CROUSE COMMUNITY CENTER, INC.
ADULT DAY HEALTH CARE
Transportation
POLICY:	
Crouse Community Center Adult Day Health Care will provide safe and comfortable door to door transportation for registrants at all times.
PROCEDURE:
1. CNA’s provide door to door transportation within a 25 mile radius of the program site.
2. CNA’s maintain a clean driving record.
3. CNA’s will drive according to a posted schedule.
4. CNA’s will check all bus gages before leaving on each transport.  Check points are gas, oil, tires and windshield washer fluid.  They must notify director if repairs or maintenance are needed and director will notify maintenance.
5. A cell phone is maintained in each vehicle to use when needed.
6. CNA’s will follow Emergency During Transport policy and procedure if an emergency should occur during transport.  A copy of the Emergency During Transport policy will be maintained in each bus transportation binder.
7. CNA’s will maintain CPR-first aide certification.
8. Transportation forms are kept up to date in each vehicle for each registrant.  The form includes name, address, picture, person to be notified in case of emergency, PCP/Practitioner name and phone number, diagnosis and allergies.
9. Notify the director of emergency.  The director will notify CCC Administrator.
10.   If the bus should break down during transport, notify the director and/or maintenance.  Arrangements will be made to use an alternate bus to provide transportation for the registrants.  The buses are stored in their designated parking spaces.  Staff will lock the buses when they are not in use.
11.   A transport mileage log is kept for each vehicle and given to the director when complete/full.  A copy is then turned into the controller.
12.   A charge card is used for gas and windshield washer fluid.  The card is kept in the director’s office.  All charge slips are put in assigned envelope in the office and sent to the business office weekly.
13.   Maintenance of the buses is provided by a registered auto shop. Head of maintenance should be notified when service is needed.
14.  The buses are used for transport of registrants, staff and volunteers. 
15.  In inclement weather, ADHC will be closed if the local schools are closed.  All registrants will be notified by phone.
16.  Buses will be cleaned and sanitized on a daily basis (see Cleaning and Sanitizing Hard Surfaces P&P)
17. Transportation will be provided for community outings. Should transportation be unavailable by program site manager/director will assist registrant in arranging for alternative transportation to desired community outing.
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