
 

 
 
 
 
 
 
 

 
Transportation Services     Page 1 of 2 
  
Effective Date:  07/01/2018        Revision date: 07/01/2018 
 
Responsibilities: Coordinators, Drivers      

 
Purpose: 
 
To outline Center for Social Change’s Transportation Program and the 
conditions under which the program operates. 
 
Policy: 
The Center for Social Change operates transportation services for the 
transportation needs, safety, and security of its individuals and must 
operate in compliance with all state and local regulations governing 
transportation services. 
 
Procedures: 
 

1. All transportation services provided by Center for Social Change 
must operate in compliance with applicable federal, state of 
Maryland, county and city requirements. 

2. All vehicles must be inspected regularly to ensure that they are safe 
to transport clients. 

3. All persons assigned to operate vehicles must be appropriately 
licensed and approved as drivers and must have completed a 
mandatory drivers training prior to being authorized to drive 
vehicles, or transport clients. 

4. Upon employment, each person who will be assigned driving 
responsibilities will be screened, and a background check must be 
completed by Human Resources to make certain that they are 
suitable candidates to be given transportation responsibilities. 

5. All vehicles and personnel who are assigned driving responsibilities 
must meet insurance requirements and be properly insured prior to 
being assigned transportation duties. 

6. Safety features and equipment must be present in all vehicles and 
operating properly, and the vehicle must provide for special 
accessibility needs of individuals who need them 
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7. Written emergency procedures, communications devices, road 
warning/hazard equipment, and first aid supplies must be 
maintained in the vehicles at all times. 

8. Maintenance of all Center for Social Change’s vehicles (owned, 
leased, or rented) must be maintained in accordance with 
manufacturers’ recommendations.   

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 

 
Use of CSC’s Vehicles     Page 1 of 1 
  
Effective Date:  07/01/2018       Revision date: 07/01/2018 
 
Responsibilities: Coordinators, Direct care employees, Drivers.      

 
Purpose: 
 
To establish the conditions under which Center for Social Change’s 
vehicles may be used. 
 
Policy: 
 
Any and/or all vehicles owned, operated, or leased by the Center for Social 
Change (CSC), are restricted to being used for agency-sanctioned 
business; including for the purpose of transporting individuals to and from 
programs, to and from agency-related appointments, or to and from 
agency-sanctioned activities. 
 
Procedures: 
 

1. All vehicles must be approved in advance to be signed out for 
business purposes, to insure proper accountability and proper use 
of all vehicles that are owned, leased or rented by CSC. 

2. All staff members who are properly licensed and who have an 
acceptable driving record will be assigned to drive agency owned or 
leased vehicles after having been properly enrolled and covered by 
the agency’s insurance plan covering the vehicles. Thereafter, 
periodic checks of driving records must be conducted to make 
certain that clients are not placed at risk. 

3. The vehicles are restricted to being used for agency-sanctioned 
business, transporting individuals to and from the program, 
transporting individuals to and from program-approved 
appointments, or to and from program-approved activities only. 

4. Center for Social Change’s vehicles must not be used by employees 
for personal reasons under any circumstances. 

5. Any employee who violates the above transportation restriction is 
subject to disciplinary actions, including possible termination of 
employment. 
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Vehicle Maintenance Program    Page 1 of 1 
  
Effective Date:  07/01/2018        Revision date: 07/01/2018 
 
Responsibilities: Director of Operations, Coordinators, All Drivers      

 
Purpose: 
 
To explain Center for Social Change’s Vehicle Maintenance Program and 
its purpose. 
 
Policy: 
 
Center for Social Change must maintain a proactive Vehicle Maintenance 
Program requiring regular inspection of its fleet of vehicles to insure that 
they are in safe operating conditions at all times. 
  
Procedures: 
 

1. In addition to the vehicle self-inspection conducted by each driver 
daily and the weekly inspection by the primary driver of vehicles, the 
Director of Operations must make a monthly check of all vehicles for 
safety purposes. 

2. The monthly check will include an inspection of the vehicle for 
safety, a check to make sure all equipment works properly, and an 
inventory of safety and first aid equipment for completeness. 

3. A monthly checklist must be completed to document that the 
inspection was conducted. 

4. The checklist must be maintained with the vehicle safety records for 
future reference. 

5. Any repair work or replacement of equipment that is found to be 
needed must be taken care of immediately to restore the safety, 
integrity, and security of the vehicle. 
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Use of Personal Vehicles     Page 1 of 1 
  
Effective Date:  07/01/2018       Revision date: 07/01/2018 
Responsibilities: Directors, Coordinators, All employees     

 
Purpose: 
 
To prohibit the use of private, personally-owned vehicles by employees to 
transport individuals. 
 
Policy: 
 
The use of private or personally-owned vehicles by employees to transport 
individuals is strictly prohibited. Employees must not transport 
individuals in their personal vehicles. 
 
Procedures: 
 

1. For insurance liability purposes as well as for risk management 
reasons, no employee is allowed to use his or her personal vehicle to 
transport individuals. 

2. Any employee who observes another employee transporting 
individuals in their private vehicle must report the incident to their 
supervisor immediately. 

3. In addition, an incident report must be completed to document the 
incident. 

4. Upon completion of an investigation, if the infraction is found to be 
true, that employee will be subjected to consequences related to the 
violation.  

5. Depending upon the circumstances surrounding the infraction, the 
guilty employee could be subjected to termination of employment. 
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Vehicle Accident Investigation    Page 1 of 1 
  
Effective Date:  07/01/2018        Revision date: 07/01/2018 
 
Responsibilities: Drivers, Director of Operations, Coordinators      

 
Purpose: 
 
To describe the protocol to be followed when Center for Social Change’s 
vehicle has been involved in an accident and establishes how to report it. 
 
Policy: 
 
All accidents involving a vehicle owned, operated, or leased by Center for 
Social Change must be investigated thoroughly to determine culpability 
and reported immediately to a supervisor or coordinator for their 
assistance in the investigation. 
 
Procedures: 
 

1. All accidents involving one of Center for Social Change’s vehicles 
must be reported to a supervisor immediately following its 
occurrence. 

2. The driver involved in the accident should refer to the instructions 
contained in each vehicle entitled “CHECKLIST OF THINGS TO DO 
IF VEHICLE YOU ARE DRIVING MEETS WITH AN ACCIDENT” and 
follow those suggestions, then fill out the “ON THE SPOT ACCIDENT 
REPORT” as completely as possible. 

3. The “accident report” should be attached to the incident report 
which must be completed regarding the accident. 

4. The incident report with the accident report attached must then be 
turned in to the appropriate supervisor or manager.  
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Drivers on Medication     Page 1 of 1 
  
Effective Date:  07/01/2018       Revision date: 07/01/2018 
 
Responsibilities: All Employees      

 
Purpose: 
 
To require employees who are taking prescription medication to notify the 
employer if that medication could potentially impair their ability to drive a 
vehicle 
 
Policy: 
 
All employees who are responsible for transporting individuals to and from 
the program, or who might be called upon to transport individuals to an 
agency-sanctioned event, must inform the organization of being prescribed 
any medication which might impair their ability to operate a vehicle.  This 
requirement is made to guarantee the safety and well-being of Center for 
Social Change’s individuals as much as possible. 
 
Procedures: 
 

1. Upon being prescribed medication which could possibly impair one’s 
ability to operate a vehicle, all employees whose job calls for them to 
drive a vehicle must notify the organization informing them 
immediately of this potential danger. 

2. Once the employer is notified, it is the employer’s responsibility to 
evaluate and decide whether or not the employee will be allowed to 
transport individuals. 

3. To err in the direction of caution, it is prudent and wise to limit the 
employee’s driving during his or her taking of the medication. 

4. Because safety of the individual is paramount, it is suggested that 
the employee be assigned to other duties until they have been 
cleared by their treating physician. 
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Annual Drivers Training     Page 1 of 1 
  
Effective Date:  07/01/2018        Revision date: 07/01/2018 
 
Responsibilities: All Employees      

 
Purpose: 
 
To require employees to update their driving skills annually as required by 
law when they are required to transport individuals as a part of their jobs. 
 
Policy: 
 
All employees, who are responsible for transporting individuals to and 
from program related activities, or who might be called upon to transport 
individuals to an agency-sanctioned event, must complete defensive 
drivers’ education annually to operate agency-owned vehicles.   This 
requirement is made to guarantee the safety and well-being of Center for 
Social Change’s individuals as much as possible. 
 
Procedures: 
 

1. Annual defensive drivers’ training will be completed by each 
employee who is responsible for transporting individuals.  In 
addition, drivers’ records will be monitored periodically thereafter 
depending on the current needs and requirements of CSC and any 
licensing, funding, or insurance  agencies with whom CSC is 
associated with. 

2. Drivers training will be coordinated by the Human Resource 
Department which will notify the employee when his or her annual 
training is due. 

3. Upon being notified, the employee will be scheduled for annual 
update immediately. 

4. It is important for the employee to understand that it their obligation 
to remain current since driving is a requirement of their job duties. 
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