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I. MANAGEMENT COMMITMENT TO SAFETY

Pasco County Public Transportation (PCPT), functioning under the auspices of the Pasco County Board of County Commissioners, offers both specialized and public transportation services.  PCPT provides safe, reliable and responsive transportation service to all Pasco County residents.

PCPT shall strive to operate as safely as possible. All personnel are charged with the responsibility of ensuring the safety of employees, property, passengers, and those who come in contact with the system.

PCPT shall devise, implement, and administer a comprehensive and coordinated System Safety Program Plan (SSPP) with specific procedures and activities to prevent, control, and resolve unsafe conditions that may occur as a result of service operations.  This authority includes the right to suspend an operation which may be determined potentially hazardous or unsafe.

It is the duty of each PCPT employee to cooperate with management and provide them with requested information to help in any investigation or inspection they may undertake.

II. PURPOSE

The SSPP describes the functions and responsibilities necessary to achieve and maintain the highest degree of safety possible.  It provides a means of improving communication, documentation, and coordination within the entire system and can reduce actual and potential incidents of injuries, property damage, and delays in service.   The SSPP applies to all areas of the transportation system, including design, procurement, administration, operations and maintenance.

A. Goal and Objectives

The overall goal of PCPT is to provide nonemergency transportation services in a safe, effective and efficient manner. The objectives for attaining the safest operating conditions are as follows:

1. Identify unsafe conditions.

2. Develop methods to control or eliminate hazards.

3. Determine the simplest, most effective means in controlling hazards.

4. Estimate the cost to eliminate or control the hazard.

5. Estimate losses as a result of the hazard.

6. Determine or estimate the cost savings or benefits as a result of eliminating or controlling the hazard.

B. Additional Objectives

The following specific objectives are incorporated in managerial and administrative activities to ensure safety requirements are incorporated in all aspects of daily operational tasks:

1. Revise the SSPP as needed to remain current.

2. Assure the existence of all safety considerations in the SSPP.

3. Direct compliance by the operation with the SSPP.

4. Assure completion of annual safety inspections of all operational vehicles.

5. Assure annual safety certifications are submitted to Florida Department of Transportation (FDOT). 

6. Establish guidelines for suspension of any system service not believed safe or which may pose potential danger to public safety.

7. Establish methods to validate commercial driver's licenses for Class B with a Passenger and Air Brakes Endorsement or other endorsements as required.

8. Require the establishment and completion of training and testing programs for all new employees.

9. Establish written operational and safety procedures to be provided to all employees.

10. Document each driver's work period, including days and hours worked.

11. Require a medical examination for all new employees and current employees.

12. Adhere to policies prohibiting the use of alcoholic beverages or controlled substances by any employee.

13. Establish policies preventing the unsafe operation of any equipment.

14. Require daily written bus safety inspections by all drivers.
15. Facilitate the establishment of a maintenance and preventative maintenance program and establish standards to ensure all buses operated are regularly and systematically inspected, maintained and lubricated, and documentation of all maintenance functions is complete.

C. System Applicability

These objectives shall be applied to all aspects of the system in an effort to reduce the potential for accidents and will be presented to all employees during training.

III. REGULATORY AGENCIES

State law requires PCPT to develop a transit system safety program plan that complies with the State's minimum equipment and operational safety standards established pursuant to Subsection 341.061, Florida Statutes (FS) (Attachment 1), and to annually inspect all equipment operated in accordance with established standards.  Minimum standards are contained in Rule Chapter 14-90, Florida Administrative Code (FAC) (Attachment 2). It is the Division's intent to comply with these standards and annually certify the following to FDOT:

· An SSPP has been developed in accordance with Rule Chapter 14-90, FAC.

· Compliance by PCPT.

· Safety inspections have been performed on all equipment pursuant to Rule Chapter 14-90, FAC.  PCPT shall suspend system operations or any portion thereof that pose an immediate danger to public safety.

IV. SYSTEM DESCRIPTION
A. History

Specialized Transportation for Area Residents (STAR)

In early 1972, a group of Pasco County residents formed the Pasco Citizens Council on Aging, a nonprofit volunteer organization whose purpose was to focus on the unmet needs of the elderly.  One of the major concerns was a need for specialized transportation in Pasco County.  STAR became a Division of Pasco County Government in 1977 with an expanded mission to meet the transportation needs for all transportation disadvantaged persons throughout Pasco County.  Although STAR was initially designed more toward specialized transportation, service was accessible to the public on a space available basis.  In 1982, STAR was designated as the lead agency to fulfill the coordinated transportation requirements under Chapter 427, Rule 41, FS.  

Pasco Area Transportation Service (PATS)

During December 1990, PATS was formed to replace the Pasco Shuttle, a fixed route contracted transit service project that was concluded in June 1990.   PATS provided demand-response public transportation service in the urbanized area of Pasco County, located along the west coast of the county.

Pasco County Public Transportation (PCPT)

In October 1993, the PCPT was reorganized to serve as one integrated and comprehensive transportation system. The acronyms PATS and STAR were replaced with PCPT.

B. Transportation Service

1. Fixed Route Transit

Public transit service has evolved extensively since it was initiated in June 1996 and currently consists of 11 fixed routes on a fixed schedule.  Service is provided Monday through Friday in the West Pasco urbanized area as well as in the municipality areas of Dade City and Zephyrhills in East Pasco. Service hours vary, but are generally from 7:00 a.m. to 6:30 p.m.  

2. Advance Reservation Paratransit 

Paratransit is provided throughout Pasco County. This directly operated service consists of door-to-door, curb-to-curb, or corner-to-corner, depending on the needs of the passenger and limitations imposed by the geographical layout and/or equipment features. Requests for trip reservations are made primarily by telephone through the Reservation and Dispatch Center, located in Port Richey, between 5:30 a.m. and 7:30 p.m., the day before service is needed. Demand response and subscription trips are offered to shopping centers, medical and mental health facilities, social service agencies, adult daycare, elderly nutrition programs, training locations and other destinations. This directly operated service is generally offered between 8:00 a.m. and 4:30 p.m., Monday through Saturday, while contract service augments after-hours service. Paratransit is primarily provided for sponsored agency clients and Americans with Disabilities (ADA) eligible persons.  
C. Contract and Coordinated Transportation

In October of 1990, PCPT was appointed the Community Transportation Coordinator (CTC) by the local Metropolitan Planning Organization (MPO). In this role, PCPT coordinates the transportation services to the transportation disadvantaged with all participating local private profit and nonprofit   transportation providers operating in Pasco County. In this capacity, contracts are established with private and nonprofit transportation operators.  These contractors and coordination providers are required to comply with this SSPP if they receive money for transportation disadvantaged activities directly from the Pasco County Board of County Commissioners. If they are contracting directly with an outside funding agency, they will be expected to establish their own SSPP which must meet all State requirements and be approved by the Pasco County CTC.

Since March of 1992, the County has contracted with several private companies to transport passengers who scheduled through PCPT.  Trips provided by these companies are funded through several funding sources, including the Transportation Disadvantaged Trust Fund, Community Development Block Grant  (CDBG), Older Americans Act Title III-B and Medicaid.  This program has expanded service for the transportation disadvantaged to 24 hours per day, seven days a week.

D. Vehicle Maintenance

Pasco County Fleet Maintenance currently performs all vehicle maintenance, under the direction of Fleet Management.  Associated documentation on Preventive Maintenance Services A and C, when completed and checked by the shop supervisor, will be filed with the repair order in the applicable Equipment History folder. If, at any time, an authorized PCPT supervisor requires access to an Equipment History folder pertinent to a PCPT assigned asset, the request will be made through the Fleet Maintenance Services Manager.

Preventive maintenance scheduled inspection interval requirements:

                    Inspection Type A                                            Inspection Type C

                    Days or Miles (whichever occurs first)          
Days or Miles (whichever occurs first)

                    90 or 4,000                                                     
Yearly or 16,000  

All vehicles must be determined safe and serviceable prior to use in public transportation service.  All drivers are required to perform a vehicle inspection prior to operating their assigned vehicle using a Pretrip Inspection Report. Defects noted are documented and reported to a supervisor, who will determine vehicle status, replace the vehicle, if needed, and arrange for the repairs.  The Pretrip Inspection Report consists of the applicable portion of the Daily Driver Report found in Attachment 8, Exhibit 2.  The Pasco County Fleet Service Maintenance and Request form is found in Attachment 8, Exhibit 3.

If a driver experiences equipment failure while enroute, he/she will report the problem by radio to the Dispatch Center.   When appropriate, the applicable supervisor will arrange for another driver and vehicle to complete the route and notify the maintenance facility of the vehicle’s location and problem.  However, the driver may be instructed to proceed to the maintenance facility if safety or further mechanical damage is not jeopardized.

Any  defects, which may  adversely  affect  operational safety,  or  which  may cause further  damage  to  the vehicle   when  placed  in  operation,  will   not   be authorized for use under any circumstances. 

Additional operator maintenance information and procedural requirements are provided in the PCPT Operations Manual attached to this Plan as Attachment 8.

E. Safety Training

Each new driver shall receive a minimum of 40 hours of preservice training, focusing on customer service, to include: defensive driving, passenger assistance techniques, substance abuse awareness, operation of special   equipment, and applicable policies and procedures.

Additional and refresher training will be provided on safety and relevant topics as needed.  Individual and group driver meetings are conducted as needed to discuss safety, vehicle operation and operator maintenance. Training sessions are provided to discuss and review other operational issues including the condition of the equipment and vehicles, customer service and safety, and road and traffic concerns.

Training requirements are contained in Attachment 4.

All vehicles are equipped with two-way radios, and each driver is trained on proper radio operation, use and discipline.   Through the use of the equipped radios, drivers are apprised of road conditions as reported and have the capability to request assistance and report schedule status and accidents or incidents.  

In the case of an accident involving a PCPT vehicle, the Dispatch Center is notified and will, in turn, contact the appropriate law enforcement accident investigating office and ambulance service as required.  A supervisor reports to the scene of the accident upon the direction of the Assistant Transportation Manager to assess and manage the situation as necessary. The supervisor will subsequently complete a Supervisory Follow Up Accident/Vandalism Form. This form, along with the Operator’s Report Motor Vehicle Accident/Vandalism Form, the Investigating Officer's Report Form and other pertinent documentation are forwarded to the County Risk Management Office through the Community Services Director. The Accident Review Board will subsequently convene, review the accident documentation and make recommendations regarding the prevention of future similar accidents.  Refer to the Accident Report found in Attachment 8, Exhibit 5.

F. Facilities and Locations

PCPT operates from two separate operational centers.  The East Pasco site is strictly an operational location providing secure parking and a drivers’ preparation facility.  The physical address is 30904 Warder Road, San Antonio. This is not a mailing address, as all mail is channeled through the administrative facility in West Pasco.

The West Pasco site serves as an operational center as well as the administrative and dispatch center facility. The current address is 8620 Galen Wilson Boulevard, Port Richey, Florida 34668.


The Vehicle Maintenance site for East Pasco vehicles is located next to the operational center. The Vehicle Maintenance site for West Pasco is located at the rear of the Government Center in New Port Richey, 7530 Little Road, New Port Richey, Florida.

V. PREEMPLOYMENT/OPERATIONS

Prior to employment, a prospective driver will need to file a written application for employment through Job Services of Florida or the Pasco County Personnel Department.  The application will be reviewed by applicable supervisory personnel to ensure each applicant is qualified to fill the position of bus driver. The driver also, upon application, presents a valid Commercial Driver's License (CDL), Class "B” or higher as determined applicable, with Passenger "P" and Air Brakes “A” Endorsements or a valid CDL Trainee Permit.  Other endorsements will be added as required.  The required CDL must be obtained within 30 days of employment and prior to independent operation of a vehicle in revenue service.  PCPT retains a copy of each driver’s license on file.  Each driver's record is reviewed annually.

After an applicant has been preliminarily selected for a bus driver position, the Personnel Department will obtain a copy of the applicant's driving record for the proceeding seven years and perform a background check on the applicant prior to employment.  PCPT will review the driving record to ensure there is no history of flagrant violations or negative trends.

Each bus driver, prior to final selection, is required to undergo a complete preemployment physical, including an eye examination and drug-screening test.  After selection, each driver shall be required to repeat the physical examination process no less than every two years.  The medical and eye examination must indicate that the driver is in such physical condition that compliance with all laws governing standards for driver physical capabilities has been met.

A licensed Doctor of Medicine or Osteopathy will conduct the medical and eye examination.  As part of preemployment examination process, a urine analysis is required to test for the presence of prohibited drugs.  Refer to the Substance Abuse Policy found in Attachment 8, Exhibit 1.  The cost of the examination is paid by PCPT.

Full compliance with the Federal Transit Administration Anti-Drug and Alcohol Abuse Program is required.

Documentation on drivers is maintained to include:

1. Total hours worked.

2. On-duty hours.

3. Driving hours.

4. Time reporting on and off duty each day.

A   driver   receiving  notice   of   license   suspension, cancellation,  or revocation is required to notify  his/her supervisor  "of the contents of the notice immediately,  or no later than the end of the business day  following  the day he or she received it" (Chapter 14-90, FAC).  Under  no circumstances  is  a driver to operate  a  vehicle  without having  the appropriate  and  valid   Commercial  Driver's License in their possession.

Each new driver is given a minimum of 40 hours training by supervisory personnel.  They shall be made aware of operational rules and procedures in compliance with Chapter 14-90, FAC.   Each driver receives a copy of the PCPT Operations Manual (Attachment 8).

In addition to the minimum 40 hours training, a bus driver shall be instructed in the use of CPR and/or basic first aid. Other areas addressed during training include emergency procedures, passenger assistance and vehicle lift and securement operations.  The New Employee Training/Orientation Checklist is completed on each driver.  A copy of this form is located in Attachment 4.

VI. SYSTEM SAFETY TASKS AND IMPLEMENTATION

A. Tasks

The primary task for ensuring operational safety is to properly identify and assess hazards or conditions that result or could result in accidents.  The method of identifying, analyzing, assessing, and resolving causes of accidents is done by all sections and areas of the system, using all available information and resources. Immediate efforts shall be made to resolve the more severe   potential   hazards that could   result   in accidents.  Assessment of hazards shall result in resolution by either eliminating or negating the hazard through the use of safety devices and/or new, improved procedures.   Safe operations and a reduction in the potential for hazards are accomplished through proper and adequate training of new employees and refresher training   courses for incumbent employees.    Random inspections of operational functions shall be made by management to identify hazards not normally identified in day-to-day activities.

B. Implementation

The requirements of this SSPP are consistently and continuously applied as required.  It is the responsibility of PCPT management to maintain, update, and make the necessary revisions to the SSPP on a recurring basis.  The plan is submitted to FDOT for review of appropriate compliance with Chapter 14-90, FAC.

VII. ORGANIZATIONAL STRUCTURE

There are two organizational charts, which appear   in Attachment 5.  The first depicts Pasco County Government under jurisdiction of the Board of County Commissioners and the interrelationships between all of the County departments and divisions.  The other organizational chart illustrates the structure and relationships of PCPT positions.

VIII. SERVICE DESCRIPTION

PCPT is a vital element of service under the Pasco County Board of County Commissioners.  PCPT provides transportation services throughout the county, serving the     general public, as well as the mobility impaired. Service to the transportation disadvantaged and the general public is available on a "fee-for-service" or fare basis. Specialized transportation, as provided to those requiring a higher level of assistance or unique scheduling, is primarily subsidized in whole through agreement or contract with the sponsoring agency. In addition, because of   eligibility criteria, client registration and accountability are necessary program requirements.

PCPT is also the Community Transportation Coordinator (CTC) and a designated provider of disadvantaged transportation operating under a Memorandum of Agreement with the Florida Commission for the Transportation Disadvantaged.  The vehicle fleet is appropriately equipped to meet the needs of individuals with disabilities in the operating area. Private nonprofit agencies that are members of the coordinated transportation system primarily provide transportation service to meet the needs of their program participants.

Private operators are used to augment transportation and perform most of the trips, which have a destination outside the service area or are scheduled for nonduty hours. 

Any new service or projects for which the system is applying is presented to the Board of County Commissioners.  These presentations are open to comment from public providers and concerned citizens.  This procedure ensure that the private sector and general public have an opportunity to express their views and concerns to the Board for their consideration prior to final determination on adding or changing service.

Currently, private, nonprofit and public providers are participating in the provision of transportation within the service area.

The PCPT transportation system delivery structure consists of transit, paratransit, subscription service, group transportation, and specialized or individual transportation to include ADA transportation.  Service characteristics include:

· Intercounty transit between Pasco, Pinellas and Hillsborough Counties.

· Local transit routes.

· Express commuter service.

· Route transfer connections.

· Advance registration/reservation.

· Door-to-door accessibility.

· Expanded destination access.

-    A wide range of activity destinations.

· Transit access to most major attractors including, employment centers, medical facilities, shopping, and recreation. 

· Paratransit access to locations outside the transit service area.

· Scheduled recurring service for ADA and TD persons to dialysis, grocery shopping and other essential destinations, i.e., training, support, and social service programs.

Transit service is provided to efficiently accommodate the majority of public mobility needs in the more densely populated areas of Pasco.  This service is provided on a fixed schedule, operating over fixed routes, Monday through Friday.  Paratransit service is prearranged to provide sponsored transportation in those locations outside the transit service area and for those persons within the service area who cannot access the transit service because of a certified disability. Contract providers allow coordinated transportation to operate on a 24-hour basis, seven days per week. 

In order for an individual to access sponsored transportation, the customer must register by mail, telephone, or in person, at the PCPT Registration/Information Center in Port Richey.  The applicant is asked to provide information as required by the sponsoring agency to assist in registering the person properly. Some eligibility information may need to be documented, certified, and/or provided to PCPT prior to determining service eligibility.  In addition, special needs, to include wheelchair use, car seat requirements, and service animals, are determined and noted to ensure appropriate accommodation.  Once a sponsored client is registered, one can make use of the system within 24 hours.  
IX. BASIC OPERATIONAL REQUIREMENTS

1.  Any driver receiving a notice of license suspension, cancellation, or revocation, or a moving   traffic violation (on or off duty), shall report such action to their supervisor immediately, but not later than the beginning of the first day of duty following the day received.

2. Drivers shall not operate a transit vehicle with a suspended, canceled, or revoked CDL.

3. Drivers shall not drive more than 12 hours in any one 24-hour period, drive after being on-duty for 16 hours in any one 24-hour period, or drive more than 70 hours in any period of seven consecutive calendar days.

· Drivers shall have a minimum of eight hours of cumulative off-duty time within any one 24-hour period.

· The maximum allowed driving hours may be increased if the hours are necessitated by adverse conditions resulting from weather, road, traffic, or medical emergencies and disasters.

· One additional driving hour may be allowed to reach a regularly established relief point.

4. A driver shall not drive if their ability is impaired by fatigue, illness, or medication making it unsafe for the driver to drive or continue driving.

5. No driver shall operate their bus in darkness without providing interior lighting for boarding or exiting the bus.

6. PCPT enforces a no-standing policy for paratransit service while the bus is in motion. 

7. Buses shall not be refueled in a closed building.  The fueling of buses, when passengers are being carried shall be reduced to the minimum number of times necessary during such transportation.

8. Drivers shall make a daily inspection of the assigned bus which shall include the following information:

· Vehicle identification number, driver’s name, dates, and route identification.

· Inspection and check of the following for satisfactory operating conditions:

                        Service Brakes
 Windshield Wipers

                        Parking Brakes
Rear Vision Mirrors

                        Tires and Wheels
Passenger Doors

                        Steering
Exhaust System

                        Horn
Fire Extinguisher

                        Lighting Devices
Radio/Emergency Equipment

9. All   drivers shall be secured by the driver's restraining belt while operating the bus.

10. Drivers shall request permission from the Dispatch Center to depart their vehicle for any reason when in revenue service, with or without passenger aboard.

11. Drivers shall not leave their bus unattended for an extended period of time - no longer than ten minutes with passengers aboard.

12. Buses shall not be left unattended in an unsafe condition with passengers aboard at any time.

13. All drivers shall comply with the provisions of Chapter 316, Florida Statutes, in regard to stopping at railroad crossings.

14. Drivers shall display the proper reflective lights and warning devices when disabled on the highway.

15. Drivers shall assure all emergency exit doors that can be locked by a key are unlocked during passenger operations.

16. During darkness, wheelchair lifts shall be properly lighted when in use.

17. Drivers shall assure that wheelchair passengers are properly secured in the appropriate positions whenever the bus is in motion.

18. Drivers shall be instructed that when in doubt about any aspect of a procedure or process, they are not to proceed until they have requested and received instructions from an authorized supervisor.

X. MAINTENANCE OF EQUIPMENT AND DEVICES

A. All buses operated shall be regularly inspected by means of a preventive maintenance program to ensure that all buses are properly equipped with all required parts and accessories in good, safe working order.

B. All preventive maintenance and repair actions shall be documented   and include a positive means of bus identification, date, mileage, type, and description of maintenance or inspection.

C. All records shall include the name and address of the entity performing any maintenance action and be kept on file for at least four years.

D. A safety compliance inspection, under the provisions of Chapter 14-90, FAC, will be performed on the following equipment:

                                 Horn
Door/Interlock Devices

                                 Windshield Wipers
Step-Wells and Flooring

                                 Mirrors
Emergency Exits

                                 Wiring/Battery(s)
Tires and Wheels

                                 Service/Parking Brakes
Suspension System

                                 Warning Devices
Steering System

                                 Directional Signals
Exhaust System

                                 Hazard Warning Signals
Safety Belts/Restraint Systems

                                 Lighting System
Safety Equipment

                                 Signaling Devices
Wheelchair Lift Equipment

                                 Handrails and Stanchions
Standee Line/Warning

E. Management shall ensure applicable vehicle safety inspections are performed and documented by qualified entities or persons in compliance with Chapter 14-90, FAC.  Attachment 6 contains a copy of this annual certification.

F. Law enforcement officers or persons designated by FDOT shall be permitted to perform system reviews for compliance with Chapter 14-90, FAC.

XI. VEHICLE INVENTORY

The   vehicle inventories for PCPT and   its   contract transportation operators are contained in Attachment 7.
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I. INTRODUCTION

Pasco County Public Transportation (PCPT) serves a vital role in the community.   The services help ensure every Pasco County resident or visitor has a choice of transportation options available to meet their transportation needs.  As a bus driver, dispatcher, or supervisor, you are an essential part of PCPT.  You will have the direct responsibility of providing transportation assistance to passengers and prospective users, many of who depend upon these services as their sole source of mobility.

II. MISSION STATEMENT

PCPT is committed to the effective and efficient management and delivery of public, specialized, and coordinated transportation services in Pasco County. It is the continuing pursuit of PCPT to ensure that these services meet the mobility needs of Pasco County residents and visitors in terms of:

- Safety          

- Professionalism




 - Quality of Service

- Cost Effectiveness




 - Reliability


- Accessibility

III. USE OF MANUAL

This manual is provided as a basic guide to assist you in the performance of your duties. Modifications and additions to the policies, rules, and regulations contained in this manual will be made when determined necessary.  Please advise your supervisor when you have questions on the content or suggested input. All changes will be numbered, dated and provided to you for insertion into your copy of the manual.

While the intent of this manual is to be of an informative nature, it is not practical to expect it to contain or cover every conceivable situation that may arise on the property, bus, or related areas of service. It is, however, implied that any omitted or unmentioned action taken by a PCPT employee that is not in the best interest of PCPT, other County employees, or the general public shall be considered a violation and may subject the violator to disciplinary action.

When in doubt about any aspect of a procedure or process, do not proceed until you have requested and received instructions from an authorized supervisor.

IV. TRAINING

Bus drivers and service supervisors are road tested by a supervisor before employment, to verify that each possesses the basic driving skills necessary to operate a passenger-carrying vehicle.

IV.    
TRAINING  (Continued)

New PCPT employees receive a minimum of 40 hours of intensive orientation and training, consisting of classroom instruction, films, practical/hands-on demonstrations and practice skills, and on-the-road training. You should pay particular attention to the instruction and training materials provided to you, as this will give you the essential information necessary to perform your job. While your initial training will orient you to your new position, the training program is an on-going effort within PCPT. Please advise us at any time of questions, concerns, problems, and suggestions you may have concerning the training program.

PCPT supervisory personnel will be riding with you and will offer suggestions to help you in the performance of your duties.  They will also perform no-notice monitoring observations (on-board and unobserved) of general performance. Driver monitoring is an ongoing activity for evaluation and assessment of both driving skills and quality of service.  

You are required to attend individual and group training sessions as scheduled by your supervisor.  It is necessary for you   to successfully complete courses in defensive driving and CPR/first aid, and to obtain certification on these skills on a recurring basis. Recurring training in other areas such as the drug and alcohol policy, passenger assistance, and emergency procedures is also provided on a scheduled basis. 

In addition, a one-day orientation is provided by the Pasco County Personnel Department, to help make you aware of your benefits and obligations as a Pasco County employee.

III. RULES AND REGULATIONS

The objective of these rules is to govern the activities pertinent to driver operations.  You need to learn and apply these requirements, as they are minimum standards for the safe and effective performance of your daily duties.  Meeting these standards has a decisive effect upon your annual evaluation. Violations can result in disciplinary action, including dismissal.

A. Alcohol and Drugs
The consumption or possession of alcohol in any form is strictly prohibited while on duty or before coming on duty and can subject you to severe disciplinary action.  

The smell of alcohol on your breath when reporting for duty or while on the job is serious enough to immediately suspend you from your driving duties and subject you to testing as required in the PCPT Substance Abuse Policy.

III.   
RULES AND REGULATIONS  (Continued)

A. Alcohol and Drugs  (Continued)

The use of any drug that may impair your alertness, eye pupils, or physical or mental condition when going on duty or while on duty shall be reason enough to relieve you of your duties and may subject you to severe disciplinary action.  When you are taking medication, prescribed or over-the-counter, you are required to report, prior to operating a PCPT vehicle, any warning or side effect that indicates the medication may impair your driving and/or cognitive abilities.  Failure to do so can subject you to disciplinary action up to and including termination.

The PCPT Substance Abuse Policy is provided in Exhibit 1 for more detailed information.

B. Medical Examination
All PCPT personnel that will operate vehicles in revenue service   are   required to undergo a medical and eye examination before operating any vehicle with passenger(s) aboard. All drivers are subsequently required to have a medical and eye examination no less than once every two years. 

Before receiving authorization to transport passengers, PCPT must be in possession of a medical report stating that the employee’s physical condition is such that he or she can operate a bus safely and perform all the duties of a bus driver.  The cost of the medical examination   is   paid by   PCPT.  Medical related documentation on each employee is maintained in Risk Management.

C. Dress and Appearance
All PCPT employees are expected to maintain high personal, moral, and ethical standards. The most visible expression of these personal standards is dress and appearance.

Dispatchers, supervisors and administrative personnel will report to work in nonissue apparel, which is neat, clean and presents a professional, conservative appearance. All personnel are prohibited from wearing tee shirts, tank tops, denim, or any garment, which is inappropriate for a professional office setting.

All regular full-time and part-time drivers are required to report to work in the appropriate issued uniform.  Uniforms will be neat and clean.  Relief drivers may be issued uniforms as funding and supplies are available.   Relief drivers, who have not been provided uniforms, are expected to dress appropriately and professionally. 

 All drivers must wear their County identification badge.  Contract operators must wear photo I.D.

V. RULES AND REGULATIONS  (Continued)
C. Dress and Appearance  (Continued)

Shorts/culottes may be worn in conjunction with the issued County uniform by drivers during the summer season with the following stipulations:

· They must be solid dark brown in color, similar to the slacks issued by the County.

· Length allowed is no shorter than four inches above the knee.

· A neat, clean, professional appearance, subject to supervisory discretion, must be maintained at all times.

Drivers are required to wear the County issued buttoned shirt, long or short sleeves.  County issued tee shirts will not be worn. Shirts will be tucked in and all buttons, other than the top collar button, will be properly fastened at all times.  Drivers are prohibited from wearing any type shoe, which might slip or preclude full, unimpeded control on vehicle pedals, i.e., accelerator pedal. This includes open-toed or slick bottom shoes and sandals.  This requirement also applies to dispatchers and supervisors, when assigned driving duties.

Contract and subcontract drivers are expected to adhere to dress and appearance requirements as described in the applicable contract agreement.

Keep in mind that you make a visual impression on the general public throughout your daily travels and your appearance reflects not only upon PCPT but all of Pasco County.

D. Absences (Illness and Tardiness)
PCPT employees should keep in mind that there is a recurring level of transportation service provided throughout the County.   Most trip reservations are scheduled at least one day in advance, while fixed route and subscription services are provided on a daily basis.  This level of service is maintained by ensuring a certain number of personnel and vehicles are available for duty. Therefore, it is important that you notify your supervisor as soon as possible when you will not be available. This is necessary to allow other arrangements or accommodations to be made in a timely manner. To minimize disruption to the scheduling requirements, please comply with the following:

· On the first day of an unscheduled absence caused by illness, you are to notify your supervisor at least one half hour before your scheduled starting time.

· For subsequent consecutive absences, you must call your supervisor by noon to let them know if you will or will not be in the following day. 

V. RULES AND REGULATIONS  (Continued)

D. Absences (Illness and Tardiness)  (Continued)

-
Transit drivers should attempt to schedule medical appointments during non-duty hours, while paratransit drivers should make their appointments for the late afternoons to minimize service disruption. Notify your supervisor as early as possible, but at least five days in advance when your appointment will occur during your duty hours.

You are required to report to duty prior to your scheduled start time.  Unexcused tardiness will be not be tolerated.  This violation places a hardship on your coworkers and diminishes the quality of service to our customers.  When you expect to arrive late to work you must notify your supervisor at least one-half hour before your scheduled starting time.  

Any unexcused or unauthorized absence will subject the employee to disciplinary action in accordance with the Career Service System Manual.  In addition, repeated instances of no-notice or sudden, unexpected absences may subject the employee to disciplinary action in accordance with the Career Service System Manual.

E. Professionalism
1. Insubordination

No industry in the private or public sector can operate efficiently   without effective management and supervision of the workforce combined with the enforcement of policy, rules, and regulations. The failure of an employee to comply, adhere, or respond to authorized instructions, constitutes insubordination. Acts of insubordination may result in severe disciplinary action.

There may be other infractions or violations that fall under the category of insubordination.  Please refer to the Career Service System Manual for further information.

2. Integrity and Character

One of the chief requirements of all employees is to maintain and exercise integrity and good moral character. The fact that PCPT deals directly with people of all races, religions, nationalities, ages, and gender places a higher responsibility and standard on our employees.  These standards are expected to be maintained "off" duty as well as "on" duty.

The details surrounding violations of professionalism are clearly stated in the Pasco County Career Service Rules and Regulations.  A copy is located at each operational site for further review or clarification.

V. RULES AND REGULATIONS  (Continued)

E. Professionalism  (Continued)

3. Courtesy 

Passengers sometimes interpret a driver's behavior as rudeness or discourtesy.  The same is true of callers and how they may perceive requests for information, registration and reservations.  Avoid the kinds of acts, such as sarcasm or negative comments that may be regarded as rudeness or discourtesy.

If you have a passenger that is being argumentative, politely advise them to call the office for assistance with their problems.   Dissatisfied callers should be handled by a supervisor.

All PCPT personnel will conduct themselves in a proper manner.  You must never involve yourself in any gossip, off-color conversation, or jokes.   You are a representative of PCPT and Pasco County Government, and must not do or say anything that might discredit the organization.  By avoiding the following behavior, you can minimize passenger and caller anxiety and lessen the opportunity for disruption or confrontation:

a. Indifference: This is an attitude that reflects unconcern.   Our passengers and callers want to feel that you have their welfare in mind while aboard your vehicle or on the phone with you.

b. Argumentative: You can be courteously factual in your replies or explanations without being argumentative, scowling, scolding, or responding with criticizing remarks.  Remember, it takes two people to engage in an argument.

c. Ignoring questions: Passengers and callers perceive this behavior as indifference. If you do not know the answer, request that they call the information line or get their name and number and pass it along to your supervisor.

d. Curt, inaccurate answers: Again, first impressions are lasting impressions.  Failure to provide complete, current, and accurate answers to passengers or callers often results in a loss of that customer’s belief in the reliability of the system.

e. Rudeness or anger: This behavior usually involves frustration, misperception, misinformation or even professional or personal problems unrelated to the task at hand. Avoid confrontational behavior with traffic, pedestrians, and callers.  Give them the benefit of the doubt -- be professional and courteous.

V. RULES AND REGULATIONS  (Continued)

E.   Professionalism  (Continued)

3. Courtesy  (Continued)

f. Failure to provide safe and comfortable passenger boarding and alighting: Drivers must consider the passengers’ physical condition, weather conditions, and environmental conditions at the bus stop, such as guide wires, holes, weeds, low hanging limbs, mailboxes, trash receptacles, etc.

g. Failure to consider or facilitate the requirements for a caller's trip request or for information: Dispatchers and supervisors must consider the callers’ requirements and circumstances. 

Rudeness is a serious matter and will not be tolerated. Your word is honored when responding to initial complaints.  However, there is reason for doubt when there are repetitious similar complaints.

4. Unauthorized Solicitations/Inappropriate Discussions/Interaction with Passengers
It is both fundamental and necessary to respect the opinions and beliefs of other people.  However, the discussion by PCPT personnel of politics or religion of any nature is prohibited on the bus or on the phone. You must remain aware of the influence and control you have in your role as perceived by your passengers and callers.

Solicitations of any nature (including religious or political) by you are prohibited.  This includes distributing pamphlets or any other material that is not authorized by your supervisor. In addition, persons on-board the bus with the sole intention of solicitation, i.e., salespersons, should be reported to your supervisor immediately. 

Drivers are also to be advised that it is inappropriate and unprofessional to discuss County business, personal opinions, or their own displeasure about PCPT services and requirements, with their passengers.  Passengers asking detailed questions or commenting about policy and procedure will be referred to a supervisor for further information. 

Additionally, drivers are prohibited from any discussion or action with a passenger that could be misconstrued as having social or romantic overtures.  It is completely inappropriate to initiate, respond to or conduct any sort of social or romantic relationship with a passenger.  Be polite, but professional at all times!
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E.   Professionalism  (Continued)

4. Unauthorized Solicitations/Inappropriate Discussions/Interaction with Passengers
Drivers owe their passengers safety, reliability and comfort, and Dispatch customers deserve courtesy, respect and pertinent, correct information  -- not personal views on subjects unrelated to public transportation.  Violations of these rules are subject to disciplinary action.

5. Confidentiality
The Older Americans Act, Title III-B, prohibits service providers from providing client information to other parties unless specifically authorized in writing from that client. However, this rule applies universally to any and all customers/passengers of PCPT (including contractors). Drivers must be cautious about inadvertently discussing any information regarding a passenger/service user. Failure to comply with this requirement will result in disciplinary action or breach of contract.

F. Trip Schedules
PCPT provides fixed route transit, advance-scheduled paratransit, subscription   and recurring scheduled public transportation services. 

Fixed route and recurring scheduled services are based on a time schedule.  Not adhering to these schedules is a poor reflection of our service and will normally result in delays, missed appointments and customer dissatisfaction.  

For paratransit and subscription services, trip schedules are prepared in advance.  The bus driver must be aware that many of these passengers have appointments and therefore must arrive at their destination on or before their scheduled time. 

If you encounter any delay in your schedule, notify Dispatch immediately for   instructions. While you are expected to follow your schedule, some delays are unavoidable. In these instances, Dispatch will provide direction and assistance. Remember, your schedule is not an excuse to perform an unsafe act.  

The following are examples of actions that can cause schedule violations and unnecessary delays.

1. An unexcused late departure from the parking area or authorized layover.

2. Unnecessary or unauthorized layovers.

3. Failure to efficiently plan and run your route.
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F. Trip Schedules  (Continued)
4. Failure to advise the Dispatch Center when experiencing a delay. 

5. Failure to check bulletins for detours and other information that may affect your route.

6. Failure to report vehicle defects before leaving the parking area, which could result in a vehicle or equipment breakdown while enroute.

7. Failure to obtain authorization from the Dispatch Center or a supervisor to change a passenger's pickup or drop off scheduled time.

G.  Transporting Unauthorized Passengers
All persons desiring public transportation are authorized riders.  However, when you are assigned a schedule requiring a passenger manifest, you are responsible for ensuring that each person aboard your vehicle is eligible.  The following information will help in assuring you transport only authorized passengers when assigned to a manifest schedule:

1. Drivers must have a manifest for each passenger.  

2. Drivers must verify that the passenger is the person listed on their manifest or ticket.

3. Any additional passenger must be approved through Dispatch prior to transporting.  A new or amended manifest must be generated to account for this added passenger/trip.

4. When assisting other drivers with their scheduled passengers, Dispatch approval is required to ensure they are aware and to enable them to coordinate the change with the original driver.

5. When an unauthorized passenger (no manifest or Dispatch approval) boards your vehicle, immediately notify Dispatch   who will inform a supervisor for further guidance.

H.  Tips and Gratuities
The PCPT policy is: Drivers will not solicit nor accept tips or gratuities.  To do so will result in immediate termination.

1. If you believe your passengers are unaware of the policy, tell them.   Be polite, but firm. Our service includes providing customer service as well as transporting people 
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H. Tips and Gratuities  (Continued)

to their destination. Customer service consists of passenger assistance, courtesy, and safe, professional vehicle operation. These are not additional charges.

2. Some riders are under the impression that the money they place in the farebox is a tip for the driver.   Let them know it is not.  That money, whether a fare or donation, is simply program revenue used to supplement funding for the service.

3. If they want to know how they can show their appreciation, tell them a phone call or a note of thanks to the office would be graciously accepted and greatly appreciated.

4. Do not handle passenger money. Exceptions should be made only for those extremely disabled riders unable to personally place the donation/fare in the box.  You may then assist by immediately placing it in the box for them in their presence.

5. For those passengers that insist or attempt to place money on your person, refuse and hand them a copy of the Policy Statement  to  Customers  available  in   the drivers' preparation room or from your supervisor.  Report the name of this person to your supervisor and they will be contacted.

6. Display a positive attitude.  It demonstrates the professionalism and pride you have in what you do.  It can go a long way in discouraging the offer of a tip.

The Policy Statement to Customers follows:

TO:  Our Customers/Passengers

FROM:  Pasco County Public Transportation (PCPT) 

PCPT is pleased to provide you with transportation service.  Courtesy and professionalism are an important and integral part of this service.  Therefore,   tips are not accepted.  Employees who accept tips can be dismissed immediately from County employment.

Thank you for your cooperation.

I. Vehicle Use and Care
Our vehicles must be maintained in top condition in terms of efficiency, cleanliness, and safety.  As the driver of these important assets, you are in the best position to ensure your vehicle is maintained in this condition through the diligent application of proper care and maintenance. 
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I. Vehicle Use and Care  (Continued)

All operators have been instructed on the proper operation and function of assigned PCPT vehicles. Consequently, any negligence demonstrated in the operation, use and care, or lack of care, will be cause for disciplinary action.  

Operators must not violate the following rules: 

1. Do not continue to drive a vehicle with a known defect without authorized supervisory approval.

2. Do not continue to drive a vehicle with wheel or engine noises, knocks, flat dual(s) or dragging, smoking brakes.

3. Do not smoke, drink or eat in a vehicle.

4. Do not leave paper, rags, etc., in the public view in the driver's area, to include the dashboard.

5. Avoid scraping tires on curbs.

6. Do not continue to drive with a warning gauge, light or buzzer indicating a potential problem.

7. Do not drive a vehicle under low hanging limbs or building overhangs, which may result in vehicle damage.

8. Immediately report any vandalism or damage.

9. Report all defects and do not allow the blame to fall on the next driver.

10. Do not idle the vehicle excessively.

11. Avoid excessive use of the air conditioning system while parked. Do not drive or idle with open windows when the air conditioning is running.

12. Do not fan the throttle at any time.

13. Do not rest any part of your foot on the brake pedal when accelerating. 

14. Do not make any engine adjustment without authorization.

15. Do not leave a vehicle unattended while idling.

16. Do not drive the vehicle off the pavement without authorization.
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I. Vehicle Use and Care  (Continued)

17. Do not back without following proper procedures or utilizing competent assistance.

18. Do not allow anyone else to handle the controls.

19. Do not switch assignments or vehicles with other operators without authorization.

20. Record the proper vehicle data on your trip sheet legibly and accurately.

21. Do not take a vehicle you were not assigned without proper authorization.

22. Avoid running out of fuel.

23. Whenever you leave the driver's seat for any reason, you must properly place the vehicle transmission in the "park" or neutral position, as applicable, and fully set the parking brake.

24. Do not use your vehicle for personal or unauthorized use.

J. Safe Driving
Bus drivers are expected to obey all Florida traffic laws.   Any operator who operates their assigned vehicle in an unsafe or improper manner shall be considered reckless and be subject to severe disciplinary action.

The following are examples of unsafe operations, which you must avoid:

1. Exceeding the posted speed limit.

2. Turning corners too fast, rapid takeoffs, unnecessary heavy braking, or opening doors to board or discharge passengers while bus is in motion.

3. Deliberately cutting in, out, or away from a traffic lane discourteously.

4. Smoking, eating or drinking beverages while driving.

5. Driving too fast for existing road conditions or weather.

6. Driving too fast on private property.

Driving with a known defect, which may affect the safe operation of the vehicle.
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K. Breaks During Service  

If you are scheduled for a lunch period, you must immediately notify your supervisor or dispatcher, when your work schedule will interferes with this break.  Prior approval must be obtained for compensation of time worked during your scheduled lunchtime.

Many shifts are not scheduled for a lunch period.  However, breaks are authorized and encouraged to ensure you remain comfortable and alert.  These breaks should be limited to downtime for paratransit operators. Fixed route transit operators should take their breaks in conjunction with the end of line stops (layovers) or at transfer stations. All breaks must be reported to and approved by the Dispatch Center.

Breaks should not interrupt time sensitive routes or schedules.   However, bathroom breaks are authorized for drivers while enroute, with or without passengers aboard.  Safety and security measures must be considered prior to stopping for a bathroom break:

1. You should preplan your stops to match your schedule allowing for bathroom breaks at public or nonprofit agency facilities.

2. Request a "10-7"/"Out of Service" from the Dispatch Center, providing your location prior to departing your vehicle. Also report the number of passengers on board.  Do not depart your vehicle until you have received approval from Dispatch.

3. Park your vehicle in a safe and secure location. Do not leave your vehicle unattended in a fire lane.

4. Inform your passengers that you will return momentarily.  Request that they remain seated.

5. Properly secure your vehicle.

a. Place the transmission in the "park" or “neutral” position, as applicable.

b. Fully engage the parking brake.  Ensure the bus is parked in a position that will not allow for movement or rolling prior to leaving your seat.

c. Remove the keys.  If another driver is available to monitor your bus, you may allow it to idle only after you have properly secured it as indicated above.

6. Do not leave your vehicle unattended with passengers on-board for more than ten minutes.
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K. Breaks During Service  (Continued)

7. Account for all passengers upon your return and notify Dispatch that you are "10-8 (In Service)."  Ensure you receive acknowledgement from Dispatch.

8. If you take your break at a transfer point or terminal, do the following in addition to the above actions:

a. Approach the bus stop and/or other parked buses with caution at a maximum speed of 5 MPH.

b. Do not exit the vehicle before your passengers alight.

c. Secure your doors. Ask another driver to safeguard your vehicle until you return.

L. Accident  (Crash) Avoidance  

Accident-free driving is no accident. All crashes are caused by some degree of negligence on the part of one or both drivers. Employing the appropriate defensive driving techniques can prevent an accident/crash.  You, as a professional driver, have received this training and will continue to receive this type of instruction on a recurring basis.

Employ the following defensive driving practices to minimize your chances of an accident/crash: 

1. Always conduct a thorough safety vehicle pretrip inspection prior to operating your vehicle.

2. Always drive within the speed limit, adjusting for road and weather conditions.

3. Slow down and use caution in a hazardous area or during inclement weather.

4. Maintain the correct following distance.

5. Use due caution when approaching intersections, with extra caution used at unknown or hazardous intersections.

6. Check all blind spots and utilize appropriate turn signals prior to changing lanes.

7. Use the appropriate turn signal and visually check for clearance by physically turning your head and looking before pulling away from a pickup or drop-off point.
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L. Accident (Crash) Avoidance  (Continued)

8. Know the height of your vehicle including the highest point, such as the radio antenna or escape hatch, and check for proper clearance before driving under any type of overhang.

9. Avoid driving through unauthorized locations and ensure dirt roads are passable.

10. During right turns, avoid allowing too much space between your vehicle and the curb to preclude the possibility of a smaller vehicle attempting to advance on your right.  Also avoid swinging too far into the left lane in preparation for a right turn without yielding to oncoming traffic both from the rear and ahead.

11. Maintain the "big picture" of traffic in and around you, anticipate potential hazards, and be prepared to make appropriate adjustments in response to those hazards.

12. Remain alert and avoid allowing yourself to succumb to hypnotic or distracting influences such as staring at road markings, taillights, tags of other vehicles, or other distractions.

13. Before exiting your vehicle, always properly place the transmission in the park or neutral position, as applicable, fully employ the parking brake and ensure the bus is in place with no potential for movement or rolling prior to leaving your seat.

14. Consistently utilize all defensive driving techniques and employ courtesy.

15. Get proper rest and nourishment before driving.

16. Avoid driving while under the influence of medication.

17. Do not smoke, eat, or drink while driving.

18. Avoid unnecessary conversations and on-board distractions while driving.

19. Ensure all doors are securely closed before moving your vehicle.

20. Stop at the safe prescribed distances from the curb for passengers to board and disembark.

21. Drivers should obtain competent, authorized assistance before backing up.  If no assistance is available, employ the proper procedures explained under Section XII. 4. "Backing the Vehicle."

22. Immediately report any kind of accident or incident.
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M. Reporting Accidents/Crashes and Incidents
Due to the high degree of risk and liability associated with public conveyance vehicles, it is absolutely imperative that operators protect themselves and the County by immediately reporting any incident, accident, or injury in or around your bus.   It is equally important to obtain some corroboration in observation, presence, or witnesses from all available passengers or persons near your bus.  Operators should not take it upon themselves to judge the nature or seriousness of any of the aforementioned situations. Failure to immediately report any such incident will result in severe disciplinary action. Operators sometimes fear reprisals for reporting accidents, incidents, or injuries. However, honesty and admission are virtues that are definitely considered in the evaluation of any disciplinary action that might be taken.  On the other hand, notice of litigation resulting from an unreported accident, incident, or injury could result in immediate dismissal.

The following timeframe requirements apply to actions associated with injuries, accidents/crashes or incidents, with no exceptions, unless approved by the Transportation Manager or Assistant Transportation Manager:

                                                                                                         Due to the 

Documentation or Action
Transportation Manager*
Verbal notification of incident/accident/injury        Immediately



Complete Workers' Compensation Forms
Same day of injury

(with Incident Report  when applicable)

Complete Operator's Report of Motor 
Within 24 hours of occurrence

Vehicle Accident/Vandalism or 

Incident Report

(Exhibit 4)       (Exhibit 5)

Complete Supervisory Follow-up Report
Within 24 hours of occurrence

(Exhibit 6)

Complete Driver's Post Accident Report
Within 48 hours of occurrence

(Exhibit 7)

Complete Accident/Incident Briefing
Within 15 days following final

(Exhibit 8)





disposition


Complete Retraining/Monitoring
Within 30 days of occurrence

Complete Disciplinary Action
Within ten days following 

                                                                                Department Head approval

*Delays or requests for extension will be reported to the Transportation Manager prior to due date.
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Proper report submittal is crucial in determining the appropriate corrective action.  The following are associated requirements:

· A supervisor must review the report in the driver's presence to make immediate clarification or acquire additional information.

· The report must be accurate and legible.  The report must be filled out completely and should give a clear account of what happened.

· It is important that reports are not delayed.  If the person normally in your chain of command is absent, then submit the report to the next available level of supervision.

Additional information and procedures on Incident Reporting and Accident Reporting are located in Sections IX and X in this manual.

The investigation is equally important in determining liability, disciplinary action, and/or training requirements. Supervisory personnel must include all pertinent information sufficient to give reviewers/evaluators a clear and objective picture of how and why the incident took place.

VI. RADIO OPERATION/PROCEDURES/DISCIPLINE

A. Radio Operation
You will receive training on correct radio operation in terms of adjustment, control settings, feature selections and other operational requirements.  When you are unsure of proper operating procedures, request assistance or additional training from your supervisor.

B. Radio Use Procedures 
You will be assigned a radio call sign to be used only by you during radio communications.  You will also receive a copy of all the radio codes used by PCPT.  See Exhibit 11.

The call sign for PCPT Central Dispatch is "TRANSPORT."
Always conduct a radio check prior to departing the parking area to ensure your radio is in working order.
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B. Radio Use Procedures  (Continued)
Bus drivers must report their status to Dispatch, via radio, using the applicable code, under the following circumstances:

1. When operational prior to leaving the parking area (all services).

2. When arriving at your first scheduled stop or pickup location  (all services).

3. When arriving at major site destinations (paratransit service).

4. Whenever you have downtime (paratransit service).

5. When you go on break.  Also report your location (all services)

6. When you return from break (all services).

7. When you have dropped off your last passenger or reached your final scheduled stop, before refueling or returning to the parking area (all services).

8. To report accidents, incidents, unusual or difficult situations, potential hazards, or situations requiring supervisory involvement (all services). 

Drivers must coordinate any changes to their schedule/route through Dispatch via radio. Direct communications between drivers by radio are limited to two instances:

1. After approval from Dispatch is obtained for direct communications.

2. In an emergency or hazardous situation, when direct contact is essential to avoid danger or mishap.

All drivers must keep in mind that the radio is not a private or secure two-way means of communication. Federal rules for radio use is governed by the Federal Communications Commission who retain the authority to monitor transmissions. In addition, many private individuals own and utilize radio-monitoring systems and often listen to our transmissions. While in the field, when confidential communication is required, you should use a telephone at an appropriate and safe location, preferably a public agency. However, use of a phone to discuss operational related matters during your route must be restricted to only those situations requiring confidentiality. 

Drivers are prohibited from using mobile phones and/or beepers while on duty without prior authorization.  This includes receiving, sending or calling through the use of these instruments.

VI. RADIO OPERATION/PROCEDURES/DISCIPLINE  (Continued)

C. Radio Discipline
The radio in your vehicle is an important means of communication between you and Dispatch, necessary to conduct public transportation activity in an effective, efficient, and orderly manner.  Therefore, the need to consistently employ   radio discipline is crucial to the success of our mission.

Radio discipline is the proper operation and use of radio equipment highlighted by the courteous, appropriate exchange of transmissions utilizing the "10" series code.

Proper radio discipline consists of the following and is required conduct for all drivers: 

1. Be professional. Operate the equipment in accordance with the operation manuals.  Use   the 10-Series communication codes.

2. Be brief. Don't stay on the radio longer than necessary.   Avoid lengthy explanations and "chit-chat."

3. Be specific.  State all facts and acknowledge receipt of instructions.

4. Be considerate. Don't comment on conversations unless directed to you.  Avoid comments caused by frustration and anger.

5. Be attentive.  Monitor the airways by keeping your radio on.  Listen attentively to avoid repeat instructions. 

6. Be patient. Allow others to complete their transmission.  Avoid "walking over” or interrupting an ongoing transmission unless there is an emergency.  Also allow sufficient time for Dispatch to respond due to reservation call-ins, particularly in the morning.

7. Be prompt.  Respond to all calls directed to you as soon as possible.

VII. DONATIONS AND FARE COLLECTION

A. Collection Procedures

1. Donations are needed and appreciated, but not mandatory.   

2. Fares are required by public transit users and paratransit/subscription passengers identified as such on your manifest. 

VII. DONATIONS - FARE COLLECTION  (Continued)

A. Collection Procedures  (Continued)

3. No employee at any time may accept anything of any value from a rider for personal use.  No tips or gratuities may be accepted at any time.

4. Fares and donations must be deposited into the farebox by the passenger.   Refer to Section V. H. 4. on handling  fares  and donations  from  passengers  physically unable to make the deposit themselves. Drivers will not make change for passengers.

5. Drivers are responsible for ensuring that the correct fare is collected from passengers as they board. The information below will help you understand and meet this responsibility:

a. First, you must know if your rider is required to pay a fare.

b. All public transit riders and nonsponsored paratransit/subscription passengers are required to pay individual cash fares, except persons with a bus pass, children five and under and authorized passenger escorts.  In addition, fares are not charged for service animals. You will be specifically notified when required to collect a fare from sponsored passengers using paratransit service.

c. Passengers with a bus pass must physically present the pass so that the operator can check the pass to ensure it is current and valid.  Drivers must properly annotate a Daily Pass with the applicable password and their signature or initials immediately upon purchase.

d. All riders may contribute donations. The passenger must deposit this money into the farebox.

e. Riders who are required to pay a fare must deposit the exact applicable amount in the farebox.

f. Regular fares are charged to all nonsponsored, general public transportation riders that are not authorized reduced fare.

g. Reduced fare applies to those:

· Sixty-five years of age and older.   Must show proof of age, i.e., Medicare card or driver’s license.

· Sixteen years of age and younger. Request identification reflecting proof of age. Children 11 years of age and younger should be accompanied by an adult who may vouch for the child’s age. Subjective judgment must be used here.  If you have any doubts, contact the Dispatch Center.

VII. DONATIONS - FARE COLLECTION  (Continued)

A. Collection Procedures  (Continued)

f. Reduced fare applies to those:

· Persons with mental or physical disabilities. They must show the Mobility Disabled Identification Card. For some sponsored riders, certification of their disability will be stated on the client manifest.  If you have concerns regarding the legitimacy of a person’s disability, do not refuse the trip, but notify your supervisor when you return to the office.

· Medicare eligible individuals.

i.
Reduced fare riders must show appropriate ID as stated above to qualify for the reduced fare or reduced daily bus pass. If these persons do not wish to comply with your request for identification, they may deposit the full fare. Otherwise, contact Dispatch for appropriate instructions. If a half fare rider decides to pay the regular fare, they will not be required to display any identification.

j. The statement below is available as a handout, which may be used to help explain to your passenger the requirements of fare collection.

 



TO:    Pasco County Public Transportation  (PCPT) Riders

To protect your privilege as a reduced-fare rider, it is necessary that appropriate identification be presented as requested by the driver.  You may pay regular fare, if you do not wish to present identification.

We are pleased to serve you and appreciate your cooperation.


B. Accountability Procedures
1. Fareboxes with working vaults must be used in every vehicle equipped for them.   Every driver will ensure their vault is the appropriate on for their particular farebox.  Under no circumstances will a bus be used when any aspect of the farebox or vault does not function properly.  Problems will be reported to immediately to a supervisor.

2. Farebox vaults containing revenue will be kept secured and locked at all times, whether in the farebox or out.  

VII. DONATIONS - FARE COLLECTION  (Continued)

B. Accountability Procedures  (Continued)

3. When farebox vaults are removed after service, they will be brought into the office immediately and remain secured and under surveillance until at least two persons are available and ready to begin counting.  When revenues cannot be immediately counted, drivers will attach a note to their vault with their name, bus number and route name/number.

4. Supervisory personnel are responsible for counting and handling farebox revenue.  The drivers will normally serve to witness and countersign the receipt.   If a supervisor/lead driver is unavailable, notify an administrative staff person for instructions. 

5. Receipts will be completed in sequential numeric order and signed by the supervisor/lead driver. If a supervisor/lead driver is unavailable, notify an administrative staff person for instructions. The driver/witness will countersign the receipt.

6. Following the count of the farebox, a   receipt, in triplicate, will be prepared.  The original copy  (white) will be given to the driver.  The other two copies will be retained in the office and used to prepare the Deposit Spread Sheet.  The second copy of the receipt (pink) and the original copy of the Spread Sheet will be forwarded to the Clerk’s Office in Dade City.  The third copy of the receipt     (yellow) and a copy of the Deposit Spread Sheet will be retained by the PCPT Accounting Staff.

7. If a receipt needs to be voided, the supervisor/lead driver will ensure all three copies reflect void and are included with deposit paperwork.

8. A third party not involved in the farebox revenue count will complete deposit paperwork.   An employee not involved in the process to that point should deliver deposits to the applicable bank, if at all possible.

9. Donations and fares are used solely as project income to help offset the operating deficit of PCPT.

VIII. MISCELLANEOUS DRIVER REQUIREMENTS

A. Driver Time Accountability
It is important in terms of driver safety and productivity that drivers document their duty time appropriately.   All drivers will utilize their time card in conjunction with the time clock to document their duty day start and stop times.     When the time clock is

VIII. MISCELLANEOUS DRIVER REQUIREMENTS (Continued)

A. Driver Time Accountability  (Continued)
inoperative, drivers will notify a supervisor for time card annotation.  To account for driving time and revenue/passenger hours, drivers will document these times on their Daily Drivers' Log/Manifest as instructed.

Persons scheduled for standby duty will annotate their time card “1 S/B” on the date scheduled.  In addition, the standby driver must sign out the applicable beeper and utilize it during their standby period.  Return and sign in the beeper on the next duty day.  Follow this procedure each day you are scheduled for standby.  Failure to follow these procedures may result in no standby pay.

B. Driver/Vehicle Preparation
1. Drivers must ensure they are fully prepared and equipped to conduct their assignment prior to departing the office.

2. Each driver will be issued a dispatch kit, which will include all documentation and supplies necessary to fulfill their assignment.  You are held accountable for these items and must return them at the end of your shift or transfer them to your relief.

3. Drivers will ensure all appropriate route signage is properly displayed before departing.  Drivers will ensure their magnetic name tag and bus number tag is affixed to their headboard.

4. Drivers will ensure they have properly installed and secured their fare box and that it is operating correctly.

5. Drivers will ensure their vehicle is clean and free from debris.

6. Drivers will conduct operator maintenance as described below.

C. Operator Maintenance Requirements
It is mandatory to accurately complete the Pretrip Safety Inspection section of the Daily Driver Report.  See Exhibit 2. 

Inspections will be conducted on those items listed on the Daily Driver Report.  Particular emphasis will be given to those safety items as listed in Section XI, Pretrip Safety Check, of this manual.

VIII. MISCELLANEOUS DRIVER REQUIREMENTS  (Continued)

C. Operator Maintenance Requirements  (Continued)
Drivers will follow the procedures listed below when a vehicle defect is discovered:

1. Annotate the defect on the Daily Driver Report form.

2. Complete the "Pasco County Fleet Service Maintenance Request Form."  See Exhibit 3.

3. Report the defect to a supervisor.  They will determine if the vehicle can remain in service and direct the appropriate action.

4. When directed to take a vehicle to the maintenance facility for repairs or service:

· Park and secure the vehicle on the "down line."   

· Fill in the ending mileage on the "Service Maintenance Request Form." 

· Take the keys and white and yellow copies of the "Service   Maintenance Request Form" to the   Shop Foreman. Provide additional verbal information as requested on the defect(s).

· Return the pink copy to your supervisor.

5.  When directed to pick up a vehicle that has been repaired:

· See the Shop Foreman for the keys and obtain the completed yellow copy of the "Service Maintenance Request Form."  Ensure that the items listed under the "Repair or Maintenance Requested" column have a corresponding response noted under "Repairs Made or Checked" column.

· Conduct a thorough pretrip inspection.  Ensure that the repairs requested on the Service Maintenance Request Form have been completed.

· If you encounter any difficulties, contact your supervisor.
D. Vehicle Breakdown Procedures 

If a driver experiences equipment failure while enroute, he/she will report the problem by radio to the Dispatch Center. Use your emergency warning kit as required.  Relay the necessary information to Dispatch and complete the Road Call Form.   See Exhibit 10.

VIII. MISCELLANEOUS DRIVER REQUIREMENTS (Continued)

D. Vehicle Breakdown Procedures 

When appropriate, the applicable supervisor will arrange for another driver and vehicle to complete the route and notify the maintenance facility of the vehicle's location and problem.  You will remain with the vehicle until properly relieved by a supervisor or relief driver.  If a transfer of passengers is required, ensure it is done safely, account for each passenger, and assist as needed.

Ensure the keys are in the authorized custody of you, a relief driver, a supervisor, or the tow truck driver or mechanic.   Do not leave the keys unattended.  However, the driver may be instructed to proceed to the maintenance facility if safety or further mechanical damage is not jeopardized.

Vehicles that have any defects that could adversely affect operational safety or cause further damage when placed in operation   will   not   be authorized for use under any circumstances. 

E. Unattended Passengers
A driver shall not be away from his/her bus with passenger(s) aboard for any extended period of time and not to exceed ten minutes.   See Section V. K. "Breaks During Service."   A bus shall never be left unattended in an unsafe condition with passenger(s) aboard at any time.

F. Use of Safety Belts
When operating vehicles in paratransit service, drivers must ensure that all passengers have properly secured their safety belts prior to moving the vehicle.  All drivers are required to properly secure their own safety belt.

G. License Requirements
A bus driver is required to have the appropriate license  -- Class  "B” or higher, as applicable, with a  "P” for Passenger Endorsement.  A seven-year driving record of each driver will be obtained annually from the Motor Vehicle Department and the report will be filed in the employee's personnel file.

Any driver who receives a notice that their driver's license been suspended, canceled, or revoked is required to notify their supervisor of the contents of the notice before the end of the business day following the day it was received.   

Under no circumstances is a driver to operate a vehicle without having a valid Commercial Driver's License in their possession. 

VIII. MISCELLANEOUS DRIVER REQUIREMENTS  (Continued)

H. Traffic Violations
All drivers are required to report all traffic citations, received during work hours or during personal time, to their supervisor by the start of the next workday.  

I. Use of Mobile Phones/Beepers
Drivers are prohibited from using mobile phones and/or beepers while on duty without prior authorization.  This includes receiving, sending or calling through the use of these instruments.

IX. INCIDENT REPORTING

Any unusual occurrence, passenger injury, or unusual behavior while the passenger is in the care of PCPT service is considered an incident. Report incidents to dispatch immediately.  Your supervisor will be notified by the Dispatch Center.

The Incident Report must be completed by the end of the shift and turned into your supervisor.  See Exhibit 4.  It is recommended you complete the report immediately following the incident to record all pertinent information and then complete a final in front of your supervisor.

An Incident Report is required for even a minor incident.   For example, a rider slips or trips and no physical injury results.  If a rider notes or suspects anything, which might be construed as an incident (e.g., abuse or suspected abuse) even though it was not witnessed, it should be reported.

The Incident Report should also be filled out when a driver finds any equipment missing from the vehicle (fire extinguisher, first-aid kit, etc.).

These reports will be used to provide information for a variety of purposes, including: resolution of a real or potential hazard; briefing material to preclude similar incidents; and documentation necessary for further investigation or to recall events if a complaint is filed.   Management will determine the appropriate disposition of the Incident Report, and also advise other agencies or County Offices if warranted.

X. ACCIDENT HANDLING PROCEDURES AND REPORTING

The six basic emergencies and accident handling procedures are:

1. Remain calm.

2. Protect the passengers and yourself.

3. Reassure and assist your passengers.

4. Obtain help.

5. Protect the bus.

6. Report the accident to Dispatch.

When reporting an accident, give the following information:

1. Your radio call number.

2. Complete and specific address of the accident location.

3. Report all injuries and request emergency medical services if needed.

4. Number and type of vehicles involved.

5. Report estimated damage.

6. Telephone number if calling from a telephone.

If in a hazardous location with a high potential for   traffic interference or obstruction, the vehicles should be moved to a nearby safe location following an accident.  County Vehicle Maintenance will call a tow truck if you are unable to drive the vehicle out of the way.  At all times, obey the officer on the scene and consider the safety of your passengers first.

A supervisor will report to the scene of the accident to assist in obtaining accident-related documentation.  They will also determine if drug/alcohol testing is required.

Gather all pertinent information using your accident report forms located in your vehicle packet.  Provide each passenger with a Courtesy Card to obtain his or her comments.  See Exhibit 9.

X. ACCIDENT HANDLING PROCEDURES AND REPORTING (Continued)
If the accident results in a fatality, notify Central Dispatch immediately.   PCPT office staff taking the call will also notify the following personnel:

1. Transportation Manager.

2. County Risk Manager.

3. Department Head.

Reports on fatalities will be reported to the Florida Department of Transportation and the Federal Transit Administration within 24 hours.

Emergency telephone numbers are maintained in the vehicle documentation packet of each vehicle.

XI. PRETRIP SAFETY CHECK

The driver must be able to perform a routine daily operational check to determine the safety and serviceability of the vehicle.  You will be provided initial and recurring training on these responsibilities.   A copy of the Daily Driver Report is found in Exhibit 2.   

The following items should be given particular attention because of their importance to the safety and serviceability of the vehicle:

1. Brake Lights

Drivers must verify that the brake lights come on when the pedal is depressed and turn off when the pedal is released.

2. Exterior Lights
Drivers must clean and check the headlights, both high and low beams, taillights, parking and clearance lights.   They must check the directional signal indicators and equipment on the vehicle such as flashers that should be used when loading and unloading passengers.

3. Brakes
Drivers must thoroughly check all aspects of the vehicle braking system:  free play in the brake pedal, brake fluid level, unusual brake noise, grabbing brakes, or increased stopping distance.  Also, the parking brake must be checked to ensure it is in proper working order.

XI. PRETRIP SAFETY CHECK  (Continued)

The following items should be given particular attention because of their importance to the safety and serviceability of the vehicle:  (Continued)

4. Steering
Drivers must check for excessive play in the steering wheel and for wheel alignment problems such as pulling to one side.

5. Horn

Drivers must ensure that the horn responds and is loud enough.

6. Tires
Drivers must check for proper tire inflation, cuts and tread wear, irregular wear patterns, and out-of-balance tires.

7. Windshield Wipers

Drivers must check for cracks or dry rot in the wiper blades and ensure they are functioning properly.

8. Mirrors
Drivers must check all their mirrors for cleanliness, cracks, broken glass, and proper adjustment.

9. Passenger Doors/Emergency Exits
Both passenger doors and emergency exits must be checked to ensure proper operation and pathways remain unobstructed.

10. Lubrication

Drivers must check the engine oil level, transmission fluid level, power steering fluid level, and the oil level of the hydraulic system of wheelchair lifts.

11. Safety/Emergency Equipment

Drivers must check to ensure their vehicle is properly equipped with a serviceable fire extinguisher, first-aid kit, highway warning kit, bio-hazard cleanup kit and all the required forms, including accident and incident forms, insurance letter, and emergency telephone numbers.

XI. PRETRIP SAFETY CHECK  (Continued)

The following items should be given particular attention because of their importance to the safety and serviceability of the vehicle:  (Continued)

12. Cleaning

Drivers must clean the interior and exterior of the vehicle, paying particular attention to all the windows, floors, and seats.  Place all seat belts in position for easier passenger access and use and to prevent them from tripping someone.

13. Exhaust System
After you have started the vehicle, walk around it and listen for exhaust leaks.  Also be alert to any exhaust fume smells while in operation.

14. Vehicle Windows and Doors
Drivers must check windows and doors for cracks or looseness.  Clean windows are a necessity for clear and unobstructed visibility.

15. Lift Equipment/Restraint System
Proper operation of the wheelchair lift must be assured before leaving the parking area.  Also, a complete check and accountability of the wheelchair tie downs and wheelchair passenger safety belts  (lap belt and shoulder harness) must be completed.  Do not depart the yard if any of these items are missing or inoperable without prior supervisory permission.

16. Other items:  

· Check the fan belts and radiator hose for cuts, frays, and tightness.  

· Check the suspension system for unusual noises and sagging.

· Check the cooling system for proper coolant level.

· Check the interior for worn or broken parts such as torn seat belts; ripped upholstery; torn carpet or rubber flooring that could trip passengers; etc.

XII. PROFESSIONAL DRIVING SKILLS

In addition to the Pretrip Safety Check, the professional driver must be proficient in the following general driving skills.

1. Turning
Careful and skilled turns are especially important when a van or bus type vehicle (driver forward of front wheel) or a long wheel based vehicle is used.  Drivers must not turn too widely to avoid crossing too far into the opposite lane or to allow cars to attempt to pass on the right.  Drivers must not cut corners too closely to avoid hitting the curb with the tires.

2. Maintaining Speed
Drivers should be able to maintain a steady speed both up and down hills and on level surfaces. Speed should be steady without alternating between acceleration and coasting.

3. Stopping
Drivers must stop smoothly without disturbing passengers as well as stopping smoothly at a selected point. Avoid sudden, jerky stops by slowing well in advance and applying steady brake pressure.   Drivers should be able to stop without blocking sidewalks.   Drivers should not enter intersections far enough to be subject to collision with cross traffic, but should be in a position to see oncoming and cross traffic clearly in both directions.

4. Backing the Vehicle
As a trained, qualified, and professional driver, you are responsible for operating your vehicle in a safe   and proficient manner.  Backing your vehicle is an operational procedure that requires all the proper judgment, skill, and experience you have.

Drivers must realize that buses and vans have a blind spot immediately to the rear of the vehicle.  The following is the PCPT policy on vehicle backing:

· Avoid backing situations if at all possible.  In most cases you can avoid backing by taking a few extra moments to look for another alternative.  It is better to assist a passenger a few additional feet than to place yourself in a situation where backing is necessary.

· Survey your route to become familiar with those areas that require backing.  Look for ways to minimize backing maneuvers and distances.  Ensure the surface is firm to avoid getting stuck.

XII. PROFESSIONAL DRIVING SKILLS  (Continued)
4. Backing the Vehicle  (Continued)
· When an unusual backing situation is required, i.e., backing around corners or turns, lengthy backing, etc., notify Dispatch for clearance.

· Use a qualified spotter when available.  A passenger is not a qualified spotter.  A PCPT supervisor, driver, or dispatcher can serve as a qualified spotter.  Please be aware that use of a spotter does not relieve the driver from the responsibility or liability of the backing action.

· Always visually check the area to the sides and rear of the vehicle, as well as overhead, prior to backing.  Get out of your vehicle and perform a walk around as many times as needed to ensure the area is clear and that further progress is safe.

· Back slowly and cautiously, using your mirrors as your primary guide.  Do not open your door to look or hang out your window.

· Ensure the backup alarm is operating properly.

5. Surveillance and Anticipation
Drivers should know how to properly survey the road for signs of impending danger, anticipate the potential hazard and respond accordingly.  This includes:

· Visual scanning of the highway, alternating between forward and rearview mirrors.

· Avoiding visual fixation on vehicles immediately ahead, highway striping, roadside signage or activity.

· Seeing and responding to traffic controls, such as stoplights as soon as they become visible.   However, never anticipate a red light changing to a green light before it actually occurs.

· Spotting a potentially unsafe situation and waiting for it to clear rather than placing yourself in an unsafe position.

6. Following Distance
Drivers must be aware of the reaction time and the time required to stop a vehicle so that they do not follow too closely   to the vehicle in front of them.   Distances will vary with the speeds at which both vehicles are traveling.  You can use the two-second rule by maintaining at least two seconds between you and the vehicle ahead. 

XII. PROFESSIONAL DRIVING SKILLS  (Continued)
6. Following Distance  (Continued)

Another rule is to increase by two bus lengths the distance between you and the vehicle ahead for every ten miles per hour. Increase the distance during inclement weather and periods of darkness.   Drivers should know how to make adjustments for oily, wet, sand, and gravel roads.

7. Passing
When driving a bus avoid passing.  Drivers of smaller vehicles should always ask if the pass is necessary prior to beginning this action. The driver should know how to pass another vehicle safely.  This includes knowledge and recognition of "passing" and  "no passing" markings on the highway. The driver should be able to decide when to pass, execute the pass, and return to the lane without sudden and abrupt uses of speed.   

8. Entering Traffic
Before entering traffic, the driver should use mirrors and glance over the shoulder to check for vehicles front and rear, as well as cross traffic.  The driver should be able to identify gaps in the mainstream of traffic, to signal, and to accelerate smoothly into the lane chosen for travel.   In addition, the entrance should be made with sufficient space to allow other vehicles traveling in that lane to maintain speed.

9. Leaving Traffic
In leaving traffic, the driver must know how to identify a safe area on the roadside ahead to accommodate the vehicle.  The space should also be visible at least 200 feet in either direction.  In executing this maneuver, the driver should signal the intent, slow down, exit the highway at a safe speed and apply the brakes.  Care should be exercised in crossing the road shoulder.  The driver should make sure the vehicle is completely clear of the roadway before stopping.

10. Lane Changing 

When moving into another lane of travel, the driver should use the mirrors for a safety check to the rear and be aware of blind spots that are not covered by the mirrors.  When the lane is clear, the driver should signal his intention to change lanes.  Then the driver should steer smoothly to the center of the new lane without delay.  If an adjustment in speed is necessary, it should be made while executing the lane change.  After completion of the lane change, the driver should cancel the directional signal.

XII. PROFESSIONAL DRIVING SKILLS  (Continued)

11. Parking
When parking a passenger service vehicle, the driver should seek spaces, which allow access to reentering traffic with a minimum of danger.  Due to the length and width of minibuses, buses, and vans, parallel parking should be avoided.   Angle parking, which allows forward pull-in and departure, is preferred. In executing this maneuver, the driver should ensure that the fenders and doors clear the other parked vehicles and that there is adequate room for the passenger to exit the vehicle especially where ramps and lifts are used.   When parking on a hill with a defined curb, the wheels should be turned sharply away from the curb when on an upgrade and sharply toward the curb when parking on a downgrade.  

After parking, the driver must place the vehicle transmission in  "park," ensure the parking brake is firmly applied, turn off all electrical switches and controls, and close and secure the windows and doors.

12. Leaving a Parking Space 

In leaving a parking space, the driver must check traffic to the rear, signal the intent, and maneuver the vehicle out of the parking space, watching for traffic until the vehicle has cleared the other parked vehicles.  The driver should know how to leave a parking space using exterior mirrors with full awareness of blind spots that are inherent in vans and buses.

13. Transit Passenger Pick-up and Drop-Off
Many transit passengers will be picked up or dropped off at bus stop sign locations or between marked stops.  When pulling over at a bus stop sign location, signal your intent to pull over, place the vehicle transmission in  "park," apply or engage the parking brake, open the passenger door for the passenger to board or disembark. At undesignated stops for flagdown riders, find the closest safe pullover spot, signal your intent and proceed with the same steps previously listed.  When appropriate, courteously notify you passenger to avoid standing in an unsafe location and advise them as to a safer place to catch the bus in the future.

14. Emergency Areas
The driver should know how to react to an emergency scene, in which they are not involved, such as an accident or fire. The driver should slow down and look for an official directing traffic through the scene.   The driver should follow the directions given by the official and drive through the emergency area slowly while watching for any unexpected movement of vehicles and pedestrians.  The driver should not cross fire hoses unless directed by an authorized official.  
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14. Emergency Areas  (Continued)

If the vehicle is passing through or near an area where there has been an accident involving the spillage of hazardous materials, windows should be closed and the heater/air conditioner turned off to prevent any fumes from entering the vehicle.   Once the area has been cleared and fumes are no longer present, windows should be opened and the heater/air conditioner turned on to purge the vehicle.

15. Being Passed
The driver should constantly be aware of the traffic to the rear by frequent glances in the mirror system of the vehicle.  When a vehicle to the rear attempts to pass, the driver should look ahead to make sure space is available for the passing vehicle.   The driver should maintain a center position   or pull slightly toward the right to allow additional space for the vehicle, which is passing.  Under no circumstances should the driver speed up, but   it   is sometimes necessary for the driver to slow down if the passing vehicle needs a larger space to reenter the lane to avoid a collision.   If a vehicle is attempting to pass without sufficient room and becomes trapped in the wrong lane, the driver should speed up or slow down to allow the passing vehicle sufficient room to reenter the correct lane.

16. Being Followed
The driver should know the importance of signaling all intended maneuvers to the following vehicle driver.  Constant scanning   of the rearview mirrors is necessary to be constantly aware of traffic behind, including vehicle speed, to let the driver know when to slow down and let the following vehicle pass.  When stopping, the driver should check to make sure that the following vehicle is also stopping.   When driving at night, the driver should avoid looking directly into the mirrors when a vehicle is following closely with high beam lights.  The driver should know how to turn the mirror to the night position, slow down, and let the following vehicle pass.  

17. Oncoming Traffic
Maintain a right-of-center lane position when approaching an oncoming vehicle and maintain maximum separation from the other lane as safely as possible.   Watch for vehicles attempting to pass slow moving, oncoming vehicles, as well as vehicles, which are driving too close to the centerline or that veer across the centerline.  When you find yourself in these situations, or anticipate that the oncoming vehicle may be too close to the centerline, you should sound the horn, brake and steer to the right as far as safely possible and stop your vehicle.  Each case is different and may warrant other actions, but these general guidelines are recommended for use in most similar situations.  This is especially true on narrow streets.  
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17. Oncoming Traffic  (Continued)

Of course, avoid narrow streets when possible.   Always report hazardous or potentially hazardous situations, such as narrow streets, to your supervisor. If a collision is unavoidable, the driver should use the techniques learned in defensive driving which can include sideswiping the oncoming vehicle or colliding at an angle to minimize impact force.

18. Special Vehicle Right-of-Way
Drivers should know the laws and requirements for special vehicles such as school buses, ambulances or law enforcement vehicles. 

If an emergency vehicle approaches from behind or ahead, the driver should signal, pull safely over to the closest edge of the roadway and stop to let the emergency vehicle pass.   

On a two-way street or highway, drivers must always stop in either direction for a school bus loading or unloading children.   When the highway is divided by a raised barrier or an unpaved median at least five feet wide, you do not have to stop when you are moving in the opposite direction of the bus.  However, slow down and proceed with caution as children may be in the area.

19. Approaching Intersections
When approaching an intersection, the driver should slow down and enter the correct passage lane at least 100 feet ahead of the intersection.  If a turn is to be executed, the driver should be trained to enter the proper lane 100 feet before the turn or drive on through the intersection.  The driver must be aware of the traffic controls and must slow down and prepare to stop if the light changes from green to yellow. 

The driver should also be aware of other traffic and should be prepared to stop or yield to other vehicles if they insist on the right-of-way.  When stopping at an intersection, the driver should stop before reaching the crosswalk.

20. Curves
Anticipate curves by observing road signs.  Because vans and buses may be top heavy you should enter curves at speeds lower than posted limits to ensure safe negotiation.  Any braking necessary to slow down should be completed prior to entering the curve.  When driving into the curve, the driver should reduce speed, look ahead to anticipate steering corrections and maintain the proper position in the lane.  

XII. PROFESSIONAL DRIVING SKILLS  (Continued)

21. Lane Usage
The driver should be trained to drive in the far right lane and use the left lane(s) for passing.  The driver should   be able to maintain lane position and not veer across lane-designated lines except to pass.  The driver should know to exit from the lane nearest the exit.  On a six-lane road (three lanes each way), the driver will pass in the left lane, use the center lane for through traffic movements, and use the right lane for slower movement and exiting.

22. Road Surface Types 
The driver should be trained to observe the road surface and adjust speed and driving skills accordingly.   The driver should know that weather causes roadway defects such as potholes, broken shoulders, and other changes in the road surface.  Special care must be used when driving on defective road   surfaces   because surface defects are   not only contributing factors to accidents, but also cause premature wear on vehicular life.  The driver should be trained to slow down and avoid potholes as traffic permits.   Erosion from construction projects and water runoff during rains creates special road hazards for which you must be aware of and adjust your driving accordingly.

23. Wet Roads
The driver should expect slippery surfaces during the first few minutes of a rainfall because of the oil, which has not yet been washed from the road.  When driving on these wet surfaces, the driver must increase stopping distances as well as extending the separation between vehicles.

Driving at slower speeds should be used to prevent hydroplaning.  When you encounter deep water on the roadway, the driver should drive around it if possible and, if not, should slowly drive through the water.  Wet brake linings can occur after driving through deep water.  Therefore, after driving through deep water, dry the brakes by putting slight pressure on the brake pedal to generate heat through brake drag.  

24. Road Shoulders
The driver should periodically check the shoulders of the road for conditions such as width surface   condition, alignment with pavement, and presence of obstructions.  If a shoulder is hazardous or no shoulder exists, a slower speed should be used.  Should the wheel or wheels on one side of the vehicle drop off the pavement onto the shoulder, the driver must slow down, grasp the wheel firmly, check the side and rear of the vehicle, check the roadway ahead, and cautiously climb back on the road.  Be aware that a soft shoulder can tip a vehicle.

XII. PROFESSIONAL DRIVING SKILLS  (Continued)

25. U-Turns
U-turns are prohibited for PCPT vehicles.  If you are faced with a U-turn and no safe alternatives is available, contact Dispatch for instruction.

26. Two- and Three-Point Turns
It is not desirable, but sometimes necessary, to make two- and three-point turns.  Do not attempt these type maneuvers when it is unsafe or prohibited.   Contact Dispatch for instruction.

These turns are complicated by the "blind spots" inherent in vans and buses.  Therefore, the driver must be well trained.  When making a three-point turn, the driver should know how to turn left, back up, and move forward in the direction from which the vehicle came in a safe manner.  On the two-point turn, the driver will drive pass the driveway, back up into it, check right and left traffic, and then turn right or left onto the highway as required.  Refer to backing procedures, Section XII. 4.

27. Off-Street Driving
When driving on off-street areas, especially near schools in residential areas, the driver should look for children playing and other vehicles, which could run into the path of the vehicle.   This is especially true for larger vehicles since children are small and may not be seen easily.  When in an alley, check for other traffic entering the area and for pedestrians   crossing sidewalks, exiting buildings, or entering from back yards.  Many yard or building entrances to alleys are often hidden and people give less care in entering alleys because they do not expect traffic.  When in a parking lot, watch for vehicles backing.  When leaving an off-street area, the driver should signal, check for safe clearance and exit when safe.  

28. Railroad Crossings
The driver must be aware of the road sign that designates railroad crossings.   In approaching railroad tracks, the driver should come to a complete stop when a railroad signal is activated.  If no signal exists, the driver should stop the vehicle 15 to 50 feet before the railroad crossing, open a window or door to listen for an approaching train and look both ways before crossing at a safe speed.  Remember to provide sufficient advance warning to the traffic following behind you to ensure they realize you will be stopping.  Slowing down cautiously and use of flashers are two techniques to ensure following traffic becomes aware of your intentions. The driver must not stop on the tracks.   Wait for traffic to clear so that the vehicle does not become trapped on the tracks.  If the vehicle stalls, the driver should attempt to start the vehicle.  

XII. PROFESSIONAL DRIVING SKILLS  (Continued)

28. Railroad Crossings  (Continued)

If a train is close, the passengers should be instructed to exit immediately and leave the area.  However, never attempt to cross in the first place until you are absolutely sure there is no train approaching.  Ensure your vehicle is in proper running order to minimize the chance of stalling on railroad tracks.

29. Narrow Bridges
When approaching a narrow bridge, lights should be used to make the vehicle visible.  The driver should slow down and remain as far right as possible.  The driver should not stop unless the traffic flow requires it.

30. Conditions of Reduced Vision
In fog or heavy rain, the driver should use low beam lights and pull off the road to stop if necessary.  In case of sun glare, the driver should use the sun visor and look down at the   roadway   to avoid   becoming   temporarily   blinded.  Sunglasses should be used when regular sun glare is encountered.  

The driver must keep the windshields and windows clean by use of wipers, defroster, or cloth where and when necessary.

During darkness, the driver must not  "over-drive” the headlights.   This occurs when you are driving at a speed, which can result in the stopping distance exceeding the distance of road illuminated by the headlights.   In night urban driving, the driver will use the low beam, watch for pedestrians, and travel at posted speeds or less if conditions warrant.   In night rural driving, the driver should use high beams only when it is clear and there is no oncoming traffic or traffic within 500 feet ahead of you.  Do not attempt to remind the oncoming driver to dim their high beams.  Instead, keep your headlight beams on low, slow down, and focus on the right side of your lane to avoid temporary blindness.  

31. Interstate Highway Driving


The driver should know how to merge with the interstate highway freeway traffic by watching the freeway traffic in the rearview mirror and glancing back, gaining speed on the merge lane, and smoothly merging with the traffic flow.  The driver must give merging traffic the right-of-way and should not attempt to maintain lane position where traffic is merging into the driving lane.  The driver should especially watch for vehicles trapped behind slow moving traffic, which could possibly dart into the vehicle's path.  

XII. PROFESSIONAL DRIVING SKILLS  (Continued)

31. Interstate Highway Driving


When an emergency occurs, the driver should stop only on the shoulder or in the median and not on the freeway.    In these situations, set up your emergency triangles to warn traffic, and keep passengers on-board.   If passengers must vacate the bus, the driver needs to be both cautious and vigilant to ensure they do not incidentally walk or run into the path of vehicles on the freeway.

32. Sand
When encountering sand, the driver should attempt to drive around it rather than through it.  If it is necessary to drive through it, the driver should shift to a lower gear and move slowly but steadily through this area.    Driving   on sand   covered surfaces requires an increased   stopping distance and more separation between vehicles.  Quick turns and sharp braking should be eliminated while driving on sand.  If the vehicle becomes stuck in the sand, the driver must contact Dispatch for instruction.  

33. Climate
In extremely hot weather, the driver must closely monitor temperature gauges and maintain circulation in the cooling system by shifting to a lower gear in slow moving traffic, shifting to neutral during the time when traffic is at a standstill, or turning off the air conditioner.   If the air conditioning system becomes inoperative while enroute, the driver should pull over safely, lower passenger windows as needed and proceed.  In these instances, drivers must continuously monitor themselves as well as their passengers for indications of overheating.  Stop as often as necessary for refreshment and rest.  Report the equipment failure to dispatch immediately. 

In cold, rainy weather, the driver should be trained to depress the brake   pedal periodically to make sure that the brakes are not wet.  If the temperature drops quickly after a rainfall, the driver should be trained to watch for icy spots on the road and especially on overpasses.  Although quite rare, if the weather turns extremely cold, the driver needs to keep the fuel tank filled to reduce the chance of ice forming in the gas tank.  

34. Upgrades/Downgrades
When approaching hills, the driver must be alert to heavy trucks, which often approach upgrades at an excessive speed.  Caution and prompt adjustment to your driving may be necessary.  When negotiating an upgrade, the driver should be aware that some vehicles slow down.   In this case, the driver should be prepared to blend with the traffic.  As the crest of the hill is approached, the driver must be prepared to slow down to compensate for the limited sight distance ahead and anticipate meeting oncoming vehicles or encountering other dangerous situations.  
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34. Upgrades/Downgrades  (Continued)

When negotiating downgrades, the driver should check the rear-view mirror to make sure following vehicles have   not accelerated excessively.   On a steep downgrade, it may be necessary to slow down, use brakes intermittently, and shift to a lower gear.  When sharp curves and hills are combined, the driver should be prepared for vehicles, which may cross the centerline between lanes when taking a curve.

35. Wind
When driving in a crosswind, especially in areas where the highway has many cuts and fills, the driver needs to be prepared for sudden wind changes when emerging from a cut where the vehicle is protected to a fill where the   vehicle is   subjected   to the full force of the crosswind.   The large side areas of vans and buses make this very important.  If the wind carries sand and other debris, the windows should be closed to protect the passengers.

XIII. CUSTOMER COUTESY/PASSENGER ASSISTANCE REQUIREMENTS

A. After safety, customer service is the most important aspect of your job as a driver or dispatcher.  

1. Customer service for drivers is comprised of many skills including: 

· Smooth driving.

· Passenger assistance.

· A friendly, professional attitude and behavior.

· Ability to provide timely, accurate information.

· Remaining on schedule.

· Courteousness/politeness.

· Adherence to rules/requirements.

· Compassion.

· Radio discipline.

2. Customer service for dispatchers is also made up of a number of skills including: 

· Proper telephone etiquette.

· Proper listening skills.

· A friendly, professional tone of voice.

· Ability to provide timely, accurate information.

· Courteousness/politeness.

· Adherence to rules/requirements.

· Compassion.

XIII. PASSENGER ASSISTANCE/CUSTOMER COUTESY 

REQUIREMENTS  (Continued)

A. After safety, customer service is the most important aspect of your job as a driver or dispatcher.  (Continued)

3. Drivers and dispatchers that properly employ good customer service significantly reduce the potential for conflict with difficult passengers/callers, incur less stress, and are able to resolve most issues in a more satisfactory manner.

B. Many of the qualities and skills of customer service are explained in more detail in other sections of this manual.  Because passenger assistance is crucial to the success of each and every trip (particularly in the case of paratransit service), the information below provides additional insight for your training and subsequent review:

1. During initial orientation you are provided with the background, requirements, demonstration lessons, and practical training in passenger assistance.  Refresher training is provided on a biennial basis thereafter, while supervisory monitoring is conducted randomly to review your skills.  You will also receive periodic special training sessions focusing on various aspects of passenger assistance.

2. Your daily schedule for paratransit or subscription service should include passenger assistance requirements or instructions applicable to each customer.  When the passenger’s condition or requirement changes or the instruction needs to be revised, inform your supervisor immediately.  However, always assist the passenger when it is necessary, even when it is not stated in your instructions.


3. Passenger assistance on fixed route service primarily consists of a safe, secure and comfortable ride.  In addition, drivers must also be especially attentive to proper boarding and alighting.  If you become aware of a situation where a passenger requires personal assistance, do not hesitate to provide that assistance needed to ensure they remain safe and secure.  Persons that use the fixed route bus service who require personal assistance beyond these levels should be referred to your supervisor for further review.

4. You need to be proficient in the following areas of passenger assistance:

a. Door to door assistance

b. Wheelchair management

c. Assisting the frail elderly and disabled

d. Seating assistance and transfer techniques between wheelchair and seats

e. Passenger securement.
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A. Many of the qualities and skills of customer service are explained in more detail in other sections of this manual.  Because passenger assistance is critical to the success of each and every trip (particularly in the case of paratransit service), the information below provides additional insight for your training and subsequent review: (Continued)

5. Drivers must take care not to become personal care attendants since that would exceed our area of responsibility.   Our level of assistance requested or needed by a passenger should be submitted for review to the supervisor.  If a driver encounters a situation where the level of care expected by the passenger seems to exceed that which is reasonable for accomplishing a trip, then it is time for supervisory intervention.

6. As non-emergency transporters, we may only transport passengers who do not need nor are likely to need medical attention during transport. Anyone requiring medical attention must be transported by a licensed advanced life support (ALS) or basic life support (BLS) provider in a permitted ALS or BLS ambulance.

7. Each driver should be able to recognize and assist those with:

· Orthopedic conditions.

· Neurological conditions.

· Strokes.

· Visual impairments.

· Hearing impairments.

· Epilepsy.

· Alzheimer's Disease.

8. These above medical conditions may create the following symptoms:

· Spasticity.

· Loss of skin sensation.

· Loss of balance.

· Pain.
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8.  
These above medical conditions may create the following symptoms: (Continued)

· Breathing difficulty.

· Mobility limitations.

· Loss of strength or control over specific (or all) muscles.

· Inability to see.

· Inability to hear.

· Disorientation/forgetfulness.

9. Many physically disabled passengers attempt to cope with these conditions through the use of special assistance devices such as:

· Various types of crutches and canes, including walkers, white canes, etc.

· Wheelchairs, including a wide variety of attachments to provide support to various parts of the body.

· Braces.

· Prosthetic devices (artificial limbs).

· Slings.

· Guide dogs.

· Hearing dogs.

· Other service animals.

10. Service animals are allowed on public transportation buses.  Guide dogs are trained to sit on the floor of the vehicle, not on a seat.  A dog in a harness is a working dog.  Guide dogs are friendly, not aggressive, but should not be petted or distracted while in harness. 

11. Securement of passengers is frequently overlooked.  The inability of a person's upper torso to withstand starting and stopping forces; the inability of the passengers to foresee emergency situations and their inability to react by bracing themselves; the  inability  of  children  to  use  regular  seat  belts;  and  the  inability  of  users of 
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artificial limbs to withstand temperature variations are all important considerations in passenger securement.  Without proper securement, riders may be injured during normal vehicle   operation.  This is particularly true of persons in wheelchairs.  Securement of wheelchairs must be completed properly; utilizing all needed straps and safety belts in accordance with manufacturer’s specifications.  Do not transport a wheelchair bound passenger unless they are secured properly.   If there is any doubt, regardless of the delay in schedule, contact dispatch for further instruction.

12. Drivers are expected to understand the significance of the following and how it may affect passengers on-board:

· Heating and cooling systems on passengers with various conditions such as artificial limbs.

· Ventilation is critical to the safety, well being and comfort of passengers.

· The passengers and/or drivers are expressly prohibited from smoking on PCPT vehicles. 

· Housekeeping, including the securement of packages, bottles, canes walkers, clipboards, jacks, and other devices that can become flying missiles in case of a collision.

· Noise levels.

· Color of vehicle interiors and their effect on the visually impaired.

· Terrain and its effect on mobility restricted individuals.

· Weather.

13. Knowledge of passenger assistance training techniques reduces the potential for injuries when vehicle accidents occur; but, more importantly, this knowledge helps prevent injuries to the passengers during normal activity.

14. When dealing with some of the more frail riders, it has happened that the driver’s extra concern with a potential no-show has resulted in the person receiving emergency assistance in time.  However, it must be stressed that in the performance of paratransit service, an unanswered door should be handled with caution in case the driver is mistaken for a possible intruder.  Some recommendations include:
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· When   you arrive at the passenger pick-up point, if it is possible, attempt to park the bus where it is clearly visible to   the scheduled passenger so that you can be easily identified.

14. Some recommendations include: 

· If you go to the door because of no response to your arrival, try to announce your presence and identity, as well as knocking on the door or ringing the bell.  If you still get no response, then request Dispatch to call the rider.  They will attempt to contact the person and, if no response, they will try the emergency contact.  Dispatch will advise you as to further action.

· Unfortunately, walking around the home or trying the doors may represent more of a hazard to the driver than a help to the person, so it should be avoided.

B. The following actions will help you ensure you remain professional and courteous throughout your driving assignment:

1. Follow the route and schedule as precisely as possible.

2. Come to a complete stop, place transmission into park or neutral, as applicable, and apply the parking brake before opening passenger doors to board or alight.

3. A smile and a pleasant greeting or “thank you” goes a long way in making the passenger feel more comfortable.

4. Call out all stops at major intersections, transfer points, major destinations and any stop specifically requested -- it’s the law.

5. Operate your vehicle smoothly and professionally.  Go very slow over speed bumps.

6. Adjust the heat or air conditioner for passenger comfort.

7. Keep your interior passenger lights on during periods of darkness or inclement weather.

8. Do not exit your bus before passengers, unless you are assisting a passenger.

9. For fixed route service, never leave/depart from a time point earlier than the schedule calls for.

10. For fixed route service, be attentive to flag-down riders.  It is better to be a little behind on the schedule than to miss a passenger.

11. For fixed route service, provide correct information on schedules and/or connections when needed or asked for.

XIV. PASSENGER BEHAVIOR/CONTROL  

Passenger behavior has the potential to affect the safe operation of your vehicle.  No driver is expected to transport individuals who may endanger the safety of others.

Drivers are trained in passenger assistance and sensitivity, and also receive an overview on handling disruptive passengers.

Common sense and professionalism play the largest role in the proper management of passenger behavior.

In those instances where a passenger's behavior cannot be adequately managed, and this behavior presents a real or potential safety hazard, the driver should properly exit traffic and stop to report the situation to Dispatch for further guidance.

XV. PASSENGER SAFETY RULES

Passengers must adhere to the following rules while on-board the vehicle to ensure their safety:

· Passengers must properly secure safety restraints when the vehicle is so equipped before the vehicle moves.  The driver can assist as required.

· Passengers must not talk to the driver while the vehicle is in motion to avoid distraction.  However, passengers should notify the driver of a problem.

· Smoking is prohibited on the bus.

· Consumption of food or beverage is not permitted. 

· Passengers must remain seated until the vehicle comes to a complete stop for alighting purposes.

· The use of portable radios is not permitted on the vehicle.

· Children should be accompanied by an adult.

XVI. AMERICANS WITH DISABILITIES ACT (ADA) SERVICE REQUIREMENTS

A. Drivers will ensure all accessibility features are maintained and operational.  These include lifts, ramps, securement devices, signage, and systems to facilitate communication.

B. Drivers will immediately report any failure of a lift in service.  If a lift is inoperative, the vehicle will be removed from service before the next day and PCPT supervisory personnel will ensure the lift is repaired before the vehicle returns to service.  However, when no spares are available, the vehicle may remain in service with an inoperative lift for no more than three days.  Supervisory personnel must authorize this use.  Alternative service to persons with disabilities will be provided if a vehicle with an inoperable lift is used on a fixed route and the headway to the next accessible vehicle exceeds 30 minutes.

C. Wheelchairs must be secured.  However, service will not be denied on the basis that a wheelchair cannot be secured.  In these instances, the driver will notify the dispatch center for direction.   Alternatives include: 

· Transfer of the passenger to a seat. However wheelchair users cannot be required to transfer to a seat;

· Use of contract paratransit service; 

· Use of another wheelchair which can be secured, and;

· Educating/coordinating with the individual and/or their family on the safety benefits of proper wheelchair securement.  

D. Drivers will provide assistance upon request or as necessary with lifts, ramps, and securement systems.  Passengers unable to climb up or down the bus boarding steps may utilize the lift or ramp.  In these cases, the passenger should be placed in a wheelchair to facilitate the process.

E. Drivers will assess the need for gait belt use by wheelchair passengers and recommend use as applicable.

F. Drivers will announce stops at transfer points, major intersections, destination points, at adequate intervals along a route, and upon request.

G. Appropriate route signage shall be displayed on the bus to ensure a high level of visual identification by passengers at bus stops.

H. Service animals shall be permitted in PCPT revenue service vehicles.

I. Drivers will permit a passenger who uses a lift to disembark from a vehicle at any designated stop, unless the lift cannot be deployed, or will be damaged if it is deployed, or temporary conditions preclude the safe use of the stop by all passengers.  Contact the dispatch center for further direction.

XVII. AMERICANS WITH DISABILITIES ACT (ADA) SERVICE REQUIREMENTS  (Continued)
J. Service is permitted for persons using respirators or portable oxygen.

K. Documented training and proficiency are required for drivers on the safe operation of accessibility equipment, as well as proper treatment of persons with disabilities.

EXHIBIT 1

SUBSTANCE ABUSE POLICY

EXHIBIT 2

DAILY DRIVER REPORT

EXHIBIT 3

PASCO COUNTY FLEET SERVICE

MAINTENANCE AND REQUEST FORM

EXHIBIT 4

INCIDENT REPORT

EXHIBIT 5

ACCIDENT REPORT

EXHIBIT 6

POST ACCIDENT REPORT

EXHIBIT 7

SUPERVISORY ACCIDENT INVESTIGATION

EXHIBIT 8

ACCIDENT/INCIDENT BRIEFING FORM

EXHIBIT 9

COURTESY CARD

EXHIBIT 10

ROAD CALL FORM

EXHIBIT 11

RADIO CODES
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