/HERSELF AN OUT

Maintain safe following distance

______________

_______________

Avoid blind spots



______________

_______________

Be alert to parked cars


______________

_______________

PRE-TRIP

Visual inspection



______________

_______________

Fasten seat belts



______________

_______________

Start engine, check instruments

______________

_______________

Adjust mirrors



______________

_______________

POST TRIP

Turn off accessories



_______________

_______________

Complete post trip form


_______________

_______________

Lock Doors




_______________

_______________

ACCESSIBLE VEHICLE ORIENTATION      DEMONSTRATED      VERBALLY

Use bus door and lift appropriately

_____________
__________

Always locks “bus door” handle


_____________
__________

Checks clearance before unfolding lift

_____________
__________

Properly uses van lift procedures when

Unfolding/folding, raising/lowering lift.

_____________
___________

Properly load wheelchair on lift and into

proper tie down position



_____________
___________

Properly demonstrates tie downs


_____________
___________

Is able to efficiently and quickly release


tie downs





_____________
___________

Properly uses shoulder belts on all persons

using wheelchairs




_____________
___________

Procedures for use of emergency exit

_____________
___________

Proper use of manual door release

_____________
___________

[image: image7.jpg]% B) 241 JAYAccident/Incident Report

tiomeyiCliert Privieged Document
B oharn inos Spacil Resteation ssesiation TS

Py e et it et (ke s ]

B o parscn somlding epert. Tileof parson somplRTarepot

« T = a— L err——

P e v oo oo (Frouice = e skl deserain 30 ek speeud e ot 1o

Forme of s ocaton (arh ol sommurtycarter, Bx S Posi Jofsan Commany Cardar) e nasrest reseston
obere e rcicert cesuered

BY & ers s or iz rotin = O Tk
F yes.pease provic the fll o

et scress

B2 e ook

Cosslon (Speefy e sxsc ype o oeaionA oy Viare Ty Soecred B alarancs garge, spors Tld 330805
ion, gat sourss. s )

Fimary losson (specty xact losalion, Ex.12p o, oo sicage, oassroor, pRvAior]

BODILY INJURY

If an ermployes was injured, please submit the formfor an Employee Injury (Form 04) type of incident.

e pemorf o 5. e, i, oo v e [ T
o R

Lot e it e

-

ey sue apoods

e phore Werkprore # el preneit

= sox [ [

i parn AR e [T i

Desoribe e ey (ofected body por srdpe o Try, B soriaion, e, Foaraion, speal, Bredk. 5]

B i orsen ke ary sttemerts e oo

fyes. st e erscnsay?.





[image: image8.jpg]Vrse et s dmrtered? CEED =

e and postion of person who scminstered frt i,
[t et s v givar?

i frst idirwalue AED andi CPR? s [ e [
i yes.pesse submit 3 PORIA pastAEDfomn.

e paramecicserices ffrsa?

ot rscea e ) [ Jted o et sndcated Cves o
Ofered smreuce vt Ofersdrefusedt caledby sgermy ampay[Jves [t
bl torspema sttt S

e pecalles? res[ oo 1y e prosdetnetolnirgfomtcn

e ofpalce dsparment

e ofcfcer
5 you expecthis parsento submita ohim? e [ ko
s property Gamages 553 osUl o 15 300 rtAroIGRnt? Vee N ko

s Fovrves e parson Taoiad T e Soodroaert”

(Ovrar of proparty adpoertto park dstict Fatron
\ehite v Oirer

Do rame o businass rame) Frstrame (v necessary  Eusiness rame)
e

Eg Esg Troo Frore Famar
Tesorie e property Famage

Fitare vas 3 vitresses)tothe scadertinidart, please povickthe flloving ifermaton:

List rame Fstrame
e

Gy e = Prors rumber

D witeess ey Sotemarts? EREn o

yes, vt et vitrass say?

rere sz wimess when e sec i art oot





NISRA PRE/POST-TRIP INSPECTION FORM

VEHICLE NAME: ___________________________KEY #_________


DRIVER NAME: ____________________

BEGINNING VEHICLE MILEAGE: ___________________________             
                    PROGRAM_________________________​​_

* Please check S (satisfactory) or U (unsatisfactory)



DATE: ____________TIME____________
Exterior: 

S U






S U 




S U

(( Tires/Tread 





(( Windows/Doors 
                                          (( Tail/Brake Lights 

(( Windshield Wipers/Washer Fluid          


(( Gas Cap 



(( License Plate

(( Windshield





( (Tailpipe



(( Mirror Station
(( Mirrors/Headlights




( (Fluid Puddle Under Vehicle (Front & By Tires)   (( Inspection Sticker   Date:
Interior: 

S U






S U




S U

(( Horn 





(( Brakes



(( Turn Signals/Hazards

(( Seat Belts/Seats




(( Instrument Gauges


(( I-PASS

(( Dome Lights





(( Heater/AC/Defroster

(( Cleanliness





(( Steering
Safety Equipment: 

S U






S U 




S U

(( Emergency Triangles




(( Vehicle Binder



(( Fire Extinguisher


(( First Aid & Spill Cleanup Kit



(( Jumper Cables (Most Vehicles)

(( Gloves

(( Phone







Miscellaneous:

S U






S U 




S U

(( Emergency Exits




(( Tie Downs



(( Lift Operation 


(( Stairway





(( Elevated Storage


(( Shovel/Scraper (Seasonal)

(( Handrails/Walkway




(( Broom

Comments: ______________________________​​​​​​___________________________________________________________________________________________________

____________________________________________________________________________________________________________________________________________

	VAN/BUS

	DRIVER
	

	
	
	A

I

S

L

E
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Remember!

( Record end mileage 

( Radio turned off

( Wipers turned off 

( Heat/Air conditioning turned off

( Lights – interior and exterior turned off

( All windows closed

( Phone turned off and unplugged from outlet

( All garbage thrown away

( Labeled any items left on van and bring to office

( All vehicle doors locked (rear, lift and side)

( In lift vans, remove tie downs from floor and store in bags 

(1 set of 4 per bag)

( FUEL TANK LEVEL _____________________
( Turn in Pre/Post-Trip form into office or drop box

( Swept bus

ENDING VEHICLE MILEAGE ________________
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