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Mission Statement
The mission of the Aging & Disability Resource Center’s Volunteer Driver Program is to provide safe, dependable, affordable and courteous transportation services to all of our customers in Jefferson County.
Purpose of Program
The Volunteer Driver Program provides driver-escort services to the elderly and persons with disabilities who need transportation in order to access medical appointments.  
Supervision
The Transportation Coordinator under the supervision of the Aging & Disability Resources Division Manager is responsible for recruiting volunteers, reviewing applications and ensuring that reference checks are completed  The Transportation Coordinator provides drivers with orientation and training to job requirements.  Drivers will have frequent contact with the Transportation Coordinator to receive ride instructions.  The driver will share any concerns or problems relating to passengers or assignments with the coordinator immediately.  Comments or concerns about passengers are not to be discussed with anyone else.

Service Description
The transportation office is open to take calls from 7:00 a.m. to 3:30 p.m. Monday through Friday.  In addition, the office has a voice mail system operating 24 hours per day.  Messages left after hours will not be reviewed until the next business day.  The office is closed on the following holidays:  New Year’s Day, Good Friday, Memorial Day, July 4th, Labor Day, Thanksgiving Thursday and Friday, Christmas Eve and Christmas Day.  

The Volunteer Driver Program provides non-emergency medical transportation services to people who have no other means of transportation.  Rides can be requested for all periodic medical appointments.  The department makes every effort to fulfill trip requests; however, priority will be given to individuals in need of dialysis, chemo or radiation therapy.   Volunteer resources are limited and schedules fill up very quickly, so a trip request does not guarantee that a ride is furnished.  At times, people will be asked to reschedule their appointments.
Volunteers drive their own vehicles and are reimbursed for their expenses while on authorized agency assignments, but are not considered employees of Jefferson County.
Volunteer Driver Service Agreement (Attachment A)
As a volunteer driver with the Jefferson County Human Services Department you must possess a valid driver’s license; maintain required levels of insurance, maintain a clean driving record; agree to report any accidents or passenger incidents occurring while on duty for Jefferson County; abide by the law, policies and procedures of the department, and report any violations to the department immediately; perform duties in a nonjudgmental manner; attend orientation and in-service training; carry out the assignments;  not make or accept material gifts to/from the people I transport; keep appointments; adhere to the Code of Conduct (Attachment B) and keep confidential any information that I receive (Attachment C).
You must also agree to notify the Transportation Coordinator of any health issues that may impact your ability to perform my duties and to not provide privately arranged (between driver and individual) rides in conjunction with rides authorized by the county. 

Volunteer Driver Job Description
Purpose:  
The Volunteer Driver Program provides driver-escort services to the elderly and persons with disabilities who need transportation in order to access medical appointments.

Responsibilities:

Driver will provide rides for passengers in a safe, lawful manner as assigned by Jefferson County.  The Transportation Coordinator will attempt to honor driver trip preferences. 

Driver is to be on time for all appointments and may assist passengers in and out of buildings & in and out of vehicles.  Driver must require all passengers to wear seat belts.

Driver may assist a handicapped adult passenger by lending an arm.  Driver will request the help of medical facilities or family when transporting adults who need higher levels of assistance.

Driver must report any accidents or passenger incidents occurring while on duty for Jefferson County to the office immediately.  (If after hours, report on next business day.) 

Drivers must submit Volunteer Driver Service Reports to Jefferson County by the 2nd day of the following month, which details passenger info, location of appointments, miles and time expended.

Qualifications:
All drivers must:

· Be at least 18 years old

· Have a valid driver's license

· Maintain a clean driving record

· Pass A Criminal Background Check (Attachment D)
· Be free from any drug/alcohol influence 
· Carry automobile insurance as required by Jefferson County
· Maintain the automobile used for county service in safe working condition.
· Maintain confidentiality.
Other qualifications:  friendliness, reliability, courtesy and the ability to be non-judgmental and accepting of different lifestyles and values are necessary attributes for the position.  When known, volunteers are advised of any special circumstances or conditions that may be involved.  Work experience with the elderly and/or persons with disabilities is desirable.

Volunteer Duties and Responsibilities
Trip Assignments 

All rides must be pre-approved and assigned to volunteers by the transportation office.  The driver will not be reimbursed for any ride that is not assigned by the office.  Additional side trips or returning home during layovers will not be permitted.  The volunteer will never take a call directly from a passenger requesting transportation services.

Once a week, the Transportation Coordinator sends out trip assignments that are known for the following week, Monday through Friday.  Any questions or clarifications should be addressed to the Transportation Coordinator as soon as possible after receipt by the volunteer driver.  In addition to the weekly schedule, ride information will be dispatched by telephone; volunteers are encouraged to have cell phones.

No-Show Policy

If a passenger fails to keep an appointment as assigned to the volunteer driver, the office is to be notified immediately.  The driver should make a reasonable effort to be sure that the passenger is aware that the driver is ready and waiting to take the passenger.  Drivers must wait for fifteen minutes past the appointed pick up time before leaving and reporting a no-show.  Jefferson County takes no-show appointments very seriously, and decisions about continuing and terminating ride privileges are made based on the information provided by the driver and passenger. Decisions are made on a case-by-case basis.

Fare Collections

Passengers are asked to make co-payments for rides provided.  The Volunteer Driver should collect it at the onset of the trip.  All fares are to be turned in to the Transportation Coordinator when the driver is in the office.  Cash collected is not to be sent by mail.  If a driver encounters a passenger who does not pay, it is to be reported to the office immediately and also recorded on the trip sheet.  The office will determine what action is to be taken with the passenger.

Inclement Weather Conditions

In the case of threatening winter weather, the volunteer driver has the right to cancel the ride, even on short notice.  The volunteer driver must call the office when a decision is made to cancel, and the office will notify the passenger.  If the trip was to commence when the office is not open, it is up to the volunteer to notify the passenger of the cancellation, and also let the office know of the decision.  Nothing is more important to us than the safety of the volunteer driver and passenger.  In most cases passengers would rather not travel in bad winter weather, and would usually prefer to reschedule than to take a chance on the roads.  Information about department closings is posted on Fox 6 news.
Accident and Incident Policy
Volunteers will be provided with an accident packet and checklist which they should keep in their vehicle.  Volunteers are required to report any accident involving their vehicle while on volunteer assignment to the office immediately.  In addition, an incident involving the volunteer driver and/or passengers in any way must also be reported to the office as soon as possible after it occurs.  Examples of reportable incidents are a passenger who uses inappropriate language or behavior, a passenger who refuses to use the seat belt, a passenger who slips while entering or exiting your vehicle, etc.  The office will advise the volunteer if an accident/incident form needs to be completed.  For risk management purposes, all accidents and any incident that involves personal injury or other liability must be documented and kept on file at the office.  (Attachment E)

Any complaints or issues regarding volunteer driving should be discussed with the Transportation Coordinator.  Passenger complaints about volunteers are documented on a passenger complaint form.  Depending on the nature of the complaint, the Transportation Coordinator Division Manager will decide the next steps.  In most cases the volunteer driver is asked to offer her/his perspective of the situation.  If follow up action is needed, both the driver and the passenger will be notified.  (Attachment F)

Recording Trips on Volunteer Driver Travel Report Forms
The Volunteer Driver Travel Report is to be completed in full. (Attachment G)  These reports are due in the office by the 2nd day of the month following.  For example, the July reports are due in the office by August 2nd.  According to county policy, a travel report form must be submitted even if the volunteer driver drove only one day during the month or had only a small dollar amount in reimbursement for the month.  Monthly reports cannot be held and submitted in bulk.
Recording Passengers

Complete all columns of the travel report beginning with the date of the trip. In the travel from/to locations, record as much information as possible such as home or other location, i.e. dialysis.    The odometer reading is taken at the start of the volunteer assignment.  That may be from the volunteer driver's home or from the time another passenger is dropped off.  It is possible that a volunteer could be working on two volunteer assignments at the same time.  If two passengers are picked up in the same town at different locations to be taken to another location, both passenger names are recorded and noted as a combined trip.  The office will then divide the trip between the two passengers.  If passenger A is picked up and taken to an appointment, after which the volunteer immediately heads off to pick up passenger B, the first passenger must have a beginning and ending odometer reading recorded for the first leg of their trip.  Passenger B will be started on a new line with a starting and ending odometer reading.  Enter miles claimed and any per diems or meals and the initials or names of the individual(s) transported.  
Recording Hours

Volunteers are required to record their hours on the Volunteer Driver Service Report form (Attachment H).  They are asked to record, day, date and total hours worked.  The time spent going to a restaurant to eat a reimbursable meal is an acceptable part of the volunteer assignment.  The hours in which a volunteer is on lay over away from home and not doing personal errands are eligible as volunteer duty hours.  Some trips may have a very minimal lay over time, while others will involve the entire day.  .

Authorized Volunteer Activity & Layover Time further Defined

Jefferson County's insurance carrier has been very specific in the definition of on authorized volunteer activity and their coverage of any ensuing agency liability that may result from the volunteer assignment.  First, in order to qualify as an authorized volunteer activity, the volunteer driver is expected to follow the most direct or commonly traveled route from the origin to the destination.

Second, the volunteer driver is the only person recognized as Jefferson County's authorized agency representative.  Anyone else who gets behind the wheel in the course of an authorized trip is not covered under the agency's liability policy.

Third, for purposes of defining layover time on an authorized agency trip, the insurance carrier has very clearly outlined the difference between personal time and agency time.  Layover time that is spent waiting in the lobby or parking lot of the location at which a passenger is dropped off is considered volunteer time, but if the volunteer chooses to return home between trips or run personal errands while waiting, that time is not considered agency time nor is it recorded as volunteer hours.

Know that if involved in an accident while on volunteer duty, Jefferson County does not cover the volunteer’s insurance deductible, and the volunteer’s automobile insurance will be considered the first source for claim resolution.   

Going to a restaurant to eat a reimbursable meal is considered a volunteer activity and is part of the volunteer assignment.  Only hours in which the driver is on lay over away from home and not doing personal errands are eligible as volunteer duty hours.  A volunteer driver will not be paid mileage for returning home during lay over time
Reimbursement Policy (Attachment I)
Volunteer drivers will be reimbursed at the IRS established rate for county employees.  Maintaining liability insurance in the following amounts is a condition of reimbursement:  $50,000 for one person; $100,000 for one accident & $10,000 property damage

Drivers will be eligible for a per diem of $3.00 for transporting customers for up to four hours during the day.  The per diem increases to $8.00 if the time period is more than four hours.  Per Diem payments to volunteer drivers are to reimburse the volunteer for excess wear and tear to the vehicle (i.e. car washes, cleaning of interior).

Volunteer drivers may request reimbursement for meals if transporting customers to out-of-county medical appointments during meal times, in accordance with county established rates.  Meal reimbursements to volunteers are considered to be nominal payments.    Receipts for meals and parking must be submitted with the monthly travel voucher.
Passenger Assistance

For the safety of the passenger and the driver, the volunteer driver is not expected to provide any more assistance than lending an arm for balance.  A driver may lend a hand to steady a passenger while entering or exiting the vehicle.  Under no circumstances is a volunteer expected to carry packages or personal items for passengers.

When the volunteer receives an assignment, the scheduler is to inform the volunteer of any additional assistance that the passenger may need.  It is up to the driver to decide if he or she is comfortable in providing the assistance requested, i.e. transporting a customer who uses a manual wheelchair, and who can transfer safely into the vehicle with minimal assistance.
Passengers using a wheelchair who are unable to transfer into the vehicle with minimal assistance must be accompanied by an assistant or aide who will provide any help needed in transferring from the wheelchair to the automobile, and will also handle emergencies that involve the passenger during the course of the trip.  In addition, the assistant will place the wheelchair in the location of the vehicle designated by the volunteer driver, i.e.: trunk, backseat.  If a passenger becomes weakened during their appointment (such as kidney dialysis) or trip and is unable to walk, the volunteer is to call the office for instructions on what to do.  For the safety of both the passenger and the volunteer, at no time is a volunteer to carry or lift a passenger.  A volunteer driver is prohibited from transporting a passenger who needs that type of help.

Jefferson County's volunteer driver services are curb-to-curb service.  This means that the volunteer driver is not expected to escort a passenger either from the door of his or her home or to the door of the destination.  A personal escort or attendant should accompany a passenger who cannot walk from the car to the door of the appointment location.  
It is not the responsibility of the Volunteer Driver Program to furnish an escort.  In the event that an unaccompanied child or youth is being transported for a social service program, the driver will be notified of the situation including the age and any special needs of the child.  A volunteer driver has the right to accept or refuse any trip for any reason.  

Transportation for service animals is permitted with prior notice.  The volunteer driver will always be notified if a service animal will be riding along.  Non-service animals or pets of any kind are not transported in a volunteer driver vehicle, whether the pet belongs to the volunteer driver or to the passenger.

Non-Discrimination
All of the staff and volunteers at Jefferson County Volunteer Driver Program are committed to respecting the individuality of each person.  We respect race, culture, age, religion, sexual orientation, and individuals with disabilities.  We strive to provide a positive and confidential environment where the well being of each person is respected.

APPENDIX
A. Volunteer Driver Service Agreement

B. Code of Conduct
C. Statement of Confidentiality 

D. Background Information Disclosure
E. Comment/Complaint Form
F. Volunteer Driver Travel Report Form

G. Volunteer Driver Hours Report Form
H. Rules of Reimbursement of Expenses
Attachment A

VOLUNTEER DRIVER SERVICE AGREEMENT
In accepting the appointment as a Volunteer Driver with the Jefferson County Human Services Department, I promise that, to the best of my ability, I will:

1. Possess a valid driver’s license.

2. Maintain a clean driving record with no point violations either on or off duty for Jefferson County.  

3. Report any accidents or passenger incidents occurring while on duty for Jefferson County to the office immediately.  (If after hours, report on next business day.) 

4. Abide by the law, policies and procedures of the department, and report any violations to the department immediately.

5. Perform duties in a nonjudgmental manner.

6. Join in orientation and in-service training.

7. Carry out the assignment I have accepted.

8. Not make any material gifts to the people I transport, nor shall I accept them.

9. Keep my appointments on time or make arrangements with the Transportation Coordinator for a substitute to carry out my assignment.

10. Remember that I am acting in an official capacity; adhere to the Code of Conduct (Attachment B) and keep confidential any information that I receive (Attachment C).
11. Notify the Transportation Coordinator of any health issues that may impact my ability to perform my duties.

12. Not provide privately arranged (between driver and individual) rides in conjunction with rides authorized by the county. 

13. Submit annual physician’s statement.

14. Submit annual vehicle inspection.

In accepting the services of a Volunteer, the Jefferson County Human Services Department will, to the best of its ability:

1. Give competent information as to exactly what the volunteer is expected to do.

2. Provide training for volunteers whenever it is appropriate.

3. Supervise the volunteer so as to assist in the performance of the services. The Transportation Coordinator will check driving record reports in January of each year.

4. Review each assignment regularly so those volunteers have an opportunity to complete, continue or change assignments.

5. At least once annually, ride along on a scheduled ride to assess driver performance.

6. Treat the volunteer with respect and dignity.
_______________________________________Driver Signature



___________________________



Date
Attachment B

CODE OF CONDUCT
I will conduct myself with dignity, courtesy, and consideration.  I will be friendly, understanding, and courteous when serving.  

I realize, since I am a volunteer, I do not receive payment for my time.  Furthermore, I will not accept tips or request that my meals be paid by passengers.

Having been accepted as a volunteer, I will provide service according to the standards of paid staff and treat my work as seriously as if I were paid for it.

As a volunteer driver, I will not make derogatory or discriminatory remarks to or about passengers because of race, color, creed, religion, national origin, sex, disability, age, marital status, or status with regard to public assistance.

I will not impose my religious beliefs or lecture passengers.

I realize that sexual harassment or contact with passengers is inappropriate and not allowed.

I will not use alcoholic beverages or mood altering drugs while serving as a volunteer driver.

I will be punctual in the performance of my duties.

I understand I must respect the privacy rights of the passengers I serve.  The Jefferson County Confidentiality Policy states that personal, medical, psychiatric and financial information is private non-public data.  Information on these subjects may be shared with the Transportation Coordinator or other staff only if it is necessary in relation to the passenger's transportation needs.

I recognize that as a volunteer driver, I represent the ADRC of Jefferson County.  I have an obligation to my volunteer assignment, to those who direct it, to the passengers, and to the public to uphold these codes of conduct.

_______________________________________







 Signature








___________________________









Date
Volunteer drivers violating codes of conduct may be dismissed at any time

Attachment C
STATEMENT OF CONFIDENTIALITY
I, ________________________, understand that my volunteer assignment with Jefferson County places me in a position of having information about persons, addresses and situations and other data that is considered private and confidential.

It is further understood that information shall not be discussed, shared, or divulged to anyone outside of this agency during the term of my volunteer assignment or forever after unless allowed by law to do so.

Any violations of this will be cause for immediate release from my volunteer status with 

Jefferson County.





___________________________________________





Signature









_______________________________








Date
Attachment D
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Attachment E
TRANSPORTATION PROGRAM COMMENT/COMPLAINT FORM

Date:  ___________________________________

Passenger: _______________________________  Phone: ________________________
Staff or Volunteer Name: ___________________________________________________

Passenger Comment/Complaint:  ______________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________

__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
Driver’s Comments:  ________________________________________________________
__________________________________________________________________________
____________________________________________________________________________________________________________________________________________________

__________________________________________________________________________
__________________________________________________________________________
____________________________________________________________________________________________________________________________________________________
Follow-up and Resolution:  ___________________________________________________
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________

__________________________________________________________________________
__________________________________________________________________________

__________________________________________________________________________
__________________________________________________________________________
Date of Follow-up/Resolution:  ________________________________________________
Reviewed by:   ______________________________________________________________
Attachment F
	VOLUNTEER DRIVER TRAVEL REPORT
	
	
	driver name:
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	[must be filled in]
	
	
	
	
	

	Travel
	Travel
	Travel
	Odometer Reading
	Miles
	Other Expenses
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	Individuals

	Date
	From
	To
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	Ending
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	Amount
	Diems
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	Total Number of Miles Claimed
	 
	totals
	 
	 
	

	Max Meal Allow.
	
	Per Mile Reimbursement
	0.555
	
	
	
	

	Breakfast
	 $        7.00 
	
	Total Mileage Reimbursement
	 
	
	By signature below, I affirm that the

	Lunch
	 $     10.00 
	
	add:  Meals Claimed
	 
	
	information on this form is true and

	Supper
	 $     22.00 
	
	add:  Per Diems Allowed
	 
	
	accurate to the best of my knowledge.

	
	
	
	Total Travel Reimbursement
	 
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Driver Signature:
	
	 
	 
	
	date:
	 

	
	
	
	
	
	
	
	
	
	
	

	County Approval:
	
	 
	 
	
	date:
	 

	
	
	
	
	
	
	
	
	
	
	

	SUBMIT TO TRANSPORTATION COORDINATOR ON THE LAST WORKING DAY OF EACH MONTH


Attachment G
	VOLUNTEER DRIVER HOURS REPORT
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VOLUNTEER DRIVER VEHICLE INSPECTION STATEMENT

___________________________



    __________________

       Volunteer Driver Name





       Date

___________________________

              ______________________________

           Make of Vehicle



             Vehicle License Number

___________________________

              ______________________________

           Make of Vehicle



             Vehicle License Number

ITEMS CHECKED SATISFACTORY

__________ Brakes


__________ Windshield Wipers

__________ Steering


__________ Mirrors

__________ Lights


__________ Signals

__________ Tires, Wheels, Rims
__________ Oil & Fluids

__________ Horn


__________ Exhaust

Comments: _________________________________________________________________

____________________________________


______________

    Signature of Mechanic




           Date

__________________________________________________________________________

Name and Location of Inspection
ATTACHMENT  J
JEFFERSON COUNTY

VOLUNTEER DRIVER PROGRAM TRANSPORTATION
MEDICAL STATEMENT

RE: ___________________________________

The person named above has applied to be or currently is a volunteer driver with Jefferson County Transportation.  In order to complete our files, we are asking for certification of this volunteer's medical condition and ability to safely operate a volunteer passenger vehicle.  Typical passengers using the volunteer driver program cover all ages ranging form small children to elderly and disabled persons.  Trip assignments range from traveling a few miles to several hundred miles.

Please check the appropriate response:

_____ The above named person has no known medical condition, which would interfere with safe driving of a volunteer passenger vehicle.

_____ I recommend the following restrictions for the above named person:  (i.e.: avoid night driving, no small children, transport only persons who need no assistance, etc.)

__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
_________________________________________________________________________

________________________________



_________________

Physician's signature







Date

Address: ________________________


   ________________________

Telephone: ______________________

Please return directly to Transportation Office in attached envelope.
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