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PURPOSE:










The Scott Key Center provides clients an opportunity to use the center’s transportation to and from work.  The purpose of this policy is to establish the policies and procedures by which such transportation will be governed to assure efficient, high quality transportation services.

ILLNESS AND INJURY PROCEDURE
1. Each driver will observe each client as he or she boards the bus or van.  In the event it is noticeable that the client is ill, vomiting, diarrhea, or having difficulty walking then the driver should notify care giver and should not transport the individual.  The transportation specialist should then be notified.
2. In the event a client becomes ill on the bus or van (vomiting or diarrhea) the vehicle should pull over and stop and do the best to clean that area of the bus so that others are safe from it.

3. The nurse or vocational coordinator will evaluate the client, and if deemed necessary, make arrangements for the client to return home.
4. If a client is sick for one, or more, day(s), the caregiver will need to call one of the following, and inform them, that transportation can resume:  Bus, Transportation Specialist, Client Coordinator, the SKC Nurse, or the main line at Scott Key Center.
5. If a client is hospitalized, or needs to go to the Emergency Room, for an injury, or illness, a signed release from a Doctor needs to be received by the Scott Key Center.  Note: The Doctor’s release may be delivered to the Scott Key Center, or given to the bus driver.
PICKUP AND DROP OFF PROCEDURE
When possible, Scott Key Center buses and vans will provide curbside service.  Unless pre-approved, Transportation will only transport to and from a permanent residence.  It is the responsibility of the caregiver to provide assistance for the client, to the bus or van, during the A.M.  And, to meet the individual at the bus during the P.M., if this level of support is needed.  Based on traffic conditions, absentees, weather, and breakdowns, pick-up and drop-off schedules can vary from 10-20 minutes early or late, AM or PM.  
a. Drivers are required to visually see all clients enter the residence, if there are no supports for the client from the bus to the house.  Exception:  Clients with long driveways, covered porches, double entries, etc. Once the client is safely inside, or away from the bus, the bus may pull away.  
2. Each client riding a Scott Key Center bus will have on file, a primary pick up address, and a primary drop off address, on file at the office.  
a. In order to request a temporary change in pick up or drop off locations, written notification needs to be submitted to the office of the Scott Key Center, a minimum of 3 business days in advance.  
b. For permanent address changes, a minimum of 15 business days in advance is required. (More than 15 business days is recommended for permanent changes, to check availability or make alternative transportation arrangements) 
Changes by telephone only will not be permitted. Emergency situations will be handled on a case-by-case review.  All requests will be approved or disapproved by the Scott Key Center Director, and the Transportation Specialist.
3. A.M. Route: Upon arrival at the pick-up location and no one is present:
a. Contact the residence by telephone.  If contact is made, and the bus is on schedule, inform the residence you can wait 3 minutes.  
b. After 3 minutes, and client(s) are not present, transportation will continue on with the route, and transportation to Scott Key Center will become the responsibility of the caregiver.

c. If no contact can be made by telephone, the driver will continue the route, and transportation to the Scott Key Center will become the responsibility of the caregiver. 
P.M. Route: In the event that no one is home, or present to receive a client(s), in the afternoon when transportation arrives, 
a. Contact the residence by telephone.  If, at this point, no one is home, or present, transportation will notify the Scott Key Center office, or if a group home residence, contact the main office for assistance.  
b. If no assistance can be provided, and when logistically possible, return the client to Scott Key Center, and then continue on to finish the route.  
c. After four (4) pm, contact the Transportation Specialist for assistance.  
d. It will become the caregiver’s responsibility to pick up and transport the client for that particular day.  Exception: The driver will assure that the client exiting the bus enters the residence when they have their own key and is ok for the client to be at the residence without supervision.
4. At no time will the bus change the drop off location, during the route, unless receiving permission from the transportation specialist or designee from the Scott Key Center office.  Buses or vans will not pull over at random stops to let someone off the bus or van, unless deemed necessary for an emergency situation.  All situations involving this should be handled through the Scott Key Center office.

13.7 CANCELLATION OF BUS PICKUP OR DROP OFF     

        PROCEDURE
1. In the event a morning pick up by transportation must be cancelled, it will be the client or caregiver’s responsibility to notify the bus driver at least 30 minutes prior to pick up.  In the event of an emergency that does not allow the 30-minute notification, notify the bus as soon as possible.  If a care taker cannot make contact with the bus, call the Scott Key Center, or the Transportation specialist.  

2. In the event that an afternoon drop off must be cancelled, or changed, the Scott Key Center  must be notified, by telephone, or email, no later than 2 pm of the same day.

3. If clients are absent one or more days, for vacations, sickness, etc., the caregiver must notify the bus, Transportation Specialist, or the Scott Key Center, by telephone, and be informed when transportation will resume.  When an absence of more then one day is planned, the Scott Key Center must be notified in writing when transportation is to stop, and a date of when it should resume. In turn, Scott Key Center personnel will notify the driver of the client’s status.  
Updated: 5/20/2013

