Volunteer Driver Policies and Procedures
Welcome!
The ADRC Transportation Program sincerely appreciates your decision to become a volunteer driver for Portage County.  Volunteer drivers play a significant role in the success of the Portage County Volunteer Driver Program and responsible, well-informed drivers are a valuable asset. In order to uphold the program's reputation for providing reliable, high-quality services, all volunteer drivers are asked to abide by the following guidelines and procedures. By registering as a volunteer driver and reviewing and signing this document, you are agreeing to do so.

 
Nature of Services

 The Volunteer Driver Program provides transportation to older adults, individuals with disabilities or clients of Health & Human Services who have no other means of obtaining transportation to meet their needs. Trips to dining sites, necessary grocery shopping, medical appointments, and personal business such as government, banking or legal services are allowable. Extra stops must be pre-authorized and are subject to driver availability.  Rides to church, beauty shops and general department stores are not authorized.

Requirements

You must have a valid Wisconsin driver’s license; maintain a good driving record and safe, insured vehicle.  All vehicles must undergo a yearly self-performed safety inspection using the checklist provided by the program.

While serving as a volunteer driver, accidents, traffic violations or incidents involving your vehicle or passenger must be reported to the transportation office within 48 hours, no matter how minor. 
Portage County requires proof of insurance, updated yearly, on automobiles being used when volunteering.  This proof includes evidence of liability coverage.  Portage County recommends the following coverage limits:


$ 100,000 per person



$300,000 per accident bodily injury


$ 50,000 per accident property damage, or 
$300,000 combined single limit

Drivers may not be under the influence of alcohol or other drugs while driving for Portage County.

You must carry the department issued name tag/I.D. badge when serving as a volunteer driver (wearing is optional). Displaying the car window cling is encouraged to help identify you as a volunteer driver.

Children & Unaccompanied Minors
Transporting foster children and other minors to their appointments or parental visits is another component of the program. You may choose to transport children and unaccompanied minors.  Training will be provided on child safety seats and other special circumstances surrounding the individuals you drive. When there are special circumstances regarding a trip involving children or other rider health issues, you will be notified in advance. Children who are not the recipient of the ride or appointment are not permitted to ride along. 
Training
The program offers training to volunteers on a variety of topics throughout the year.  Volunteer drivers are expected to participate in these periodic training sessions. For volunteers willing to transport passengers in wheelchairs or who use oxygen, training will be provided upon request. If you choose to transport children, special training will be required on child passenger safety seats and issues specific to transportation of minors. If you feel you need training in a specific area, please talk to the Coordinator.  
 Driving Assignments

Riders are asked to call the Volunteer Escort Coordinator at the Lincoln Center between 1-4pm Monday through Friday to arrange rides. Trips may not be arranged directly between rider and driver. If a passenger gives you a date for the next appointment, please ask him/her to contact the Escort Coordinator.  If you have any questions or concerns about a passenger, (medical conditions, behavior, physical condition of person or home, etc.) please report these to the Transportation Department.
  
Due to the nature of the service you are providing, it is very important that you be present and on time for every commitment you make. If you accept an assignment and later find that you are unable to fulfill the obligation, please notify the ADRC Transportation Department as soon as possible. If you know that you will be unavailable for a specific amount of time, please contact the ADRC Transportation Department and you will be marked temporarily unavailable.  It is extremely important to promptly report when you are unable to keep a scheduled trip so that a replacement can be found.  If the rider cancels the trip last minute or is not at the pick up location, please notify the transportation department as soon as possible so we can follow up with the rider.

You may stop at a local pharmacy to pick up passenger prescriptions after a medical appointment.  Any other stops must have prior approval from the ADRC Transportation Department.
Volunteers are not only drivers but they also provide passengers with help getting to their appointment and in and out of the vehicle. Due to the nature of this assignment, you must be fit to drive safely and assist the passenger accordingly.  Although drivers may escort passengers to the waiting area, you are not expected to accompany them into their medical appointments. You may choose to do so as a friend or for supportive purposes only.  You are prohibited from accompanying a person for the purpose of relaying or interpreting medical information for the passenger or their family.  

The program does not provide transportation in medical emergency situations.

Inclement Weather

When the Aging & Disability Resource Center programs are cancelled due to weather, volunteer escort rides may also be cancelled.  Even if we have not cancelled all programs, if you do not feel safe driving in inclement weather, call the ADRC Transportation Department to cancel your trip.
Mileage Reimbursement

Drivers are reimbursed for loaded miles at the mileage rate determined by the county for volunteer drivers providing trips authorized by the Aging & Disability Resource Center (ADRC). A driver will not be reimbursed for transporting members of his/her family (including spouse, child, parent, brothers or sisters).

 

Driving for the Volunteer Program is a voluntary activity and the reimbursement is made to help offset the cost of operating your vehicle. Currently, reimbursement made to volunteer drivers enrolled in the Retired and Senior Volunteer Program (RSVP) is not considered income by the IRS. Those not enrolled in RSVP will receive a 1099 at the end of the year for reporting mileage reimbursement as taxable income. Volunteers over the age of 55 years old are eligible to become RSVP volunteers.  This opportunity is discussed with the volunteer upon registering.
 

Monthly Vouchers

Drivers must complete monthly vouchers provided by the program in order to receive mileage reimbursement. Vouchers must be turned in within 45 days of the first trip on the voucher or it may not be paid.  All vouchers must be signed by the driver before they are submitted for payment.  All volunteer drivers are required to fill out a W-9 form prior to receiving reimbursement.

 

Mileage should be recorded from the passenger’s home to the approved destination and back to the passenger’s home, known as loaded miles. On the occasion when a passenger is riding only one-way, mileage may be recorded from the passenger’s home to the appointment and from the appointment back to your home.  If the appointment is longer than 4 hours, you may choose to drive home and return later for the rider.  In this case, you would record 2 round trips, one from the riders home to the appointment and back to your home and one from your home to the appointment and back to the rider’s home.
 

Please include the passenger’s name, destination, any extra authorized stops, and your volunteer hours on the voucher. Vouchers submitted by the last day of the month are paid by the County Treasurer's office no later than the end of the following month. The vouchers are public fiscal documents, subject to review and payment authorization by the Commission on Aging/Aging & Disability Resource Center Board, and are also subject to audit.   

Additional Reimbursement

When drivers provide trips over 4 hours outside of Portage County and over a meal period, they may be reimbursed up to $7.00 toward the cost of their meal. Drivers must attach the dated, itemized meal receipt to the appropriate trip voucher. Drivers may be reimbursed 6 cents per call for phone calls to riders to verify trip arrangements.  Parking at medical facilities may be reimbursed if pre-approved by the Transportation Lead Worker or Director. These expenses can be logged on the voucher. Drivers are responsible for payment of any fines or other expenses that are incurred while driving.  
 

Passenger Donations

Passengers make confidential donations toward the cost of each trip using envelopes provided. Drivers are obligated to offer passengers an opportunity to donate. Donations are never kept by the driver; you are expected to collect them and submit them to the transportation office along with your monthly vouchers. Donations are vital in enabling the ADRC to continue to offer transportation services.
 

Rules governing funding for the Volunteer Driver Program state that drivers may not require donations nor suggest specific amounts, however, they may provide an estimate of trip cost and encourage donating. If a passenger asks how much to donate you may suggest a donation of whatever he/she can afford. 
Confidentiality

The same rules for confidentiality apply to both volunteers and paid staff. Any information you obtain in the course of your volunteer work is to be kept confidential. Staff will share with you the information necessary to carry out your assignment; that information must remain with you and be shared with no one else.  Some general suggestions in dealing with issues of confidentiality are to avoid using names or specific addresses when referring to your assignment.
Failure to follow these procedures or safe driving practices may result in loss of eligibility to be a volunteer driver for this program.


___________________________________                    ___________________       

Driver’s Signature                                                         Date
Thank you!  Your commitment to your neighbors and community ensures that so many individuals with no other means of transportation can access the services they need.
PORTAGE COUNTY VOLUNTEER DRIVER PROGRAM 

 DRIVER RIGHTS

1. You have the right to accept or decline any driving assignment.

2. You have the right to inform passengers of any rules you may have in regard to your vehicle (for example: no smoking, eating, drinking, etc.).

3. You have the right to non-abusive conversation and behavior from passengers.

4. You have the right to a timely request and a timely cancellation notice from the program.

5. You have the right to expect passengers to be ready on time.

6. You have the right to know the name of the passenger, pick-up location, destination, appointment time, approximate length of appointment and if there are multiple appointments or stops.  

7. You have the right to additional passenger information or special     instructions necessary for safe transport.

8. You have the right to make suggestions and provide feedback on the program.

_________________________________________________                    ___________________

Driver’s Signature
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